
 THE TOTAL OF ALL RECEIPTS MUST BE GREATER THAN $100 OR IT CAN NOT BE PROCESSED. 

Dear Parents, you may submit ONE reimbursement request per week per child.  Each request may have up to 10 
receipts attached.  The total of the reimbursement request must be greater than $100.  If a parent has multiple children, 
then the total of all children’s reimbursement requests must be greater than $100. Directions on how to add multiple 
receipts per reimbursement request are below. 
 
1. ON A PHONE: 
CLICK THE NEW RECEIPT BUTTON ON THE TOP OF THE SCREEN AFTER YOU ENTER THE FIRST RECEIPT. This will create 
another section for you to enter the second receipt’s information.  Keep doing this for up to 10 receipts per request.  
THE TOTAL OF ALL RECEIPTS MUST BE GREATER THAN $100 OR IT CAN NOT BE PROCESSED.  
 

 

 
2. ON A COMPUTER 
CLICK THE NEW RECEIPT “+” BUTTON ON THE TOP RIGHT CORNER OF THE SCREEN AFTER YOU ENTER THE FIRST RECEIPT. 
This will create another section for you to enter the second receipt’s information.  Keep doing this for up to 10 receipts 
per request. 

 


