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Logging on to the GE Capital System

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

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

3. The logon ID will be last 8
digits of your card.

4. Your password will be whatever
you have selected (or as given
for the initial logon)

CsUCI

90521466

Logi
Forgot Password?

5. You will be redirected to the
login page.

Change Paszword/Email

Home  Administration Heportz  Transaction Administration

Y

Welcome, TEST, IMPLEMENTATION
Current Activity

Mo Messages

Updating Your Password

Once logged in to the GE SAM System,
if you would like to update your
account or e-mail please click on the
Change Password/E-mail button located
at the top of the screen.
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https://www.samaccess.com/sam/logoff.do
https://www.samaccess.com/sam/logoff.do

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

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

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.

not be the same as the last 12 passwords.

Click the submit button.

marysiawancewice S

What is the most unique food vou've tried? +

MAarSIa WanCEWICZ\ 2 CE

Whatis the most unigque food you's

marysiawancewicz{Ecs

YWhat is the most unique food wou've tried? |+

 Cancel |

T

Your password has been updated.




Viewing Transactions

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

raiegit: Account Managemeut

Transaction Review,
ome, TEST, IMPLEMEMNT A1 ILIN ‘h

Change Password/Email

lessages

Type Completion Date

On the “Transaction Review” screen
select the transaction by clicking on
it, the selected transaction will
appear blue.

Note: if your transactions appear on
one line, click the “Display” button
at the top of the screen.

1z/02/2008 CAMCGA PARK, CA, 91303 0.00

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

Go to the transaction by
following the directions listed
in “Viewing Transactions”

Highlight the account (or dept
or program or fund-project-
class)

Press the delete button.
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If you know the account you
would like to use, type in that
account.

Note: on the fund-project-
class field to just use the fund,
the field must be entered as
follows:
GD901- -
Fund-(15 spaces)-

If you do not know the
account you would like to use
click on the lookup button. A
popup window will appear.

—_—

To lookup an account by its
number type in the first few
numbers of the account.

Click “Find”

- Accounting Code Search -- Web Page Dialog

Accounting Code Search Engine - Account

Search Criteria;
(Leave this text box empty in order to select ALL codes of this Accounting Type).

6608 [ Fd
If the account you are looking
for is not on the first page, First Prev
click the next button, until you
See the account you WOUId Accounting Code Description Ead
like to use.
ISEI4EI'9I3 Other Communication I =
When you find the account ; Equipment | 560816 Membership Duss & Feas
you would like to use, click on £60813 Expenses-Other
it, and the field will populate EoRp2e Office Supplies
aCCOI’dingly acts = 29 Expense - Abatements
. EE0S32 OPC Chargbacks
EE0225 Cost Recovery - Expense
Pl =g L= ) ODld Trm e m e = b - 1 |
To provide additional _

information on the transaction,
update the Line Description.

Once you have updated the
accounting information, click
the save button.

Cancel




After the transaction is
reconciled, click the view and
approve boxes.*

Auth Cardholder Name
Lines Account Number

Yiew
Appr

Receipt Ind

Card Mumber

The authorize box will be
grayed out and is to be
checked by your authorizing

official. Purchazing L1
To click view or approve on Date Range: Current and + /- Accounting Cy

all lines at the same time, go
to the summary actions drop
down menu.

|§Summary Actionz...

Merchant Mame

Post Date
Tran Date

1203/ 2005

TLF CcAaMoGa PARK FLORTS

To check the View box for all
transactions, Click on “Turn
On Setting for All
Transactions” under “View:
Operation”.

Changes have been saved.

Date Range: Current and +/- Accounting Cycle

Summary Actions... [V
TS o s cUmmary Actions. ..
1204 Wew Oparation:
Turn On Setting for Al Transactions [~
Turn Off Setting for All Transactions
Approve Qperation:

Turn On Setting for Al Transactions

12703

11724

11721 Turn Off Setting for All Transactions

117242008 CWSPHARMACY #9764 Q03
To check the Approve b‘?x for Date Range: Current and +/- Accounting Cy
all transactions, lick on “Turn

Summary Actions... [v

On Setting for All
Transactions” under “Approve
Operation”.

Warning: When the approve
box is checked for all
transactions, all transactions in
transaction review will
disappear. To have the
transactions appear after this
has been checked, follow the
directions in “How to Make
your transactions show up
after they have been
approved.”

