
DC Receipt Upload 

How to Upload a Debit Card 
Receipt from MyFlexOnline 

 



 

11/26/2012  Page 2 

 
 
Listed below are instructions to upload a receipt for debit card use verification from 
MyFlexOnline (MFO).  

 
1. Log into MFO and select Click here to review. (Note: This will only apply if a participant 

has a transaction that needs receipt verification).  

 
2. To review your card payments, select the check box under Add to Form or choose 

Select All. Then, select Upload Receipts.  
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3. Review the instructions below and select Upload Receipts Now. 
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4. Select Browse to locate the receipt(s) from your computer. 
 
5. Next, find the receipt(s) that you wish to upload. Click on Upload File to begin the 

upload process. 
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6. To submit your transaction for processing, select Submit Receipts for this Claim. 

When you submit your receipt, you are attesting to the fact the information submitted is 
accurate and complete (see the Certification and Authorization below). 

 
7. After submitting the claim, you will receive an Internet Claim Entry number for your 

records. To view a listing of your pending payments, click on here. 
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