With receipts we have an extra step at the beginning of the process. Let me take a second to outline the process for you. First you authorize a receipt, which is why we begin on this screen Authorize Receipts, 6.3.1. After you authorize an organization you may then Add a Receipt. After you have added a receipt you can then search and edit, and view a receipt. 

So to accomplish the first step we choose who we would like to authorize a receipt for. In this instance we will choose New York City. Clicking that link will take you to the Add Receipt functionality for that organization. 

