
How to Backdate Visits in MCI 
 

Questions? 
Mountain Community Insights Team: MCI@mannafoodbank.org 

 
 How to submit previous visit date information for a neighbor. 
 
 
 

1. Select the correct visit date, as shown below: 
 

 
 

2. Click “+Add New Household & Visit”. 
a. If you do not have the orange “Add new Household & visit” button, 

confirm with your admin that there is an event set up for the date 
selected. 
 

3. Enter the information as you would during a typical intake. 
 

 
 


