
Registering a new entity in SAM 

The rural schools are applying for funding with the Dept. of Ed and need to have a second DUNS number registered in 

SAM for either the elementary or the high school.  In order to register a new school with a separate DUNS number you 

will need to login to SAM using the same login for SAM that you currently have.  There is no need to create a separate 

user account.  Please follow these instructions to register the 2nd DUNS number. 

1. Visit:  https://sam.gov/SAM/.  Click login on the top right corner 

 

 

2.  Login using your already existing login.gov credentials, retrieve your security code and hit submit. 

 
3. Click accept 

 
 

 

 

https://sam.gov/SAM/


4. On the left menu bar, click “entity registrations.”  Instead of clicking existing entity registrations the way you 

would if you were renewing, you will click “register new entity” 

 
5. Click Start registration at the bottom of the page 

 
6.  Click continue 

 
7.  Choose “US Local Government” and “I only want to apply for federal assistance opportunities, grants, loans, and 

other financial assistance programs,” hit next 

 



8. Hit next on this page 

 
9.  Enter your DUNS number, legal name, and address EXACTLY how dun and bradstreet has it on file.  If you do 

not, you will get an error and will need to fix it. Hit next when done. 

 
 

 

 

 

 

 

 

 

 



10.  As long as you don’t get an error message, hit save and continue 

 

11.  Fill in all required information designated with an asterisk.  

 

READ THIS:  The MPIN number is a 9 character number you make up.  If you have an MPIN for the other school 

you CAN use the same one or make up a new one.  Either way, make sure you keep track of it.  MPINs are used 

in other federal systems and the number becomes masked in SAM after you submit it so you can’t see it 

anymore and if you don’t write it down, you will have to reset it.   

 

To reset the MPIN, there will be a button to click next to the MPIN field once the registration is active.   

 
 

 

 

 

 

 

 

 

 



12.  Enter the Tax ID number for the school and hit save and continue 

 

13  Fill in the taxpayer information page. The taxpayer name MUST match what the IRS has on file for the Tax ID 

number.  If they don’t you will get an IRS validation failure email from sam.gov and you will need to come into SAM and 

fix it if you get that email. 

Type in the MPIN number you had from the previous page and hit save and continue 

 

 

 



14.  New entities will not have a CAGE code, so select “no” 

 
15.  School District is the only selection on this page, hit save and continue 

 
 

 

 

 

 

 

 

 

 



16.  Enter the routing and account number for the shool 

 

 

17.  You will most likely select “no” on this page, hit save and continue 

 
 

 

 

 



18.  You will most likely select “no” on this page also.  You would only answer “yes” if the grant award you are 

applying for contains the clause 2 CFR Appendix XII. 

 

 

19.  Keep the box checked on this page.  This makes it easier for federal agencies to see you have an active SAM 

registration.  If you uncheck it, it restricts your entity from being seen.   

Note:  You will receive spam emails from companies trying to charge you money for help with SAM.  DO NOT 

ever pay for SAM!!!  It is a free system and the companies contacting you are scammers. 

 

 

 

 

 



20.  Go over the review page and hit save and continue 

 

 

21.  Select “yes” on this question.  Check the box at the bottom of the page and hit save and continue 

 

 

 

 

22.  Fill in all POC (point of contact) information and hit save and continue at the bottom of the page. 

 



23.  Review the final review page, hit submit at the bottom 

 
 

 

New registrations take about 3-5 business days on average.  They can take up 

to 10.  Make sure and watch your email for any emails from SAM.GOV that 

say “IRS validation failure” OR any email that comes from CAGE, which will 

come from an email ending in DLA.MIL.  If you get a CAGE email you must 

respond within 3 business days. 


