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Logging on to the GE Capital System

1. Using Internet Explorer go to:
https://www.samaccess.com/

2. Type in the Database as csuci
(lower case)

CsUCI

3. The logon ID will be as given.
sosseeee

4. Your password will be wh_atever e
you have selected (or as given p—
for the initial logon)

5- You WI” be redIrGCted to the Home  Administration Heportz  Transaction Adminigtration  Change Password/Email
login page. 3
Welcome, TEST, IMPLEMENTATION

Mo Messages

Updating Your Password
Once logged in to the GE SAM =
System, if you would like to update Change memd?f&l@f}i' .
your account or e-mail please click
on the Change Password/E-mail
button located at the top of the
screen.

This screen provides the options to
change your e-mail address, your
password or your challenge question.

marysiawancewicz (B

‘What s the most unigque food vau've tried?



https://www.samaccess.com/

To make a change click on the check
box associated with the change you
would like to make.

|_| LJ'IEI'IQE E-mall address.
E-mail:
I%Change Password
Old Password:
New Password:
Confirm Password:
I:l Change Challeange Question / Answer

Challenge Question:

Challenoe Resnonse:

For password, type in the password
you used to logon to SAM, and then
in the new password field and
confirm password field type in the
password you would like to use. As a
reminder the password must follow
these rules:

not contain the User ID.
be 8 to 15 characters long.

(] contain at least two numeric
characters.

(] begin and end with a letter.
(] contain at least one lowercase letter.

L] not be the same as the last 12
passwords.

Click the submit button.

Old Password: (essssssssse

New Password: ssssssssse

Confirm Password: esssssssse
I:l Change Challenge Question / Answer
Challenge Question:

Challenge Response:

I Squﬂ [ Reset ] ’ Cancel ]

Your password has been updated.

Viewing & Authorizing Transactions

From the home screen, scroll over
Transaction Administration and
click on “Transaction Review”

Note: This page takes a long time to
load, please be patient.

On the “Transaction Review” screen
select the transaction by clicking on
it, the selected transaction will
appear blue. (If no transactions
appear, please follow the directions
below for “Setup for first time

-

3
GO TN O Transaction Administration
"= (8.0] 111 = | & Transaction Review

Current Activity

Change Passwo!

Appr Lines Account Number Tran Date City, State, Zip

Cardholder Mame 05/09/2008 APL APPLECNLINESTOREUS

Card Number

05/09/2008 B00-676-2775, CA 94014

Nj 1




authorizers”

If the transaction accounting
information has not been reconciled
you will see the default account,
dept, program and fund-project-
class fields.

Program: |[..] |(None)

Fund-Project-Class: B ‘GDQD‘\—

View Original
Line Item Amt Quantity Net Cost Item Tax Accrued Tax Tot. Line Cost Description: |Transaction Line ltem
1 [5140.00 [1.0000 [5140.00 [s9.35 [s0.00 |s149.35 Remarks:  |(None)
Account: [..] (650837 Unreconcil led PCard
Dept: || 225 Budget =nd Reporting

No Code Assigned

If the accounting information is

correct check the “Authorize” box

that corresponds with the
transaction.

The transaction has been authorized.

Setup for first time authorizers:

(Before beginning please check to make sure that popups are allowed/turn off your popup

blocker if necessary.)

From the transaction el i - el il
administration page click on
search: Home Display Search\[b-
Once in the search area, click on Selection Criteria
the button for the line that neld Aoproved Fisg v
ifi roved flag. operatin "
specifies approved flag oo - =
@ Logical And O Logical Or
# Field ‘Operation Criteria AndfOr
© | 1 ||Final Mapped Flag Like N AND
2 | Approved Flag Likee N AND
@ 2 Transaction Post Date In CURRENT AND +/- ACCOUNTING CYCLE
Click on the delete button. )peration = v
“riteria N ™ m
@Logical)\nd OLogical Or
# Field Operation Criteria
O 1 || Final Mapped Flag Like N
@ 2 | Approved Flag Like N
- - = = | i —
The line will be removed. i Operation Criteria
@ i | Final Mapped Flag Like N
O 2 Transaction Post Date In CURRENT AMD +/- ACCOUNTING CYCLE




Click the Save button. A popup

will appear. (Note: if the yellow , . ) )]
information bar at the top of your &1 https://getrprod.corpcard.com - Save ... g i
screen appeatrs, right click on the Save Query ]
information bar, and allow i
popups for this site, then click WL A 5
“Save” again. Query TYPe: @) ppivate () Public =
D Make default -
@ Done é i Internet u
Select the “Make default” O [1 ]| Final Haceed Flaa Hke - |
checkbox. The click OK. ; &) https:/igetrprod.corpcard.com - Save ... g [

Save Query
Query Name: |Default TranReview

Make default

[
" &] Done S @ Internet
[I]Quer"_f Type: lit-::'F‘ri'.'atE '::}F‘ul:-lic
Click the run button. ! O & s N o e— =
' Level 5 Mone || Ascending ~

You will be directed back to the
transaction review page, all of
your transactions will be visible.

Questions

If you have any questions about using the GE Capital SAM System not covered in this document,
please contact the Program Administrator.




