
Receipts 

Purpose: to guide through the Receipts tab 

To submit a receipt, go to Receipts > New Receipt 
Add in a Pickup Date, Agency, and Donor 
Fill out Who Picked Up? 
Scheduled Pickup Not Attempted is when an agency or food bank did not show up to
pickup on their scheduled day 
No pounds is when a donor does not have pounds to donate 
Select a category from the dropdown
Select out a storage type from the dropdown 
Add a description of the items 
Add in pounds 
Depending on the item, add in a temperature
Click “Add” to add the line item to the receipt
Click “Delete” to remove the line from the receipt 
Click “Cancel” to cancel the receipt 

New Receipt



Once all of the lines have been added for a pickup, click “Add Receipt and Review”
Review the receipts and click “Submit Receipts” 
If you forgot a receipt, click “Add New Receipt” 
If you would like to delete the line, click “Delete” 
If you would like to edit a line, click “Edit” 
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Previous Receipts Tab 

To see submitted receipts, go to Receipts > Previous Receipts 
Locked/Sent receipts are receipts sent to the food bank ERP and FANO. They cannot
be edited by the food bank 
If the food bank would like to edit a locked receipt, email
mealconnect@feedingamerica.org the transaction ID. 
If the receipt is not locked, the food bank can edit the receipt. 
To run a receipts report, select the pickup date or submission date in the dropdown,
and click “Export” 
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