AXOL (US Bank) Training

US Bank is the contractor who issues the VISA cards for the Army Government Purchase Card program.  US Bank administers the payment system through a process called "Access Online” (AXOL).

All persons must complete the AXOL web-based training and turn-in training certificates to the Army Contracting Command – Rock Island, Government Purchase Card Team.  

1.  TASK:  COMPLETE THE TRAINING and provide a certificate of completion.

2.  INSTRUCTIONS: All GPC personnel must register and take the lessons in order to complete the certification process.  This is the only way that you can receive a certification of completion.  
Read through the directions and then click the US Bank web link to start the process. 

When you get to the first screen -- CLICK ON "REGISTER NOW" 

DO NOT USE THE QUICK LOGIN BLOCK – When you use this login method, the system will not store your completed modules. 

You have to register in order to track your progress and be able to print your certification certificate when you are finished. 
Fill in your First and last names, your email address, a password of your choosing, re-enter your password.
Your organization short name is: Army – type it in the space provided
You will be asked to choose an “Authentication Question” from a drop down menu. Choose your question and then type the answer to your authentication question in the box provided.
You will be asked to choose your user type.  Select one of the following:

(a) Government Cardholder

(b) Government AO/BO (Approving/Billing Official) 

(c) Government Financial Manager

When you’ve completed filling in the information hit register.  This completes the registration process and takes you directly to the next step, create a Learning Plan. You will see the categories for training on the left under “How do I …?”  These categories are identified by user types, listing the classes a specific user must take under each category. The classes which you will need to select in your learning plan are listed below.  After completing the required modules, send your certificate of completion to:

 Elizabeth Urbaniak, elizabeth.m.urbaniak3.civ@mail.mil 
CARDHOLDER  

The following 9 modules must be completed prior to utilizing the Access Online (US Bank) System:


GET STARTED USING ACCESS ONLINE 

Account Profiles


My Personal Information


Navigation Basics


Online Registration


Statements

 
MANAGE ACCOUNTS AND USERS 

No modules required.


WORK WITH TRANSACTIONS 

Transaction Management


Account Approval Process


WORK WITH ORDERS 

Order Management


MANAGE APPROVALS 

No modules required.

CREATE AND RUN REPORTS AND STATEMENTS 

Standard Reports
BILLING OFFICIAL & ALTERNATE BILLING OFFICIAL

The following 11 modules must be completed prior to utilizing the Access Online (US Bank) System:

GET STARTED USING ACCESS ONLINE 

Account Profiles


My Personal Information


Navigation Basics


Online Registration


Statements


CONFIGURE THE SYSTEM

Order Management Setup


MANAGE ACCOUNTS AND USERS

Account Approval Process


WORK WITH TRANSACTIONS

Transaction Management


WORK WITH ORDERS

Order Management


MANAGE APPROVALS

No modules required.


CREATE AND RUN REPORTS AND STATEMENTS

Standard Reports


Shared Custom Reports

TIP:  It is encouraged that you do each lesson module individually, then the exam for that lesson module, before moving on to the next lesson module.

Here is the AXOL website:        https://wbt.access.usbank.com
The WBT passwords change frequently, so please email Elizabeth Urbaniak, elizabeth.m.urbaniak3.civ@mail.mil  for the current password if you are unable to access the training.
The following PDF files have been inserted to assist you.  

[image: image1.emf]Registration and  Login.pdf



[image: image2.emf]Learning Plan and  Certification.pdf


3.  RETURN CERTIFICATE OF COMPLETION TO:  elizabeth.m.urbaniak3.civ@mail.mil 
Please refer all training questions to:
Elizabeth Urbaniak
GPC Training Coordinator

(309) 782- 2817
elizabeth.m.urbaniak3.civ@mail.mil 
Thank you for your cooperation.  
Karen Gatton-Zarn
Procurement Analyst/GPC Team Lead
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How do |

Access®Online: WBT Registration and Login Quick Reference

register and log in to the WBT?

[ Quick Login

Please snbes the WET passwond

Go o Accossilo Sile Swilch to French

Click the Go to Accessible
Site for accessible content.

Access Online Web-based Training

= To access only training content, type
| the WBT password and click Go.
I . .
(Registered Users — To create a learning plan and access certification, log

Please enter your email address:

Plaage anter your personal passwond

Forgot your pasrword

Praase anter the WET passwerd:

Not Registered for the in as a registered user. Type your email address,

personal password, and WBT password. Click Go!

\I To register, click Register Now!

ContactUs  Halp

Registration

Pigase type your personal information in each field. Type your first and last name as you want them to display on your
completion cartificate. Your e-mail address will be your user name for the fnal exam. Select an authenticalion question fram the
diregcown list and type an answer (hal will be easy for you to remember. You Gan use the suthentication quesson t sccess the
final @uam if you farget your password, Clck Register when you are dane.