TR Summary Actions...
Search
11724 View Dperation:
Turn On Setting for Al Transactions
Turn Off Setting for All Tranzactions
Approve Oporation:

Turn On Setting for All Transactions
Turn Off Setting far Al Transadinn[,:}

11,21

1172

11/21




Reconciling transactions with multiple lines

On the transaction review page,
some transactions might have
multiple line items.

The number underneath the
authorize box is the number of lines
in the transaction. VVendors which
commonly have multiples lines
include, but are not limited to Office
Max, Staples and Target.

1asing

Transactions with multiple lines will
also have a scroll bar.

To change all lines in the
transaction to the same account
code, click on the “Line Detail
Actions” dropdown menu.

| Line Detail Actians..

From the dropdown menu, click on
“Update Accounting Allocation”.

Line Detail Actions... b

You will be directed to a new page.
On this page, change the account
code, and update the other chart
fields as necessary.

Once you have made the changes,
click the “Save” button underneath
the accounting information.

A message will appear at the top of
the screen stating that “Changes
have been saved.”

Lime Detail Actions...
Split Line tem # 1
Yiewy Original Line(s)

Al Lines

ange Password/Email

Changes have been saved.

| Summary Actionz...




Ensuring that all line items have been reconciled

Under the “Summary
Actions” drop down
menu, click on
“Search”

Changes have been saved.

rassworascman

Date Range: Current and + /- Accounting Cycle

Summary Actions...

v

Do W =umimary Actions...

s=earch [

17704 VWew Dperation: i
Turn On Setting for Al Transactions
12/09  Turn Off Setting for &0 Transactions
Approve Oparation:
Turn On Setting for All Transactions
11,424 Turn Off Setting for &Il Transactions

11724

11/24/2008 CWSPHARMACY #3764 Q032

11,/21/2008 CAMARILLO, CA, 93010

On the Search Page go
over to the Saved
Queries window.

Saved Queries
Saved Name Public

Advanced Query
Add Remowve
Criteria 1 And/Or
AND
1d +f- Accounting Cycle AMD

@ Private
O all

Select the “All” circle.

A list of all queries
available will appear.

Saved Queries

Saved Mame Public
BE0E37 ) "
All Active Tranzactions(mw]
Autharizor i) e
Drefaultm) "

Frivat
All




Select “660837” by = :
clicking on it. Once it iﬂiﬁ?ﬁirﬁiﬂ]SE‘““””S[““W] w
is highlighted click the Default{mw] o
“Open” button.
[Dpe% [ Delete
While the query is
- - Processing Request...
opening, a processing ' n |
request window will ﬂ Please Wait.
appear.
Once the Query is e v [add_) Advanced Query S;E;;Na]me
opened, click on the m' Replace | T B e o
Run button on the O pefadtin)
bottom of the page. Field Operation brteria And/0r
pproved Flag Equal To Mo AND
ccount Equal To 60337 AND
‘*ansaction Post Date Equal To Current and +/- Accounting Cycle AND
inal Mapped Flag Equal To Ha m —
Sort
ozt Date [v] ‘ Descending [v]
[v] ‘Ascend\ng [v]
[v] ‘Ascend\ng [v]
[v] ‘Ascend\ng [v]
[v] ‘Ascend\ng [v]

Any active transactions
still in the system that
are using account
“660837-Unreconciled
PCard” will appear on
the Transaction Review

page.

If no transactions are
returned, all lines have
been reconciled.




Charging a transaction to multiple departments

If you use your
procurement card to
make a purchase that
will be billed to
multiple departments,
you can use the SAM
system to allocate
those costs.

Go to the transaction
by following the
directions listed in
“Viewing
Transactions”

Line Detail Actions..

Tranzactic

Lo | | L.

On the “Line Detail
Actions” drop down,
click on “Split Line
Iltem # 1”.

A new window will
popup.

The transaction can be
split by percentage or
amount. The number
of splits can be
adjusted between 2 and
100.

