


GAP Online Reporting Training Video Link

Please access our online training video, which 
explains how to report GAP online using the Meal 
Connect system, as a mutual resource with this 
handout.

This can be found on The Idaho Foodbank 
website’s Agency Zone on the right hand panel 
under the topic ‘Agency Meal Connect’. 

Here is the link: 
http://ifbagency.wpengine.com/meal-connect/

http://ifbagency.wpengine.com/meal-connect/


Technical Background Information 

Note: We highly recommend using Google Chrome as a browser but if necessary Meal Connect is 
compatible with the browsers listed below. 

Please upgrade to the most recent version of Google Chrome: 

1. Open Google Chrome on your computer. 

2. In the top right, click the Chrome menu

3. Click ‘About Google Chrome’ 

The current version number is the series of numbers beneath the ‘Google Chrome’ heading. Chrome will check for updates 
when you’re on this page.  

Google Chrome (recommended, https://www.google.com/intl/en/chrome/browser/

Firefox, http://www.Mozilla.org/en-US/firefox/new/

Internet Explorer 11, http://windows.Microsoft.com/en-us/internet-explorer/products/ie/home

https://www.google.com/intl/en/chrome/browser/
http://www.mozilla.org/en-US/firefox/new/
http://windows.microsoft.com/en-us/internet-explorer/products/ie/home


Navigate to The Idaho 
Foodbank Website: 
idahofoodbank.org

Select ‘Partners’ 

Click on ‘Agency Zone’

Step by Step Directions to Navigate through           
The Idaho Foodbank Website to Meal Connect



Type in ’partner' 

Click on ‘Continue to 
Partner Agency Page’

Step by Step Directions to Navigate to Online 
Marketplace through the Idaho Foodbank Website

Step by Step Directions to Navigate through           
The Idaho Foodbank Website to Meal Connect



Click on ‘Agency  
Meal Connect’

Step by Step Directions to Navigate through           
The Idaho Foodbank Website to Meal Connect



The ‘Meal Connect’ 
training video is 
located here

Click on ‘Meal 
Connect’ to 
proceed to the 
LOGIN page 

If you need additional help 
use this contact information

Click on ‘Meal 
Connect, Step by Step 
PowerPoint’ to find a 
copy of this 
presentation

Step by Step Directions to Navigate through           
The Idaho Foodbank Website to Meal Connect



Click on ‘LOGIN’

Step by Step Directions to Navigate through           
The Idaho Foodbank Website to Meal Connect



If The Idaho Foodbank provided you with a 
username and password, select the ‘Feeding 
America Network’ option and then enter your 
login information. 

If you have not received a username and 
password, please contact Agency Relations or 
the Operations Dept. at The Idaho Foodbank.

Meal Connect Login Page



Use the Username and 
Password provided to you 
by The Idaho Foodbank

Meal Connect Login Page



Click on ‘Go to Dashboard’ to 
continue onto your profile page

Meal Connect Login Page
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Welcome to Meal Connect

In this presentation we will go over these tabs: 

• Dashboard
- Page that shows quick summaries, reminders, and messages 

• New Receipt 
- Page where you submit your Grocery Alliance Product (GAP) receipt (the products that 
were picked up from your assigned store and their weight in pounds)  

• Previous Receipt
- Page that allows you to review what receipts you have submitted and allows you to edit 
them if a mistake occurred 

• Reports 
- Page that allows you to generate reports based on what you submitted 

• Settings 
- Page where you place your agency’s contact information 

• Messages 
- Page that alerts you when a receipt was not submitted on time 



Meal Connect: Start Reporting 
your GAP Receipts

*You must report your GAP receipts the same day that you pick up GAP product

1. First, report the date that the GAP product was picked up on

- Type in or select the date by using the drop-down calendar  

2. Second, select the ‘donor’/ GAP Store that you picked up from that date

- Either start typing in the donor’s name or select from the drop-down list 

*If you don’t see the donor’s name, please contact Agency Relations or the Operations Dept. 

- If you picked up from multiple donors, you will have to create new receipts for each donor



Meal Connect: 3 Ways to Report GAP Receipts 

There are 3 ways you can report your GAP receipt, read below: 

1. If you could not pick up product from your GAP store on your assigned day, select #1 

2. If you went to your GAP store to pick up product, but there was no product available for pick up, select #2 

3. If you successfully picked up product from your assigned GAP store, fill in #3 



Meal Connect: #1, Scheduled Pickup Not Attempted 

If you select, ‘#1, Scheduled Pickup Not Attempted’, then you must report the reason why you were not able 

to pick up the GAP Product. 

There are a few default reasons: 

• You were sick, therefore you canceled the pick up 

• You had vehicle problems, therefore you canceled the pick up 

• The donor canceled your pick up day 

• Other: you must type in the reason why you did not pick up the GAP product 

Once the reason is selected, click ‘Add Receipt’! 

Here is where you would type in your reason.



Meal Connect: #2, No Pounds

If you select, ‘#2, No Pounds’, then fill out the reason why there was no GAP Product to pick up from the 

GAP store.  

For example: 

• The store was closed

• The store didn’t have any GAP Product for you to pick up 

• Someone else picked up the GAP Product before your agency arrived at the store 

Once the reason is filled in, click ‘Add Receipt’! 

Here is where you would type in your reason.



