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Use the following address to log in to Access Online (AXOL): https://access.usbank.com.
Enter the Organization Short Name (USDA), User ID & Password; and click Login.
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After logging into AXOL, you will be re-directed to the HOMEPAGE pictured below.
Click on the Transaction Management Link.
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Click on the Manager Approval Queue Link.

)
L
.

Personal | Business | Institution / Government | About U.S. Bancorp

@ba“k. “2‘ U.S. Department of Agriculture

Fivs S S G (5 ]

U.S. Bank Access” Online

Request Status Queue S
Active Work Queue Ay
Account Administration TI’E nsaction ‘;_Mﬂnagem ent

Transaction Management P

I Tjrlan:'ian:tlmnI Lul:':: | | Transaction List
Manager Approval Queue View, review, allocatelrealtocate and add comments to
Manager Approval History  RCAEE N CHUELT Y

Data Exchange ¥

Account Information Manager Approval Queue

Reporting View, approve, reject, and reallocate transactions in

My Personal Information your approval queue.

Manager Approval History
View and pull back transactions previously approved by
you.

Home
Contact Us

27 20b3.0 usb col 16




This will say Pending or Pulled Back.
Moving the screen to theileft or right provides basic transaction detail including the BOC.
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not against all ransactions on all pages.
If you would like to view _|':|-r modify specific transaction data, please click on the transaction’s approwval
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For more detailed information on a specific item click on the Trans Date.
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Click on the User Line Items tab to view a list of details on the item.
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Click on the Comments tab. Details on the items are listed in the fields:
Conv. Checks TIN#,‘=!=PDS_NG/SF281 , Comments Field 3, and/or Goods Recvd Date.
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If transactions are ready to be approved, place a checkmark in the box under Select.
(You can select one at a time or multiple transactions at a single time.)
Click on the Approve icon.
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Select No further approval needed for these transactions.

Click Approve.
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You will receive a message stating Request has been su
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You have successfully ‘Final Approved’
a transaction as an Approving Official.

Additional information on the Charge Card Service Center including News,
Notices, POC Lists, Guides & Reference Material, Training Information, etc...
can be accessed at http://www.da.usda.gov/procurement/ccsc/.
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Please contact the ccsc@da.usda.gov. with questions or concerns.




