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Logging In 
 

https://mealconnect.org/ 
 

1. From the front page of the MealConnect website, click LOGIN. 
 

 
 
2. Sign in with your email address and password.  

You will be provided with your password during initial Agency Training, and once you’ve logged 
in, you have the option to change your password. If you lose your password, call the food bank 
and we can reset it for you. 

 
 

https://mealconnect.org/


 

4 | P a g e  
 

3. When you’ve logged in successfully, you’re taken to the Dashboard. 
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Receipts 

 
 

Adding a Receipt 
 
1. From the front Dashboard, click either Create New Receipt or the + New Receipt button. 

 

 
 
2. Add the Pickup Date using today’s date. 
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3. Enter the Donor by selecting from the dropdown list or typing the name. 
 

 
 

 
4. Select the donation Category from the dropdown list. Donation categories are the same as 

what you’re used to seeing in P2. 
 

 
 
 
 
 
 
 
 
 

 

Donation Categories 
BEV BEVERAGES (INSTORE PICKUP) 
BRE BAKERY (INSTORE PICKUP) 
DAI DAIRY (INSTORE PICKUP) 
DAI MILK FRESH (INSTORE PICKUP) 
DRY GROCERY (INSTORE PICKUP) 
FARM AG AGENCY ENABLED ASSORTED PRODUCE 
FARM AG AGENCY ENABLED FRESH EGGS 
FARM AG AGENCY ENABLED FRESH MILK 
FARM AG AGENCY ENABLED MEAT PRODUCTS 
FROZEN FOOD MISC (INSTORE PICKUP) 
MEA MEAT ASSORTED (INSTORE PICKUP) 
NFI NON FOOD ITEMS (INSTORE PICKUP) 
PNM EGGS FRESH (INSTORE PICKUP) 
PRE PREPARED FOODS (INSTORE PICKUP) 
PRO PRODUCE (INSTORE PICKUP) 
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5. The Storage field will auto-fill for you. Add a Description for your records (optional). 
 

 
 
6. Enter the weight (total number of pounds) of donation. 

 

 
 
7. Add additional donation categories by clicking + Add Another Line Item. 
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8. When you’re finished adding donation items, click Add Receipt and Review to save it. 
 

 
 
 

9. Once a receipt is saved, it appears in the Pending Receipts tab.  
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10.  When all receipts have been added, review them for accuracy. Use the Delete or Edit buttons 
to change the information on a receipt. When satisfied, click the Submit Receipts button.  
 

 
 
 

11. When you have submitted the receipts, the top of the screen should say “Receipts Submitted 
Successfully.”  You will have a 4-day grace period to Edit or Delete receipts. Once the grace 
period has expired, you will need to contact the food bank Agency Enabled Team for any 
corrections needed. 
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Viewing Previous Receipts 
 
 
1. From the Dashboard, click the Previous Receipts tab. 

 

 
 
 

2. In the Previous Receipts pane, you can filter by Donor or add Date parameters.  
 

 
 
 
 
 
 



 

11 | P a g e  
 

3. You can make changes to receipts that are still within the grace period by clicking the Edit 
button. If a receipt is outside of the grace period, you can only view the details. 
 

 
 
 
4. Use the View button to see the receipt detail. 
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Editing Previous Receipts 
 
 

1. From the Dashboard, click the Previous Receipts tab. 
 

 
 
 
2. From the Previous Receipts pane, select the receipt by clicking the Edit button.  

Note: If there is no edit button, the grace period has expired and you must contact the food 
bank’s Agency Enabled Team to make any corrections. 
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3. When the receipt opens, use the Delete or Edit buttons to make line item changes, or use the 
+ Add Another Line Item button to add new donations. 
Note: Be sure to click Save Receipt when you are done. 
 

 

 
For a quick refresher, take the Guided Tour from the Add Receipts page. 
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Reports 
 

1. From the Dashboard, click the Reports tab. 
 

 
 

2. Click Donor to view the door report options. 
 

 
 
The Donor Summary report will show general information about reports that have been submitted 
within a specific time frame.  Enter a Date Range then click Run Report. 
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It gives a high-level view of your donors, locations, pounds by category and pickup information.  
 

 
 
The Donor Detail report shows all the information from submitted receipts. This report is more 
specific than the Summary Report and allows you to search for specific donor locations, date 
ranges and pickup/submission dates. Enter your filter choices and click Run Report. 
 

 
 
This report shows specific transaction information: line item, date of transaction/pickup, donor 
info, pounds etc. 
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The New Donor report keeps track of new donors, location, and how they’re performing within 
your specified date range. You can see total receipts from each transaction at each store location, 
as well as the total pounds by category the store donated. 
 

 
 
The Donor Assignments report displays your scheduled pickup days at each donor. CPFB is not 
using the scheduling function of MealConnect yet, so no information will be displayed in the 
Scheduled Days column. 
 

 
 
NOTE: Reports may also be exported/emailed as a CSV, Excel or PDF file. 
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Settings 
 

1. From the menu bar on the left panel, click the Settings tab. From here you can update your 
Contact Information only. DO NOT update your agency name or address or as this will 
cause the receipt submission to fail. We are not using the Capacity or Availability 
functions at this time so please do not update those fields either. 
 

 
 
 

2. To update a Contact, edit the appropriate fields. Contacts are for the 1 or 2 people on your 
team that are primarily responsible for your MealConnect account. NOTE: Contacts are for 
communication only. A User account (login) is required to access the MealConnect 
platform. NOTE: Call or email the Agency Enabled Team at the food bank to add Users. 
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Help & Resources 
 

From the Dashboard, click the Help & Resources tab. Here you can view video tutorials, FAQ’s 
and user guides for the mobile app. 

 

 
 
 
  



 

19 | P a g e  
 

Setting up the Mobile App 
 
 

1. Download the MealConnect app on your 
mobile device 

 

 
 
 

This is what the app looks like in your App 
Store or Google Play store… 

 

 

2. Open the app and log in using the same 
username and password that you use on 
MealConnect.org 
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