/;/Cardinal Accounts Payable Job Aid
V4 AP312 Copying a Voucher

Copying a Voucher Overview

This Job Aid provides the steps necessary to create a Voucher by copying an existing Voucher using
the Copy Voucher page.

The Copy Voucher page allows users to:

Select the Voucher to copy

Enter the Invoice Number and Invoice Receipt date of the new Voucher
Make any applicable updates

Submit the new Voucher for processing

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Copying a Voucher

Step

Action

1.

Navigate to the Voucher Search page by clicking the AP WorkCenter tile on the Cardinal
Financials Homepage.

AP WorkCenter

6o

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation path in the WorkCenter: Links > Vouchers > Voucher Search

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Voucher Search

Scheduled Payment on Hold
Voucher Search
~ My Approvals
Voucher Information

Pending Approvals -
“Business Unit |[15100 Q ‘ v‘
. Ir Voucher
> My Insights ‘7Q| ‘ ‘
Voucher ID v
\ Links Entry Status
Invoice Number ‘ Q Vousher Style ‘ v‘
e v Related Voucher ‘ Q | ‘ v‘
i Voucher Source
Regular Entry
Voucher Search I . i
pp Detail
Accounting Entries 4]
Supplier ID Q
i ‘7‘ New window
Unfost Voucher Short Supplier Name ‘ Q

Voucher Build Error Detail

Close Voucher

Delete Voucher
Payments

Other Links

> Queries

Users can also access the Regular Entry page using the following navigation path:
NavBar > Menu > Accounts Payable > Vouchers > Add/Update > Voucher Search
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The Voucher Search page displays.

| <& Cardinal Financials | Voucher Search

Voucher Information

*Business Unit
Incomplete Voucher

Voucher ID

Invoice Number
Voucher Style

|
Entry Status :
Related Voucher |

Voucher Source

Supplier Detail

Supplier ID
PP @ New window

:

Short Supplier Name

1[I

Supplier Name

2. The Business Unit field defaults to the user’s Agency can be changed as needed.

*Business Unit | 15100 Q
3. Enter the Voucher ID number for the Voucher to be copied in the Voucher ID field.
Voucher ID Q

0 If the Voucher ID is not known, use any of the search fields on this page to find the applicable
Voucher.

4. Click the Search button.

Search
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Step | Action

The Voucher(s) that meet the search criteria display in the Search Results section.
Note: For this scenario, a specific Voucher number was entered.

Search Results

| B|lQ ‘ View Al
Voucher Details Supplier Information >

Busil . Invoi Vouch G Invoi T i

U:is""ess Voucher ID Copy Voucher | Invoice Number S;;'ce Voucher Style s';:crc:r Entry Status | Incomplete Voucher A:";:nrm'w Cﬁrr:::zyon Attachments (0)

15100 00008572 2] 123456 03/16/2026  Regular Onling Postable 682.14 USD Attachments (0)

Click the Copy Voucher icon to select the Voucher to be copied.

Copy Voucher

B

The Copy Voucher page displays in a pop-up window.

Copy Voucher X

Help
Copy From

Business Unit 15100 Voucher ID 00006572

Business Unit 15100
Voucher ID |NEXT |

Invoice Number | |

Invoice Date | ‘

Enter the Invoice number for the new Voucher in the Invoice Number field.

Invoice Number
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Step | Action
7. Enter the Invoice date for the new Voucher in the Invoice Date field.
Invoice Date
8. Click the Copy button.

Copy

The Copy Voucher page refreshes and displays the new Voucher number in the Voucher ID field.

Copy Voucher X
Help
!
Copy From
Business Unit 15100 Voucher ID 00006572
Business Unit 15100
Voucher ID | 000068577 00006577
Invoice Number |FY12345
Invoice Date |(03/27/2026
Copy
9. Click the Voucher ID number link.
ONNNEETT
Voucher ID | 0000657 00006577
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The Summary page displays for the new Voucher.

Regular Entry

Summary Related Documents Invoice Information Payments Voucher Aftributes Error Summary

Business Unit 15100 Invoice Date  (03/27/2026

VoucherID 00006577 Inveice No - PY12345
Voucher Style Regular Invoice Total 682.14 usD

Supplier Name  Pyramid Paper Company
6510 N 54TH ST
VA10054801
EVAAD11033
TAMPA, FL 33610-1908

Entry Status Recycle Pay Terms pet 30

Match Status  No Match Voucher Source  Online
Approval Status  Pending Origin  ONL
Post Status  Unposted Created On  03/27/2026 10:43AM
Created By
Last Update (03/27/2026 10:43AM
Budget Status MNot Chk'd Modified By
ERS Type Not Applicable
Budget Misc Status Valid Close Status  Open
*View Related l Payment Inquiry hd Go
l Return to Search l l Notify l l Refresh l Add Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes |  Error Summary

0 The new Voucher brings in all the fields from the copied Voucher.

The Entry Status displays as “Recycle”. This means that although the Voucher has copied all
the information, it must be “Saved” to process.

10. Click the Invoice Information tab.

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
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The Invoice Information page displays.

| NewWindow | Help | Persq
Summary Related Documents Invoice Information Payments Voucher Attributes  Lrror Summary
Business Unit 15100 Invoice No |PY12345 Invoice Total g’g:s’lz‘l:fg\:fgg“‘sses\lmmaw
Voucher ID 00006577 Accounting Date [03/27/2026 Line Total 68214 Comments(0) o
Voucher Style  Regular Voucher “Pay Terms [30 Ql @ Netso “Currency usb @ Tem"‘a‘:“;‘ o Someh
jvanced Supplie
=
Invoice Date |03/27/2026 Basls Date Type Prompt Payment Miscellaneous :] o s ppller ;(l;eom chy.
= upplier
Invoice Receipt Date |03/18/2026 Freight :]
Goods & Services Receipt |03/10/2026 OFinal Voucher Total 8214
Date .
Pyramid Paper Company. Difference 000
Supplier ID 0000043987 Q
ShortName |PYRAMID PA001 Q.
Location |MAIN Q
Responslble Org (10001 Q
Incomplete Voucher
Save H Save For Laler l Action v [ Run H Calculate H it
> Copy From Source Document
Invoice Lines @ Y Toft v I ViewAl
e 1 Ocapyoom T ol
shipTo  |COVA Q Calculate
wm[ 4] Deseripion
uom Q
Line Amount 682.14
Multi-SpeedCharts
vD ion Lines
Bl|lQ 11001 v | ViewAl
GLChart  Exchange Rate Statistics Assets >
g:f)"‘ Line Merchandise Amt Quantity “GL Unit Account Department Fund ‘ngram Cost Center FIPS.
‘ = ‘ o ‘ | saza] || | o0 |[zz055m1 ] ([szi0 a] [owo @] |[resoor al “ al ‘ﬁ
. >
Save ] [ sawforlaer |
Retur to Search ][ Refresh ] Add Update/Display
[Sunmiany | Related Do Invoice Infornation | Payments | Voucher Alibutes | _Enor Suinmma

11.

Review and update any applicable information for the new Voucher on the Invoice Information
and/or Payments tab(s) as needed.

@

It is VERY IMPORTANT not to click the Save button before reviewing the copied information to
avoid duplicate payments.

12.

Click the Save button to submit the Voucher.

Save Save For Later

@

If an error message displays, make the applicable updates and then click the Save button.

Once successfully submitted the Voucher will go through normal Voucher downstream
processes.
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