[ Line Detail Actions... v|

Update Accourting Allocation

Save Cancel

© percentage(3t)

500337 | 1483

49 9663 | 1481




Once the transaction iS [E SAM - Transaction Review -- Web Page Dialog W
split correctly, with no

Balance rema“’"ng, CinEiiotakIEn s Humber of Splits:
H I3 7 Split No. ercentage (%%
click “Apply”. wa @ percentage ()

| 6.7453 | |2.00 |

1 -2 932545 | [27.65 |

Totaloo: |100.00 ] Total: 2965 |

Balance %u: E Balance: :

i Apply Cancel

hkkps:f fwwa, samaccess, comysam/transackionreviewsplitamount, dozstrlineTo 49 Internet

Disputing Transactions

On the Transaction

N N Date Range: Current and +/- Accounting Cycle
REVIEW page, ClICk On -6 of 6 ‘Summary Actions... M
H b ost Date lerchant Name ran Ay ‘ust Code
the transaction that Tran Date ___Ciy. Stata; 7

should be disputed.

11/z4/7008 TaRGET ONANZSEN ann.0n o

From the Summary

Actions dl‘OdeWl’l Date Range: Current and +/- Accounting Cyc
Summary Actions... M

menu’ CIICk On dISDUte Summary Actions..
transaction Search

Dispute Transaction...
View Qperation:
Turn ©n Setting for All Transactions
Turn Off Setting for &I Tranzactions
Approve Operation:
11721 Turn On Sefting for A1l Transactions
Turn Off Setting for Al Transactions

7

11724




A new yvm_dow WI”_ %Mﬂ - Dispute Transaction -- Web Page Dialog E
open with information

about the dispute to be

entered. Requester: TEST, IMPLEMENTATICON
Account Humber: XxRxxEREKRK9167939

Business Phone: EEIE-’-]S 7BRER

E-mail Address: firstname lasiname :@Csuci_ed u

Merchant Info: STAPLES 00106369
317 WEST WENTURA BLVD
CAMARILLD, &, 93010

Reference Humber: 054101958325105052600339
Transaction Date: 11/19/2005
ransaction Amount: 25,95
Sales Tax: 1,96

Transaction Type: Purchasing

Dispute Reason: | Please select a dispute reason, B

Comments:

attention: Dispute requests rust be miade no later than 60 days from the staternent on which the errar
or problern occurred, Also, dispute requests cannot be accepted without correct ernail address

ul matin
T ST

Select the dispute reason

. Please select a dispute reason, N bl
from the drOdeWf'l list Plzaze select a dispute reason, bty
The amount charged is incarrect,
Or? the bottom of the I never made or authorized the charge.
window. Add any I have been billed more than once for this charge.

Merchandise billed for was defective or damaged.
comments yOU feel are The merchandise or service did not conform to the merchant's description.
necessary. I did not receive the merchandise billed faor,

I cancelled this order, product, service or reservation.
A merchant credit was expected.
Other.

T =

Select the “Next” button
at the bottom of the
WindOW_ oomments:

i Dispute requests must be made no lat&fthan 60 days from the staterment an which the errar
rm occurred, Alzao, dispute requests cannot be accepted without correct emnail address
an. Please review tha arail addra diznlaved and makes anu naressare corractinn

W, samaccess. com)'sam disputetransaction. dofink TransactId=4036E Q Internet

ite Reason: |§I nexver. made or authorized the charge, M

The following dialog £7SAM - Dispute Transaction -- Web Page Dialog
box will appear. After

reading the instructions,
click on the Submit Dispute Transaction

button.

Please click the submit button to dispute the selected transaction.

Submyjt Cancel

Attention: Dispute requests rmust be made no [E¥er than &0 daysz from the staterment on which
ot problermn accurred, Also, dispute requests cannot be accepted without correct email address
information. Please review the ermail address displaved and make any necessary corrections.

https: v, samaccess, com/sam)disputetransaction. dofint TransackId=4056 i Inkernet




How To Make Your Transactions Show Up After They Have Been

Approved

From the transaction
administration page, click on
the Summary Actions drop
down menu and click on
“Search”

On the Search Page go
over to the Saved Queries
window.

Summary Actions...

P o ¥ =Ummary Actions...

simearch

[
11z Ci=pute Transaction. .. by
View Oparation:

Turn On =etting for All Tranzactions

Turn Off Setting for &I Tranzsactions
Approve Operation:

Turn On Setting for All Tranzactions

Turn Off Zetting for All Tranzactions

11,11
1124

11729

Saved Queries
Saved Name

Advanced Query

Add Remove

Public

Criteria ) And/Or
1d - Accounting Cycle AND
(3 Private
O oAl
Select the “All” circle. A saved Queries
. . . Saved Name Public
list of all queries available | |Eerm »
will appear. prrai
D efaultfrmw) Cdl
O Private
© i
Select AII A’\’ctlve o Saved Querics
Transactions” by clicking Saved Name Public
: T+ -
0!’1 It'_once It I_S gﬁ?f&ﬂgwﬁﬂSéC“OﬂSlFﬂWl“
highlighted click the e o

“Open” button.

