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US Bank Access Online (AXOL) Receipt Functionality 
Instructions for Uploading Attachments 

First, make sure you have all the required documentation for the transaction that must be uploaded saved 
to your computer or network drive before you start reconciling the transaction in AXOL. AXOL only 
accepts PDF, PNG, or JPG file formats and a maximum of 5 megabytes (MB) of documentation 
(approximately 15-20 PDF pages) may be uploaded per transaction. If you have supporting documentation 
that exceeds the 5 MB limit, please upload a note to direct the reviewer/auditor to you for the additional 
information.  Information that cannot be uploaded because it exceeds the maximum upload limit must be 
kept by the cardholder or approving official for six years. Cardholders shall keep all supporting documents 
for 90 days from upload, in the event there are issues with the transaction. 
 

Documentation required for Upload in AXOL 
Transactions under the Micro-Purchase Threshold (MPT) 

 
Documentation required for upload in AXOL for all transactions (in order of precedence) 

o Authorization to use funds prior to purchase (i.e., blanket funds authorization, e-mail, AD-700, 
etc.). 

o Request document (i.e., e-mail, AD-700, memo to file, etc.) – this is required even for self-
generated purchases.  

o Vendor order confirmation, quotes, etc. 
o Receipt, invoice, packing slip, and/or e-mail with notation of date supplies/services were received 

and by whom. 
o *Optional USDA forms, when required 

Additional documentation, depending on purchase 
o *Non-Required Source Vendor Form (AD-3110) if purchased outside of mandatory source. 
o *Service Contract Labor Standards (SCLS) Exemption form if services over $2,500 that are exempt 

from the SCLS. 
o Market research documents to support forms above. 
o Copies of the approval emails from AO/approver. 
o Vendor order confirmation. 
o Vendor quotes. 
o Additional documents to support purchase (i.e., W-9 for checks, guidance from budget and fiscal 

office regarding appropriation law questionable purchases, etc.). 
o Any additional information the purchase cardholder feels is important to explain or justify the 

purchase to reviewers/auditors.  
 
UPS/FedEx Shipping Documentation 

o Receipt copy from shipping label. On the receipt copy, please document the name of the 
requestor, account code to charge the shipment, and description of what is being shipped.   

o Invoice 
 
Convenience Check Fees 
Do not require documentation as convenience check charge shall have documentation. 
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Fraudulent and Disputed Transaction Documentation 
o For fraudulent charges, please upload the completed Affidavit form from US Bank.  
o For disputed transactions, please upload your Cardholder Statement of Questioned Item form you 

submit to US Bank.    
o Transaction credits and charges shall be reconciled under both accounts. 

 

Documentation required for Upload in AXOL 

Transactions over the Micro-Purchase Threshold (MPT) 

Contracts, purchase orders, task orders, or delivery orders awarded in the Integrated Acquisition 

System (IAS)  

o Acquisitions where the purchase card is only a payment vehicle.  

o Invoice only need to be uploaded.  All other supporting documentation must be uploaded in IAS.  

o The Procurement Instrument Identification (PIID) Number must be entered in Comment Tab 

under Agency Specific Field in AXOL.  

Note:  Purchase Card Approving Officials, Location Agency Program Coordinators, Agency Program 
Coordinator, Department Charge Card Service Center Coordinators, and the Office of Inspector General 
(OIG) monitors and reviews purchase card transactions through AXOL to ensure the USDA Purchase Card 
Program is compliant with policies and regulations.   
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Instructions on how to Upload into AXOL 

Once you log in to AXOL, navigate to the Transaction Management – Transaction Detail page in AXOL as 

you normally would to reconcile the transaction.  

Under the Transaction Summary heading click on the paperclip icon under “Attachments” to go to the 

Transaction Management – Manage Attachment page where you will upload attachments in AXOL.  

 

 

On the Transaction Management - Manage Attachments page click on “Add Attachments” in the center of 

the screen.  A file browser will next appear. 
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Step 1. In the file browse navigate to where you saved the transaction files.  

Step 2. Select files and click on “Open” to upload files in AXOL. Large files can take a minute or two to 

upload, so be patient. Once the documentation files are uploaded in AXOL, they will be merged into one 

PDF file.  

Tip: Hold shift key when clicking on the file to select multiple files to upload at once.  Continue adding files 

until all required files are uploaded.  

Remember:  Only PDF, PNG, and JPG file can be uploaded into AXOL.  Up to 5 Megabytes (MB) of 
documents (equal to 15-20 pages of PDF) can be uploaded per transaction.   
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Click on “Save” to complete the upload.  

Note:  You can click on the trash can icon to delete documents you accidently uploaded to the wrong 

transaction.  

 

Click on “Add Another Attachment” to go to the file browser to find more documents to upload.  
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The PDF icon on the Transaction Summary Line under “Attachments” shows the supporting documents 

have been uploaded.  

Click on PDF icon to view the upload documents.   

Continue reconciling transaction by reviewing/editing information in Allocation and Comments tabs.  
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The PDF icon also appears on the Main Transaction List so both Purchase Cardholders and Purchase Card 

Approving Officials can easily see which transactions have the supporting documentation attached to the 

transaction. Click on the PDF icon to view the attachments in AXOL.  

 

 

If the purchase cardholder forgets to upload the documents during the reconciliation process they can go 

back and upload the documentation after the transaction is final approved in AXOL.   

The supporting documentation is required to be uploaded. Purchase cardholders must go back and 

upload documents if they forget!  

Important! - Approving Officials shall only final approve transactions with the all the required 

supporting documents attached.  Transactions without the required attached supporting 

documentation must be rejected back to the purchase cardholder to add the supporting 

documentation.  
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Additional AXOL Training for Uploading Documentation 

For more information, refer to the Transaction Management web-based training lesson and user guide 

which can be found under “Training” in AXOL. 

 

 

 


