




if you attached a shipping ticket

(NOT AN INVOICE)

this is the final step

until the invoice comes in



**Do not do approval

response if attaching

Shipping Ticket

ONLY FINAL INVOICE





Child Nutrition Invoices require a copy of the work order to be

1. Open School dude Maintenance Direct

2. search work order number

3. click short cut menu and select print work order form

4. A new tab will open with Work Order form. Click the Printer button top right corner. Print to acute PDF Writer and save.

5.Open PDF of Invoice in your PDF Xchange Editor

6. Go to Organize tab> Click insert + drop down> Select insert Pages…

HOW TO ATTACH WORK ORDER FORM TO INVOICE

attached to invoice.



7. Insert Pages window will open click yellow folder

8.Select saved PDF of Work Order Form select Open

9. Insert Page window will show selected file, At the bottom of the page under Destination select Before from the drop down menu and

click First Page and click OK

10. Save File

NOW PROCESS SAVED FILE







if you attached a shipping ticket

(NOT AN INVOICE)

this is the final step

until the invoice comes in



**Do not do approval

response if attaching

Shipping Ticket

ONLY FINAL INVOICE



SHOULD APPEAR IN 2.1 Child Nutrition First Approval

This is an example of incorrect routing

If this happens give Doc

U Share a minute to

Route, If it doesn't email

Luis Mendoza to Correct












