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Personalizing the Distribution Line - Invoice Information Page

Cardinal allows users to change the order that fields display on the Invoice Information page
Distribution Lines section. This allows the user to set the order of the ChartFields in the way that

works best for how Vouchers are entered for their Agency.
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Revision History

Revision Date

Summary of Changes

9/1/2026

Updated to reflect the Cardinal system upgrades.

3/1/2025

Baseline.
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Personalizing the Distribution Line — Invoice Information Page

Step

Action

1.

Homepage.

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

AP WorkCenter

g

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 > Regular Entry

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

Voucher

Vouchers Submitted for App.
Voucher Exceptions

Recycled Vouchers

Budget Check Errors

« @O«

Payments

Scheduled Payment on Hold
v My Approvals

Pending Approvals o D

> My Insights
v Links

Vouchers

Regular Entry I

Voucher Search

Accounting Entries

UnPost Voucher

Add a New Value

QFind an Existing Value

“Business Unit “Voucher ID
*Voucher Style Supplier Name l Q
Short Supplier Name :} Supplier ID :}
Supplier Location :} Address Sequence Number
Invoice Number l l Invoice Date
Misc Charge Amount Estimated No. of Invoice Lines

Users can also access the Voucher page using the following navigation path:
NavBar > Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
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Step | Action

The Voucher Add a New Value page displays.

Add a New Value I Q_Find an Existing Value
*Business Unit ‘ 15100 Q *Voucher ID ‘ NEXT
*Voucher Style ‘ Regular Voucher v‘ Supplier Name ‘ Q,
Short Supplier Name ‘ Q, ‘ Supplier ID ‘ Q, ‘
Supplier Locaticn ‘ Q ‘ Acddress Sequence Number ‘ 0Q ‘
Invoice Number ‘ | Inveice Date ‘ ‘
Gross Invoice Amount ‘ 0 OO‘ Freight Amount ‘ 0_00‘
Misc Charge Amount ‘ 0 OO‘ Estimated No. of Invoice Lines ‘ 1 ‘
Add

3. Click the Add button.

Add
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Step | Action

The Invoice Information page displays.

LA ol
Invoice Information ~ Payments  Voucher Aftributes
Business Unit 15100 Invoice No | Invoice Total g;:s’lienfg':f;j“‘sses\lmmaw
VoucherID NEXT Accounting Date [03/19/2026 Line Total 000 Cmm”‘e"‘s[o)(m
Voucher Style Regular Voucher “Pay Terms = Net3o “Currency usb Q szpla‘:hss‘ S
) scen = Advanced Suppler Sear
Invoice Date Basis Date Type  Prompt Payment iscellaneous o Suppler Herarchy
= upplier
Invotcs ReceiptDate Pt [ ]
Goods & Senvices Recspt Ol Vouher o
' Difference 0.00
Location
“Address
Responsible Org | 10001 Q
Incomplete Voucher
Save H Save For Later l Action B [ Run H Calculate H Print l
> Copy From Source Document
Invoice Lines @ @ | 10f1 v I ViewAll
e 1 Dcopyoonn S =
Multi-SpeedCharts
v Distribution Lines
@ 110f1 v | Viewau
GLChart  ExchangeRate  Stafistics  Assets I
S:‘ZIY‘ Line Merchandise Amt Quantity “GL Unit Account Fund Program Department Cost Center Task
o 1[ ooo] [ 15100 Q] [ Q] [ Q] [ Q] [ Q] [
« >
[ Save | [ saerortae ]
Invoice Information | Payments | Voucher Aftributes
v Distribution Lines
110f1 v | ViewAll
GLChat  ExchangeRate  Statistcs  Assets I
S:H. Line Merchandise Amt Quantity “GL Unit Account Fund Program Department Cost Center Task
B | w | ] Y| al | 3| 3|
4 »

Rev 9/1/2026

Page 5 of 12




%/ Cardinal Accounts Payable Job Aid

V4 AP312 Personalizing the Distribution Line - Invoice

Information Page

Step | Action

The Grid Action Menu options display.

v Distribution Lines

=y

Personalize tid

Zoom Distribution Lines
e

Download Distribution Lines Table to Excel

o See a description for each option below:

section

Excel spreadsheet

o Personalize: allows users to personalize how the fields display in the Distribution Lines

o Zoom Distribution Lines: displays the Distribution Lines in a pop-up window
o Download Distribution Lines Table to Excel: downloads the Distribution Lines into an

Invoice Lines @ QJT K < THoft ] > I I\IlewAll‘

Voucher Entry

V Distribution Lines
(®)(a]

GL Chart Exchange Rate Statistics. Assets b

Copy
Down

Line

Merchandise Amt ‘ Quantity

“GL Unit

Account t

Department

Func

‘ E] | [m] ‘ 1‘ ‘:} ‘15100 “2205581 Q] “92100 Q] “01000 Q] “ Q] “ Q
5. Select the Personalize option.
Personalize
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Step | Action

The Grid Customization page displays in a pop-up window.

Grid Customization

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button
Frozen columns display under every tab.

