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SAMS

Identity Verification Document Upload Overview

Introduction:

If you have been invited to SAMS and must complete Identity Verification (also called Identity
Proofing), SAMS provides three different options for submitting your completed ID Verification
package to the CDC. These three options are fax, traditional mail, or uploading a scanned copy of
your ldentity Verification documents to the CDC via SAMS.

This guide provides step-by-step instructions for using the SAMS upload feature to securely
submit your ID Verification documents to the CDC.

Please note: This option is only available to people who have received an email from SAMS
indicating they must complete Identity Verification. For a general overview of Identity Verification
please click here.

1 Prepare your ldentity Verification packet for upload. It should include all needed forms and
documents.

To prepare your ldentity Verification documents please make sure you have received and carefully
read the email titled “U.S. Centers for Disease Control (CDC): SAMS Partner Portal — Identity
Verification Request”. In this email the option for uploading scanned Identity Verification
documents is referenced. A link to access this feature is also included.

To Upload a Scanned PDF:

You mav upload a single PDF that includes all of vour proofing documentation (form, scan(s) of
identitifcation, notary stamp, supplemental documentation, etc) bv logging into SAMS using vour
SAMS usemname and recently established password. To upload a document visit the following link:
https:/sft]l-sams.cdec.cov/Proofing/Upload/upload.aspx

For step-by-step instructions on how to upload a document, please reference this guide.

Please Note: Only one scanned Identity Verification document should be uploaded. To accomplish
this, scans of the SAMS form, appropriate IDs, and any supplemental documentation should be
combined prior to uploading. DO NOT submit individual documents via multiple uploads as they
will be rejected.
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Click on the embedded hyperlink in your Identity Verification email under the section titled: “To
Upload a Scanned PDF:.” Once clicked, an Internet browser window will load and display the
SAMS login page.

- SAMS

secure access management services

Warning: You are accessing a US Govemment information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to this
network, and {4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for US Government-
authorized use only. Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties. By using this information
system, you understand and consent to the following: You have no reasonable expectation of privacy regarding any communication or data transiting or stored on
this information system. At any time, and for any lawful government purpose, the goverment may monitor, intercept, and search and seize any communication or
data transiting or stored on this information system. Any communication or data transiting or stored on this information system may be disclosed or used for any
lawful Government purpose.

Login Options

Choose one of the three login options.

SAMS Grid Card HHS PIV Card
SAMS Credentials Credentials
p e

vt 11alviceldalal sl
sams @ @ Insert your PIV card in your smart
Username: Click login below t login card reader befors you try o login.
with SAMS Grid Card,
SAMS

Password:

Forgot SAMS Password?

For users who are CDC staff and

For users who login with only a have been issued a PIV card.

SAMS issued UserlD and Password. For users who have been
issued a SAMS Grid Card.

Under the login option marked ‘SAMS Credentials,” enter your username (which is your email
address) and the password you recently created during your SAMS registration. Once your
credentials are entered click the ‘Login’ button directly below.

Login Options

Choose one of the three login options.

SAMS Credentials

SAMS @

Username:

SAMS
Password:

=>

Fargot SAMS Password?

For users who login with only a
SAMS issued UserlD and Passwaord,
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The SAMS Identity Verification/Proofing Secure File Transfer window will appear. Please read the
Submission Instructions making special note that only one file can be uploaded. This single file
should include all forms, identification, and supporting documentation.

Select the ‘Browse...” button to select your file.

Proofing Secure File Transfer ‘

Submission Instructions:

Please scan all related proofing documentation into a single PDF document. This may include
the proofing form, form(s) of identification, and Motary documentation. Click the Browse button
below to locate and select the single PDF file, then click the Upload File button to submit. You
will receive an email to confirm successful delivery to the CDC Proofing Authority.

Please note: Alternate document types or multiple submissions for a single individual will not be

accepted.
File to upload:
Comments:

Upload File

A new window will appear which will allow you to navigate to the files location on your computer.
Find and select the file you wish to upload. Once selected click the ‘Open’ button.

