
MealConnect User Guide for Agencies

Receipts



Adding a Receipt



Choose either + New Receipt or Create New Receipt.   



Pickup Date
Use the calendar to choose the pick-up date, or 
you can type it in manually. 



Adding Line Items
To begin adding new line items to this receipt, fill in 

the Category, Storage, Description, and Pounds for 

your first item. The storage option will default 

automatically, and the description is optional.

Category: select 

the type of food-

produce, meat, 

deli, etc. 

Storage: this 

selection defaults 

automatically- if 

the item is deli, it 

will default to 

refrigerator, etc. 

Pounds: Type in 

the weight of the 

donation you 

picked up. 



Select a Donor
Select the donor that donated this 
product from the dropdown list. 

The drop down box will only show the donors you pick up at. 



Line Action Items
Here, you can click the action buttons for 

each line item to Add an item to the receipt 
or to Cancel an item and remove it from the 
receipt. After adding an item to the receipt, 
you will have the option to Edit or Delete it. 



After you add the receipt, 

you have the option to 

Edit or Delete it. 

To add another category, 

click Add Another Line 

Item. This allows you to 

add another category of 

food. 

When all categories 

are entered, click Add 

Receipt and Review.
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Save the Receipt
When you have added all line items, click Add 

Receipt and Review to save.



After you add your receipts, they can be found on the Pending Receipts page until they’ve been submitted.



You can submit each receipt individually 
or, if creating multiple receipts, when 

they’re all in pending and submit all at 
once. By clicking Submit  Receipts your 
receipt is transmitted to the Food Bank 
and Feeding America. You will have a 

two day grace period in which you can 
make edits. After that, you will have to 
contact one of the MealConnect Team. 



When you have submitted the receipts, the top of the screen should say “Receipts Submitted Successfully”. You will have a two day 
grace period to change information on the receipt, i.e. a weight or the date. After that you’ll have to contact the MealConnect Team to 
make any changes.  



Alternate Options
If you cannot make a pick-up, use Scheduled Pickup Was Not 

Attempted. If there were no donations available at the donor, 
us No Pounds.

These options contain 

required fields and you 

cannot submit the receipt 

without choosing one. 

If If there weren’t any pounds to report because no scheduled pick-up was made or there were no donations use the options 
below to report. 



If you click the No Pounds option, it will ask you to type in a reason. When you’re done, click Save Receipt.



When you choose Scheduled Pickup Not Attempted, options will appear in the dropdown menu.  If the stock options don’t apply, chose Other
and you will type in the reason why. When you’ve chosen an explanation, click Save Receipt. 



View Previous Receipts



Click to see all previous receipts.



You can view all of your stores or filter by individual donor. You can also put in a date parameter.  



To view details click the view button on the right or export the file to Excel or CSV. 



This view shows all the details of your receipt. 



For a quick refresher take a Guided Tour. 


