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https://sam.gov/content/home 

1. Select “Search” 

 

 

2. Under “Select Domain – All Domains” click on + sign to expand this section. Then select “Entity 
Information” 
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3. Click on “Exclusions” 

 

 

4. Scroll down to “Keyword Search” section and select “Excluded Individual”. Enter in first and last 
name. Select “Add Individual”.  
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5. Scroll up the page, you should see “No matches found”. If this message is not provided and you 
are seeing multiple names, please see step #6a.  

 

 

6a. If search results are showing multiple names, like in the image example in step 6b, you will need 
to add additional information to help minimize the search results.  

 
You can add a middle name, SSN (not necessarily required), however, make sure to remove your 
previous search results by clicking on the “x”. See screen shot below. Failure to remove the 
initial search will allow the search to contain both names and you will continue to see the same 
search results. See step 6b for additional search features. 
 

 
 

Remove 
1st search 
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6b. Another option would be under the section “Location” click on the down arrow and add the 
employee’s Zip Code, State, City and Country. Please note, not all fields need to be completed. 
Again, you want to make sure that under “Add Individual” there is only one name or entry for 
each search.  

 

 

6. Make sure to save a pdf of search results in employees file folder. You can do this by simply right 
clicking on the site, select “print” then “Save as PDF”. This will contain the required date, time 
stamp and name of employee.  


