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SHARES Basics: Entity Module

Your SHARES Technical Resource Coordinators(TRC)

Anne Baker
Washington

Today’s Trainer

Nancy Jacobsen
Montana

After this session you will be able to…

• View your organization’s information

• Change your organization’s contact information in the system

• Add program staff and their titles
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Modules (Files) Navigation – Add & Search

Module 
• Add or Search 

options
o Add: This is 

not an 
available 
option for 
grantees

o Search: edit, 
change, or 
view data in 
SHARES

Search Entity

• Enter the beginning of the entity name in the Entity Name 
field

• Use lower case
• Do not use acronyms

Choose Entity

• Click on the Entity Name to open
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Entity Tab

• Verify that your Entity information on the Entity Tab is correct

• You most likely will not need to change anything in this tab

Address Tab

• Ensure that your 
organization’s 
street and mailing 
addresses are 
correct

• If they are not 
correct, make 
any changes

Contacts Tab

• Ensure that you 
have all of  your 
contact 
information listed

• Add any contact 
information 
missing
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Individual Tab

• Add any staff 
working in the 
program

• Click Add to add 
additional lines

• Click X to delete a 
line

Questions, Tech Support or 
SHARES Access Questions

Process, Training, 
Access Questions

Login IssuesTechnical Issues, System Outages, Page Errors

Nancy 406-579-5202
Anne 928-583-4952

1-800-457-3642 (Option 1)800-457-3642, select USDA Applications (Press 2); 
then select Rural Development (Press 2)

shares@rcac.org
eAuthenticationHelpDesk@ftc.usda.gov

rd.hd1@usda.gov
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