Meal Connect: #3, Successful Pick Up
Recording First GAP Product on Receipt

Steps to Filling Out a Successful GAP Pick Up Receipt
1. Select the category of GAP product you received

- Bakery, Beverages, Dairy, Meat, Prepared, Produce, or Mix (select this category if it does not fall into the others) 

2. Select the correct storage requirement 
- Frozen, Refrigerated, or Dry (this category is for pantry products only)   

3. Type in a detailed description of the product 
- You can also just write in beverages, bakery, etc. However, it is beneficial for you to write it out in detail, to reflect 

specific products on your reports 

4. Type in how much the product weighs 

- If you type in an exceedingly, large amount (500+ lbs) a warning sign will pop up to ensure that the pounds you typed 

in are correct 



Meal Connect: #3, Successful Pick Up
Recording First GAP Product on Receipt

Once you have filled in all line items, click ‘Add’!

Double Check Line Items

Click ‘Add’ when  you 
are done with your 
first GAP Product



There are 3 things you can do once the first GAP product is added: 

1. You can alter the newly saved, first GAP product item line, by either deleting it or editing its content 

2. You can add a second GAP product that was picked up from the same store, on the same day by clicking 

‘Add New Line Item’ 

3. You can click ‘Add Receipt’ to submit your receipt if this was the only product that you picked up from your 

GAP store

Meal Connect: #3, Successful Pick Up
3 Paths You can take after Recording First GAP 

Product on Receipt



Meal Connect: #3, Successful Pick Up
3 Paths You can take after Recording First GAP 

Product on Receipt

• #2, When you click ‘Add New Line Item’, it will create a similar item line row as the one you have already filled out 

- Repeat the steps that you took to fill out the first GAP product item line 

- Remember to ‘Add’ the line once you are finished filling it out 

• Repeat this process until you have listed all GAP products that you picked up from the GAP Store that you selected as 

the ‘donor’ and for the date that you selected above

• Once you are done listing all items, click on ‘Add Receipt’   

This is the new line item that you will use to fill out your second GAP product



• Once you have added your receipt, it will take you to the ‘Receipts Ready for Submission’ page 

• This page allows you to see what receipts you have saved, but have not submitted yet    

• On this page: 

1. You can ‘edit’ or ‘delete’ saved receipts 

2. You can add a new receipt for a different GAP Store that you picked up from that day, by clicking ‘Add New Receipt’

- This option will take you back to the ‘New Receipt’ page, where you have to enter the date, donor, and line items again 

3. Or you can submit all your saved receipts to The Idaho Foodbank, by clicking ‘Submit Receipts’  

Meal Connect: #3, Successful Pick Up
Adding Your Receipts



• When you submit your receipts, it will take you to a confirmation page titled “Receipts Submitted Successfully” 

• To double check if your receipts have successfully been submitted or if you need to edit a submitted receipt, go to the 

tab ‘Previous Reports’ 

Meal Connect: Submitting Your Receipts



In ‘Previous Receipts’ you can see a list of all receipts that you have submitted 

• You can filter this list by either ‘donor name’ or by ‘date range’ 

• You can edit your receipts up to a day after you have submitted them to The Idaho Foodbank

• Click on the ‘edit’ button under the ‘Action’ Column to edit the available receipts  

• However, when the receipt has a status of ‘locked’ you cannot edit that receipt 

Meal Connect: Reviewing Your Submitted Receipts-
Previous Receipts Tab



Meal Connect: Creating Reports Based Off of 
Submitted Receipts- Reports Tab

To analyze and track the data that you are submitting to The Idaho Foodbank, use the ‘Reports’ tab 

The ‘Reports’ tab allows you to export your submitted data into Excel or a PDF form through 3 report formats:

• Summary Report 

- Breaks down your data by each donor, reporting how many successful vs non-successful pick ups you have had with that 

donor and the weight of donations that donor gives you by product category (bakery, beverages, mix, etc.)  

• Detailed Report 

- Produces detailed copies of the receipts you submitted. You can filter those receipts by date range or by donor.  

• Activity Report

- Allows you to follow the donation trends of a new GAP store assigned to you  



Meal Connect: Agency’s Profile- Settings Tab

The ‘Settings’ Tab is your agency’s profile. 

• This is where you keep your agency’s update contact information 

• Please place the contact information of your agency’s coordinator and/ or your agency’s main GAP representative who 

will be filling out the GAP receipts online 



Meal Connect: Receive Updates & Warnings through 
the Messages Tab

The ‘Messages’ Tab is a communication devise contained only for this system (it is not email, it is like Facebook’s Messenger)  

• Located near the ‘Messages’ Tab, a blue box with a number will appear. This number is how many messages that you 

have. 

• This page will mostly communicate warnings when a receipt is not reported on the same day as an assigned GAP pick up. 

If you are one day late on reporting your receipts, a warning message will be sent to this page.

- Example of a warning message subject: “Delinquent Reporting for Donor Walmart” 

• You can compose an email back to The Idaho Foodbank, by clicking on the ‘Compose New Message’ button in the upper 

right hand corner. But we strongly advise calling  The Idaho Foodbank directly instead.  



Meal Connect: Quick Summary of Trends and 
Shortcuts to General Areas- Dashboard Tab

The ‘Dashboard’ tab is like a home page. It shows quick 

trends, such as the activity graph, and shortcuts to useful 

areas. 

If you are in need of additional help, click on the ‘Help 

Button’ in the top right hand corner of the page, near the 

log out icon. 

Log out Icon
Help Icon