O Private

(o) N
All




While the query is
- - Processing Request...
opening, a processing | = |
request window will Please Wait.
appear.
Once the Query is Opened, # ( Field Operation Criteria ) And/Or
click on the Run button on | = ©  feerevedries Fausl T e —
inal Mappad Fla ual Ta o
the bottom of the page. 2IL OlL_ll ne Mavoed e e - _ =
3 O Transaction Post Date Equal Ta Current and +/- Accounting Cyde AND
4] ©
5| ©
ing
Field Sort
1 | Tranzaction Post D ate [v] |Ascending [v]
2 | [v] |Ascending [v]
3 | [v] |Ascending [v]
& | [V] |Ascending [v]
5 | [v] |Ascending [v]
Any active transactions
will appear on the
Transaction Review page.

Running the Line Item Detail Report

On the top menu bar EBFET ¥ l-(l.:x‘.;l'l_- A ELCLIETEE AVALETE H-.‘ql ITELC TR

scroll over Reports and

click on “Report Wizard”

F{= it Transaction Adminiztration

Heport Wizard

f!

Saved R ortz

On the Report Wizard Please select a report and click "Mext" to go t
page, click on the “+” sign Available Reports
next to the Transactions =l Reparts
folder. %l_] Transactions
A list of reports should EH Transactions
appear, select the Line 3 SR Itemsb
- |1 Accounking Line Items by Organizat
Item Detail Report by ’ e

[ Activity Surmary Report

CI ICki ng On It [ Convenience Checks

[ Line Item Detail

[ Possible ggltal Expenditures
[ Pre-Authorization YTO

- Pre-fwtharizations
[ State Sales Tax Paid




Click next.

| Next>> |

Verify that your name is
selected and click next.

(CH) TEST. IMPLEMENTATION

10f1[v] [ Select AN

][ Deselect All ]

[ 1nclude all tems fram Mew Accounts folder in report results

Click on the bubble next
to By Accounting Cycle.
Select the correct cycle by
the date range.

@ By Accounting Cycle:

07 E/2007 to 081552007

[]

e By Month:
C} By Quarter:
O By Year:

O User defined entry:

Sorting Options

Sortby: | Post Date

OFMGR2007 to 08 572007
08M 62007 to 09N 572007
09162007 to 1001 5/2007
10672007 to 111 5/2007
T1MBR2007 to 121572007
12MGR2007 to 011572008
0162008 to 0201 572008
02M 62008 to 031 5/2008
0362008 to 041 5/2008
041672008 to 0501 5/2008
051672005 to 06M 572008
061672008 to 07 M 5/2008
07 M G005 to 05 572008
081 62008 to 090 572008
09162008 to 1001 5/2008
1062008 to 1101 7/2008

111182008 to 120572008

12MG6R2008 to 011572009
0162009 to 020 6/2009
021712009 to 031 572009
031672009 to 041 572009
041672009 to 0501 5/2009
051672009 to 06 572009
061672009 to 071 5/2009

oy

Click Next.

<< Preyious MNe: :=-:=-




On this page all of your
selection choices will be
listed.

Click the “Run Now”
button to generate the
report.

Name Type

561 - Residential Education

Sort Type
Past Date Asc

poroy  [¥]

TEpUTT,

Processing Request...

Please Wait.

can either qo to previous steps to change repaort

The line item detail report
will be created as a PDF
file. To print this, click the
print icon. To view the
PDF in it’s own window,
click the “View Full
Screen” button,

ine Item Detall Report Results

B EE e

o . -

=

Line Item Detail
Sorted by Post Date Asc

T ion Post Date 10/16/2008 and 11/17/2008

CSU Channel Islands

Organization

Cardholder Name
Merchant

Post Date Tran Data
Item| Description
Itam Ramark
Account Dept

Quantity Mat
Item Cost

Frogram

Lser ID: M521466
Printed: 12002008 04:47:56 PM

Item Taotal Usa Item
Bales Tax Item Cost SBtate Use Tax

Fund-Project-Class




