Instructions for reporting Unique Entity Identity (UEI) to the
Department of Public Instruction (DPI) for the Child Nutrition Programs
IMPORTANT: The company name associated with your UEI must match the name of your legal business entity
and the name submitted in the Child Nutrition Program contracts. If the company name associated with your

UElI is different from the name of your legal business entity, this information must be updated with Sam.gov.

After obtaining the UEI from Sam.gov, it must be reported to the DPI’'s Child Nutrition Programs.
Follow the steps below to enter this information into the Online Services webpage.

1. Go to the Child Nutrition Programs Online Services and select the button for Online Services Log-in.

2. Login using your Agency Code and Password.

3. Select “Other Services” from the blue menu bar at the top of the screen.
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4. Select “Unique Entity ID (SAM)” from the menu bar that appears below the blue bar.

Other Services =

Unigue Entity ID (SAM)

5. Enter required agency’s information in the fields below.
Unique Entity ID (SAM) Update Information

The Unigue Entity ID {SAM) is a unigue 12-character alphanumerc value assigned, managed, and owned by the federal government.
SAM.gov is the system that assigns it. The Unigue Entity ID {SAaM) validates yvour organization's legal business name and address. More
inforrnation can be found at SAM.gowv

Unigue Entity ID (SAM) | |

Confirm Unique Entity ID (SAM) | |

Enter your agency's physical address as it was entered in SAM.gowv

Physical Address | |
city — ) 2|

CERTIFICATION

I HEREBY CERTIFY to the best of my knowledge that this information is true, correct, that records are available to support the
information.

First Mame | | Last Name |_

Phone Mumber | || ” |

Email |

I Agree D

& svbmic

6. Select“l Agree” in the Certification section at the bottom of the screen.

7. Click the “Submit” button. A confirmation screen will appear indicating the information has been received.

Rev. 4/2022


https://sam.gov/content/home
https://dpi.wi.gov/nutrition/online-services

