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Agenda

• Briefly review the Federal change & timeline
• Step-by-Step walkthrough of the 

www.sam.gov process for retrieving required 
information (Entity Data Detailed Results)

• Step-by-Step walkthrough of the required 
action to take in the HARVEST grants 
management system

• Step-by-Step walkthrough of the required 
action to take in the GMS

• Questions

http://www.sam.gov/


Federal Transition to a New 
Unique Entity Identifier (UEI)

• Through April 3, 2022:  DUNS number
– 9 digit numeric ID
– Managed by Dun & Bradstreet (private entity)

• As of April 4, 2022:  SAM UEI
– 12 character alpha-numeric value
– Administered and owned by the Federal 

Government
• See this Federal FAQ for more info if 

interested.

https://www.gsa.gov/cdnstatic/To_Publish_-_FAQs_from_Unique_Entity_ID_Forum.pdf


Why Change?/Why Now?
• The Federal Office of Management and Budget 

(OMB) required all Federal agencies and systems 
to make this transition no later than 4/4/2022.

• The AOE (as a recipient) and all of its 
subrecipients (you) are also required to make this 
change

• Intended to simplify the process to make it easier 
for entities to do business with the Federal Gov.

• Failure to take action may result in a delay in 
funding and/or make an entity ineligible to receive 
future Federal grant awards from the AOE until 
compliance is met.



How to Get a SAM UEI
• Because you are already a subrecipieint 

of Federal grant funds, your entity 
already has a DUNS number that has 
been registered on the sam.gov database.  

• As such, the GSA has automatically 
assigned your entity a SAM UEI

• Your new SAM UEI is available on 
www.sam.gov

http://www.sam.gov/


What Steps Must AOE Subrecipients Take 
• By March 4, 2022 all subrecipients must take action to 

update one or both of the AOE grants management 
systems, as applicable.
– HARVEST (Organization Profile) for Child Nutrition 

Grant funds
– GMS (Central Data Page) for all other grant funds.

• Both AOE systems are ready to accept the SAM UEI now. 
• You must update by end of day March 4, 2022.

– This allows the AOE processing time to be 100% ready 
by April 4, 2022 – the Federal date.

• Quick reminder about Federal Procurement and 
suspension and debarment checks
– DUNS will no longer work on www.sam.gov after

April 4, 2022

http://www.sam.gov/


Overview of Required Action Steps
• Locate your new SAM UEI number on 

www.sam.gov
• Download a copy of your Entity Data Detailed 

Results from www.sam.gov
• HARVEST Users:  Update your entity’s 

Organization Profile and submit to the AOE by 
3/4/2022

• GMS Users:  Update your entity’s Central Data 
page and submit to the AOE by 3/4/2022.

• If your entity receives grant awards through both 
the HARVEST and the GMS you will need to 
update both systems and submit to the AOE by 
3/4/2022.

http://www.sam.gov/
http://www.sam.gov/


Step-By-Step Screenshots to Access 
Your Entity’s

“Entity Data Detailed Results”
Referred to in the HARVEST system as 

“Entity Registration”



Overview of Steps to Access Your 
Entity Data Detailed Results

1. Go to the System for Award Management (SAM.gov) website at www.sam.gov

2. Log in with your organization's username and password.

3. Click on SEARCH.

4. Enter your current DUNS number (or SAM UEI if you have it) in the   SEARCH 
field and click the magnifying glass symbol.  If you do not have it you can search 
by your entity name.

5. Click on the name of your organization.

6. Click DOWNLOAD.

7. Click .PDF.

8. Click DOWNLOAD.

9. Open the .pdf file.

10. Save the .pdf file. Do not use periods or special characters in the filename.



Entity Data Detailed Results
Step-by Step-Screenshots - Step 1

Go to www.sam.gov.

http://www.sam.gov/


www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 2

Log in to your user account – if you do not have a user 
account you will need to create one.



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots - Step 3

Select “Search”



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots - Step 4

Enter your current DUNS number (or SAM UEI if you have it) in the SEARCH 
field and click the magnifying glass symbol.  If you do not have your number, 
you can search by your entity name.



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 5

Click on the name of your organization. – Note:  It is in 
Blue text.



