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Purpose: Provide all system users with an overview of logging in, general navigation as well 

as accessing assigned tasks in the NYSED State Aid Management System (SAMS) 

application. 

Audience: All System Users 

Estimated Time: 5 – 10 minutes 

Prerequisites: Active NYSED Single Sign-On (SSO) credentials  

Logging In 

To log into SAMS, navigate to nysed.gov and select Business Portal. Once in the Application 

Business Portal, select Log In.  

 

Figure 1: SAMS Link 

• Under My Applications, select State Aid Management System (SAMS) Rebuild.  
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Homepage Overview 

After logging in, the SAMS homepage will display.  

Top Navigation Bar 

 

Figure 2: Homepage Top Navigation Bar 

Key Elements include:  

• NYSED Logo: Click at any time to return to the NYSED homepage.  

• All Tasks: Displays all tasks across areas. This is task-driven, when an action is required, 

a task will appear. 

• Select Domain (Area): Drop-down to select an area. 

Note: More area options will be available in the future. 

• User Profile: Displays your name, role, title, phone, and email. It also shows entity 

(District/BOCES) information and Superintendent/District Superintendent details. The 

Logout button is located here. 

Homepage Task Summary 

 

Figure 3: All Tasks Summary 

The homepage displays combined task counts. Selecting a task count button (e.g., To Do or 

In Progress) takes you directly to the All Tasks page with the corresponding filter pre-

applied. 

Announcements 

 

Figure 4: Announcements 
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The most recent NYSED announcement is shown on the homepage. Select View 

Announcements to see the full announcement history. 

Building Projects 

The Building Projects section lists all building project tasks. 

Figure 5: Building Projects 

Accessing Building Projects 

Navigate to Building Projects using any of the following methods: 

• Select Building Projects on the homepage.

• Select Building Projects from the Area drop-down in the top navigation.

• Select a task count button (To-Do or In Progress) on the homepage to enter Building

Projects with that filter already applied.

Task List 

The Task List is the default landing page within Building Projects. It shows Building Project 

tasks assigned to the user. 

Figure 6: Task List 

• Filter: Filter any column using the icon to the right of the column heading, enter search 
terms for value or condition, and select Apply. Select Clear to remove the filter.

• Sort: Select any column header to sort that column.

• More Information: Select More Information on any task to view its full description in 
the panel. 
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Figure 7: Task Information 

• Start Task: In the task detail panel, select Start Task to navigate directly to where the

the task can be completed.

Project List 

The Project List shows all building projects based on your user role that are tied to your 

District/BOCES. This displays the project number, name, status, and commissioner 

approval date. 

Figure 8: Project List 

• Filter, sort, and search work identically to the Task List.

• 50 records shown per page; use page control arrows at the bottom of the page to

navigate to additional pages.

Project Details 

Select a project in the Project List to open the Project Details page. 
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Figure 9: Project Details 

This page includes: 

• Project Header: Key project data. Can be expanded or collapsed; collapsed view shows

the project number and tab navigation.

• Building Indicators: Select View More to see all indicators. Active indicators are bold;

inapplicable items are struck through.

• Project Tabs:

Estimate Loaded using the Estimated (SA-4) information from Facilities 

Planning. This is view only. 

Contract Contract (SA-139) Form submitted by the user (non-lease projects). 

See the Contract Entry and Approval QRG. 

FCR Final Cost Report (FCR) form submitted by the user (non-lease 

projects). See the Final Cost Report QRG. 

Borrowing Lists bonds and BANs tied to the project. 

Attachments Upload, view, add descriptions to, or delete files tied to the project. 

Compare Compare different versions of the Estimate, Contract, or FCR. 

Details Cover sheet and additional project details. 

Table 1: Project Tabs

Bond Listing 

Displays all bonds for your District. Supports filter, sort, and search; 50 records per page.  
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Figure 10: Bond Listing 

• Select an existing bond to view its details.

• Select Add Bond to submit a new bond via a 5-step wizard (see the Bond Submittal

QRG).

BAN Listing 

Displays all BANs for your District. Supports filter, sort, and search; 50 records per page.  

Figure 11: Ban Listing 

• Select an existing BAN to view its details.

• Select Add BAN to submit a new BAN (see the BAN Submittal QRG).


	Apply.

