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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) 

 
5. You will be redirected to the 

login page. 

 
 
 

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.  

 

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. 

 

Your password has been updated.   
 



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

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

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. 

 



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” 

 
If the account you are looking 
for is not on the first page, 
click the next button, until you 
see the account you would 
like to use. 

 
When you find the account 
you would like to use, click on 
it, and the field will populate 
accordingly. 

 
To provide additional 
information on the transaction, 
update the Line Description. 

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

 



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

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

To click view or approve on 
all lines at the same time, go 
to the summary actions drop 
down menu. 

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

 
To check the Approve box for 
all transactions, lick on “Turn 
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.” 

 

 



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. Vendors which 
commonly have multiples lines 
include, but are not limited to Office 
Max, Staples and Target.  

 

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

 
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.” 

 
  



Ensuring that all line items have been reconciled 
Under the “Summary 
Actions” drop down 
menu, click on 
“Search” 

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

Select the “All” circle. 
A list of all queries 
available will appear.  

 



Select “660837” by 
clicking on it. Once it 
is highlighted click the 
“Open” button.  

 
While the query is 
opening, a processing 
request window will 
appear.   
Once the Query is 
opened, click on the 
Run button on the 
bottom of the page. 

 
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”  

 

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



Once the transaction is 
split correctly, with no 
Balance remaining, 
click “Apply”.  

 

 

Disputing Transactions 
On the Transaction 
Review page, click on 
the transaction that 
should be disputed.   

 
From the Summary 
Actions dropdown 
menu, click on dispute 
transaction 

 



A new window will 
open with information 
about the dispute to be 
entered. 
 
 
 

 
Select the dispute reason 
from the dropdown list 
on the bottom of the 
window. Add any 
comments you feel are 
necessary. 
 

 
Select the “Next” button 
at the bottom of the 
window. 

 
The following dialog 
box will appear. After 
reading the instructions, 
click on the Submit 
button. 

 



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.  

 
Select the “All” circle. A 
list of all queries available 
will appear.  

 
Select “All Active 
Transactions” by clicking 
on it. Once it is 
highlighted click the 
“Open” button.  

 



While the query is 
opening, a processing 
request window will 
appear.   
Once the Query is opened, 
click on the Run button on 
the bottom of the page. 

 
Any active transactions 
will appear on the 
Transaction Review page.  

 

 
 

Running the Line Item Detail Report 
On the top menu bar, 
scroll over Reports and 
click on “Report Wizard” 

 
On the Report Wizard 
page, click on the “+” sign 
next to the Transactions 
folder.  

 
A list of reports should 
appear, select the Line 
Item Detail Report by 
clicking on it.  

 



Click next. 

 
Verify that your name is 
selected and click next. 

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

 
Click Next.  

 



On this page all of your 
selection choices will be 
listed.  
 
Click the “Run Now” 
button to generate the 
report.  

 
 

 
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, 

 
 