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 6

Click “DOWNLOAD”



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 7

Click on “.PDF”



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 8

Click “Download”



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 9

Open the .pdf file on your computer – note your screen 
may appear different depending on how your computer 
saves downloads.



www.sam.gov - Entity Data Detailed Results
Step-by Step-Screenshots – Step 10

Save the pdf file with a file name that is easy to recognize and in 
a place that will be easy for you to retrieve for the next steps of 
the process

Examples:  
SVSD_SAMUEI_02_03_22

Do not use periods or special characters in the file name as this will 
cause issues when you upload this to the AOE HARVEST and/or GMS 
systems.



Sample of PDF
May be 2 or 3 pages



What’s Next?

• Now that you have your SAM UEI and 
your PDF documentation you are ready to 
enter the information into the AOE 
HARVEST and/or GMS systems.

• This must be completed by March 4, 2022



HARVEST 
Step-By-Step Screenshots



HARVEST 
Step-by Step-Screenshots - Step 1

1. Login into the HARVEST grants 
management system at:  

https://harvest.education.vermont.gov/

https://harvest.education.vermont.gov/


HARVEST 
Step-by Step-Screenshots – Step 2

Select “Applications”



HARVEST 
Step-by Step-Screenshots – Step 3

Click “Organization Profile” then “Revise”



HARVEST 
Step-by Step-Screenshots – Step 4

On “Organization Profile Page 1” you will enter the SAM UEI you retrieved 
from www.sam.gov and the Expiration Date.
Please do NOT delete the DUNS UEI Number

http://www.sam.gov/


HARVEST 
Step-by Step-Screenshots – Step 5

Directly below the SAM UEI field click on the blue shaded box to upload the 
“Entity Registration” PDF document you downloaded from www.sam.gov
*Please note you can also drag and drop the file into this box if you prefer.

http://www.sam.gov/


HARVEST 
Step-by Step-Screenshots – Step 6

Please make sure that you receive a verification message from the 
system that the PDF has been uploaded.
Please do NOT delete your previous file uploads.



HARVEST 
Step-by Step-Screenshots – Step 7

Scroll to the bottom of the page and click the 
“Save” button – but you are NOT done!



HARVEST 
Step-by Step-Screenshots – Step 8

The last step is to go to the “Submit” tab.  Please note you will need to tab through the 
other organization profile pages even though you are not changing them.  The “Submit 
tab” is the last tab.  
Note:  the “Accept & Submit button may only be visible to those with authorize rep 
status. Contact AOE CN Team if you need to update your status.  



HARVEST 
Step-by Step-Screenshots – Step 8

If submission is successful, you will receive the following message-
click “Yes”:

If you do not receive this message please submit a help ticket by clicking on 
“hamburger” icon in the upper right corner of the HARVEST screen
If you receive other grants from the AOE through the GMS system, 
please remember to update that system as well.

Hamburger 
Icon for help 
ticket



GMS Step-By-Step Screenshots



GMS 
Step-by Step-Screenshots – Step 1

Login to the Grant Management System at:  
https://vtaoe.mtwgms.org/VermontGMSWe
b/Logon.aspx

https://vtaoe.mtwgms.org/VermontGMSWeb/Logon.aspx


GMS 
Step-by Step-Screenshots – Step 2

Under Central Data Collections click “AMEND” for 
“Central Data”



GMS 
Step-by Step-Screenshots – Step 3

Select Tab “DUNS/SAM UEI Numbers”



GMS 
Step-by Step-Screenshots – Step 4

Enter the SAM UEI value you retrieved from www.sam.gov, verify the 
expiration date and upload the new file for the “Entity Data Detailed 
Results”. Please do NOT Delete either the DUNS or previous uploads
***Make sure to SAVE PAGE at bottom

http://www.sam.gov/


GMS 
Step-by Step-Screenshots – Step 6

Move to the “Submit” Tab and run “Consistency Check” and if clear, 
submit changes using the “Submit to AOE” button. - Please note 
amendments to the Central Data page may only be submitted by 
Superintendents or Authorized Heads of organizations.



GMS 
Central Data Approval

• Amendments to Central Data require approval by 
AOE.

• AOE approval will be communicated in the GMS 
system and through a system generated email 
notification.

• If you need assistance with the GMS Central Data 
page please contact Shelley Matz at:

shelley.matz@vermont.gov

If you receive other grants from the AOE through the 
HARVEST system, please remember to update that 

system as well.

mailto:shelley.matz@vermont.gov
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