
             

             

 Quick Reference Guide: Adding a Receipt 
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Click the New Receipt button to create a new receipt. This will bring you to the Record New Receipts page. 
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This section is where you enter the date of the pickup (It’s very important to use the date of the actual pick-

up, not the date of entry), select the donor enter the categories and weights, or choose from the alternate 

information, shown here, if a pick-up wasn’t made or there were no donations. To add additional line items 

click add another line item.  

 

For additional assistance, take a high-level guided tour. It will walk you through the process of submitting a 

receipt step by step.  

When you’ve finished entering all information and are ready to submit your receipt, click the Add Receipt 

and Review button. This will bring you to the Receipts Ready for Submission page. Review and make edits, if 

necessary, and Submit Receipts. You can submit after each receipt is entered, or, if entering more than one 

receipt at a time, submit them all at once. You will have a two-day grace period to make any changes on a 

submitted receipt, i.e. date or weight, after that you will have to contact the MealConnect Team.  


