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How to Add a “Doing Business As”  
to Your SAM.gov Entity Record 

 
1. Sign in to SAM.gov and go to your Workspace. 

 
2. Locate the Entities widget. 

  

 
 

 
3. Select the number above the status that correlates with your current registration status, 

or select the title of the Entities widget to view all of your registrations. 
 

4. Locate the entity record you want to update, select the Actions menu (the three dots 
near the expiration date), and select Update. 
  

  
 

 
5. Enter your relationship to the entity you are updating. Indicate whether you are an 

employee or officer of the entity. Click on the “I certify” statement, then select Next. 

https://www.sam.gov/
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6. You will  be asked What would you like to update? Select to update/renew your entire 
entity registration, and select Next. 
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7. Confirm your purpose of registration as Financial Assistance Only or All Awards. For 
more information, see KB0058181. 

  
Note: The purpose of the registration questionnaire is only to be used as a suggestion 
tool based on the options you choose. There is no definitive right or wrong answer. If 
the suggestions provided do not meet your needs, you can choose the other option. 
Refer to KB0070539 for a detailed video. 

8. Confirm your CAGE code. If it is correct, click NEXT. 

 

  

https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0058181
https://www.fsd.gov/gsafsd_sp?id=kb_article_view&sysparm_article=KB0070539
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9.  Confirm your Purpose of Registration. Click NEXT to confirm. 

 

10. Review your Current Registration Information. To add a DBA, click “This is not my 
entity’s correct information, and I can provide documented proof of our correct legal 
business name and address.” 
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11.  Click on the box next to what you’d like to change. In the case of a business with no 
DBA yet on record, the block should be blank. Once clicked, the field should appear to 
allow entry of the DBA name. Click NEXT to continue. 

 

12. Confirm the action being taken. Select NEXT to confirm. 
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13.  Next… 

(a)  Review the Legal Entity Information 

 
(b)  Attach official documents that prove each item listed / changed. A pop up window 

will appear to select a document type from a drop down menu. After selecting, 
check the box shown that are applicable, and drag a file or choose a file from a 
folder to upload. Click SUBMIT. 
 

(c)  Add comments. In this field type in: “Adding Doing Business As [NAME] to the SAM 
Entity Record based on the attached documents from the State of [ENTER STATE]. 
This is the only change being made to the entity record at this time.” 
 

(d) Click on NEXT to continue. 
 

14. Follow additional instructions on screens to submit your update to your legal business 
name. 
 

15. Entity Validation processing will occur to review the documents submitted and add the 
DBA to your entity record.  
 

16. You will receive emails as SAM.gov processes the request and an email once it is 
completed.  

 