(= Choose File to Upload ==
@uv‘ . b Libraries » Documents » Identity Verification - “y| Search Identity V' on 2|
Organize » Mew folder =~ '@

-

— Documents library

[ Favorites

o oy Arrange by:  Folder ~
Ml Desktop Identity Verification
% Downloads Name Date modific
15l Recent Places
@ SAMS_ID Verification.pdf T/12/201312
o Libraries £

3 Documents
J’- Music
[ Pictures
B videos

~ I m 1 v

File name:  SAMS_ID_Verification.pdf - IAII Files (**) v]

E> [ Open ] l Cancel I

Please Note: The name of your file and its location on your computer will be different than the
example displayed above.
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Confirm the appropriate Identity Verification file has been selected and enter comments if
desired. Comments are not required. Once complete select the ‘Upload File’ button.

Proofing Secure File Transfer ‘

Submission Instructions:

Please scan all related identity verification documentation into a single PDF document. This may
include the proofing form, form(s) of identification, and Motary documentation. Click the Browse
button below to locate and select the single PDF file, then click the Upload File button to submit.
You will receive an email to confirm successful delivery to the CDC Proofing Authority.

Please note: Alternate document types or multiple submissions for a single individual will not be
accepted,

File to upload:

DASAMS_ID_Verification. pdf Browse... |

Comments:

|:> Upload File

A screen will display confirming the successful upload of your file. Please note the status. If the
upload was successful the screen will display ‘File Upload Complete’. If the file failed to upload
successfully this will also be displayed.

Proofing Secure File Transfer ‘
::> File Upload Complete

Item Value

Transaction number 3966520140203211045943 dat
User's File Name SAMS_ID_Verification.pdf
File size in bytes 1471788

Comment

| Upload Another File I

Please Note: The option to ‘Upload Another File’ exists in case the initial upload fails. If a
resubmission is necessary a single document that includes the scans of the SAMS form,

appropriate IDs, and any supplemental documentation should be combined prior to uploading. DO
NOT submit individual documents via multiple uploads as they will be rejected.
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8 Following confirmation of the successful upload of your Identity Verification file select the SAMS
‘Logout’ button in the top right corner of the screen to end your session. Following the review
and approval of your submitted Identity Verification documents the SAMS application will notify

you via email of required next steps. No further action is necessary until you receive further
notification.

» SAMS
’» secure access management services CDC

Welcome David Mash S

& Logout

Warning: This is a U.5. Federal Government system and shall be used enly by authorized persons for authorized purposes. Users do net have a right to privacy in their
use of this government system. System access, activity, and information stored or transmitted may be monitored for adherence to acceptable use policy. Users of this
system hereby consent to such monitoring. Improper or illegal use detected may result in further investigation for pessible disciplinary action, civil penalties, or referral
to law enforcement for criminal prosecution. This system contains non-public information that must be protected from unauthorized access, disclosure, sharing, and
transmission, violation of which can result in disciplinary action, fines, and/or criminal prosecution,

Proofing Secure File Transfer ‘

File Upload Complete

ltem Value

Transaction number 396652014020321104594 3 dat

User's File Mame SAMS_ID_Verification.pdf

File size in bytes 1471788

Comment

| Upload Another File I

9 You will receive an email follow-up confirming the successful delivery of your file. Should the file
delivery fail you will also be notified via email. If the delivery fails you will need to resubmit your
Identity Verification document by following the same steps outlined above starting with Step #2.

Dear SAMS User,

This is a notification that we have successfully delivered vour proofing documentation to the CDC Proofing Authority for review.
You will be contacted by the SAMS Help Desk if further information is needed to process vour submission.

Transaction: 3966520140203211045943
File Name: SAMS_ID_Verification pdf

If vou feel that this notification is in error or if vou have any questions or concems, please contact the SAMS Help Desk.
Thank vou,

The SAMS Team
https:/sams.cdc.gov

For more information or assistance, please contact the SAMS Help Desk between the hours of 8:00 AM and 6:00 PM EST Monday through Friday (excluding U S.
Federal holidays) at the following:

Toll Free: 1-877-681-2901
Email- samshelp@ecdc gov

***Note: This email has been sent from an unmonitored mailbox. DO NOT REPLY TO THIS EMAIL. Please direct all inquires to the Help Desk as listed above.
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For more information or assistance, please contact the SAMS Help Desk between the hours of 8:00 AM and
6:00 PM EST Monday through Friday (excluding U.S. Federal holidays) at the following:

Toll Free: 1-877-681-2901
Email: samshelp@cdc.gov
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