Ga to hecessibie Site

Access Online Web-based Training

First Nama: Chiz

Last Nam: pea

E-mail Address: chrissoagbece com
Password: —

Fo-nitir Password:
Organization Shon Name: A
Auithenticasion CRUBSHON: |l i yous pat's nasa?
Authentication Answee:  batk

User Typs: Commercia Corchokler

To register, specify information in every field.
Select user type carefully, since it controls
which lessons you have access to. Click

-%l Register when you are done.

ContactUs  Help

Click a topic link. o s ste

Access Online Web-based Training

|’ My Learning Plan Overview

Manage Ascounts angd ¥

Work with Transactiof | | o0 pegutration

Statements

Work with Payments

Manage Approvals

Create and Run Repol

Get Started Using Access Onling

ades | Samulations | Quick References | Recorded Classes

Wark with Grders L Caronoider-intiated Account Setup
+to My Leamning Plan

Select training resources from each tab to build
your learning plan or click a document link to
— open a user guide or quick reference right away.

o) Select to finish and go to your learning
o | plan to start training. Or, add more
resources from another topic.

Contact Us Ml

All Users

1.5
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Access® Online: Create a Learning Plan Quick Reference

How do | create a learning plan and become
certified?

You must register on the web-based training site and then log in as a registered user to create a
learning plan. A learning plan keeps track of all the training content you have selected and
completed. A summary of your most recent activity displays in the My Learning Plan Overview
area as soon as you log in. Your complete plan displays when you click the Go to My Learning

Plan button.

Go to Accessible Site

Access Online Web-based Training
Click a topic link. m

Howdo I...? My Learning Plan Overview

Click a link below to add iy reoc o o
learning plan. / . -
ﬂ Get Started Using Access Online

Lessons | User Guides | Simulations | Quick References | Recorded Classes

®

Get Started Usin

¥ Account Profiles
(v My Persanal Informatian

(v Mavigation Basics

[ Oniine Registration

| Statements

[ Cardholder-initiated Account Setup

Select training content from each tab,
including lessons, user guides, simulations,
quick references, and recorded classes.

Work with Transactio

Work with Orders

Work with Payments

Manage Approvals

To select content from another

B >~ topic, click the Add to My
ransaction Management: \We update, e ransaclion Management le= Learning Plan and Select
More button.

Contact Us  Feedback Help |

Go to Accessible Site

Access Online Web-based Training

Register for Instructor-led Classes ~ Go to Access Online

How do I...? My Learning Plan Overview

Click a link below to add training resgurees i yg

learning plan. . .
Work with Transactions

User Guides | Simulations | Quick References | Recorded Classes

x

Get Started Using Acg

Lessons

[V Transaction Management

] Travel Expense Management Go to Trainina

Click another topic link, select
Work with Orders content, and click Finish and Go
— To My Learning Plan.

Work with Payments / ]
April1,2011 |

Manage Approvals
- = e Registration content: we
Finish and Go To My Learning Plan o a separate Cardholder-

Create and Run Re a Cardholder-initialed Accaunt
Add To My Learning Plan and Select More
ransaction Management: ¥se upoate e Transaction Management (ec=0n and user

Contact Us  Feedback Help

Work with Transactio

All Users 1.0
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Access® Online: Create a Learning Plan Quick Reference

Ga o Accessible Site

Access Online Web-based Training

Home | Go o Access Online

My Learning Plan

Remaining Completed
Get Started Using Accecs Online =3

Manage Accounts and Users

Work with Transactions

Manage Approvals

Click the Start Training! button to begin.
My Saved Documents

@ I Accountng Code Favontes

© M Glossary

= R

@ 2 view Transactions [}

= User Guide [ = Quick Reference  © = Delete Add More Training Content

G to Accessibile Sitn

Access Online Web-based Training

Homae My Loameng Flan Regster for Instructor-led Classes ~ Go o Azcess Online

Account Profiles: Introduction

Aecourt Profilas
Wy Persanal Information

Account Profiles

S~

Use the drop-down
menus to go to another
Use the navigation lesson, another section,
buttons to click or a document.

through the lesson.

L

Contact Us  Feedback  Help

Ga o Accessible Site

Access Online Web-based Training

Home | Go to Access Online | Riegrster for Instrucioe-led (lasses Wit Proaram | Log out
My Learning Plan
Remaining Completed
Get Started Using Access Online =
£5500N5 :E:in'-u'n-::n-:- Recorded Classes NOereston’ When you are ready to take
LI Managing and Card Account Lists the Certlflcatlon exam, SeleCt
0 Navgatongases the topics in the Completed

) Statements

area on the Certification tab.

\ Each lesson you selected has
S

My Saved Documents j a Cel'tlflcatlon t0p|c

Click the Go to Certification

button to begin the exam. Adddd More Traning Conltent
(Go'lo Ceriscation }

Prinl Cerlslicale

Update My Personal Information

CantactUs  Help

All Users 1.0
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