Column Order Sort Order

Tab GL Chart (frozen) al =
Copy Down (frozen) =
Line (frozen)
Merchandise Amt (frozen)
Quantity (frozen) Hidden Descending

“GL Unit Frozen
Account

Fund

Program
Department
Cost Center
Task

FIPS

Asset

Agency Use 1
Agency Use 2
PC Bus Unit
Project

Activity

Source Type
Category
Subcategory
Affiliate

Fund Affiliate
Openltem
Budget Date
Tab Exchange Rate
GL Unit
Currency
Exchange Rate
Tab Statistics
Statistics Code
Statistic Amount
uom

Tab Assets
Asset

Business Unit
Profile ID

Asset ID d
Sequence Number

Cost Type v

=
Xl
=

4

To change the order of the fields in the Distribution Lines section, use the Column Order side
0 of the page.

6. Review to see if any fields display as “(frozen)”.
If any display as “(frozen)”, proceed to the next step.
If no fields display as “(frozen)” proceed to Step 9.

7. Click the first item listed as “(frozen)”.

Tab GL Chart (frozen)
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Step | Action
A checkmark displays in the Frozen checkbox option.
Grid Customization
LY
Personalize Column and Sort Order
To order columns or add fields to sort order, highlight column name, then press the appropriate button. I
Frozen columns display under every tab.
I Column Order Sort Order i
h @ 3@
Copy Down (frozen) = = x|
| |Line (frozen)
Merchandise Amt (frozen)
" Ouantit}r {frozen) [] Hidden Descending
“GL Unit Frozen
Account
Fund
Program
Department
Cnet Center [ |
8. Select the Frozen checkbox option to remove the “(frozen)” from all items in the list.
Hidden
Frozen
The page refreshes and the fields are no longer displayed “(frozen)”.
Grid Customization
Y
Personalize Column and Sort Order
To order columns or add fields to sort order, highlight column name, then press the appropriate button. I
Frozen columns display under every tab.
Column Order Sort Order
Tab GL Chart a| = al =
i Copy Down = ® = X
| |Line
Merchandise Amt
b Quantity [ Hidden Descending
GL Unit (O Frozen
Account
| | |[Fund
Program
Department
Cost Center
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Step | Action

9. Click the applicable field to be moved.
For this example, Department is selected.

Column Order
Tab GL Chart
Copy Down
Line
Merchandise Amt
Quantity

*GL Unit
Account

Fund

Frogram
|Deéartment |
Cost Center
Task

FIPS
Asset

10. Click the up or down arrows to the right of the Column Order section of the page to move the
field to the applicable location.

Column Order
Tab GL Chart .
Copy Down [»)
Line

Merchandise Amt

Quantity .
*GL Unit UJ Hidden

Account (] Frozen

Fund
Program
Department
Cost Center
Task

D

(]

11. Repeat Steps 9-10 until all fields are in the desired order.

9. Click the Preview button at the bottom of the page to review the changes.

|
Preview |‘
|

] ‘ ‘ Cancel
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Step | Action

The Distribution Lines section displays at the bottom of the Grid Customization page.

Grid Customization

[AgENcy Use |
Agency Use 2
PC Bus Unit
Project
Activity
Source Type
Category
Subcategory
Affiliate

Fund Affiliate
Openltem
Budget Date
Tab Exchange Rate
GL Unit

Currency
Exchange Rate
Tab Statistics
Statistics Code
Statistic Amount
uomM

Tab Assets

Asset

Business Unit

Profile ID

Asset ID

Sequence Number

Cost Type v

[ oK H Cancel H Preview ]

v Distribution Lines

GL Chart Exchange Rate Statistics Assets 1>
Copy - o - o
D Line Merchandise Amt | Quantity GL Unit Account
own
1 0.00 15100

4

0 Users may see a Copy Settings link display at the bottom of the page. It is not used in Cardinal.
Copy Settings
10. Use the scrollbar to see a preview the Distribution Lines based on the changes that were
made.
~ Distribution Lines
E Find
GL Chart Exchange Rate Statistics Assels >
S:ﬂ Line Merchandise Amt | Quantity GL Unit Account D |l
‘ 1 ‘ O.DD‘ ‘ 15100 ‘ |
4 —.
—— I >
P |
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Step | Action

11. Click the OK button at the bottom of the window to accept the changes.

| OK ‘ Cancel H FPreview |

0 The Cancel button can be used to cancel the changes in needed.

The Invoice Information page redisplays with the applicable changes.

Business Unit 15100 Invoice No [ Invoice Total ond
Voucher 1D NEXT Accounting Date [03/19/2026 ine o 0
Voucher Style  Regular Voucher “Pay Terms @ Net30 “currency | usp Q| lemplate | 1st

= Advanced Supplier Search
S S —— S e .l R

Invoice Recaipt Date

OFinal Voucher

Goods & Services Receipt
Date

Supplier ID

ShortName
Location
“Address
Responsible Org [ 10001

Customer Account t#
Incomplete Voucher

il

ROW Acquisition ID

Save

Save kor | ater l Action ~ [ Run l [ Calculate l [ Print

> Copy From Source Document

Invoice Lines

Q| 1of1 v 1 View All
i 1 O Copy Down
Line Py SpeedChart Q C1One Asset *
“Distribute by | Amaunt v _
shipTo  [COVA Q

Packing Slip

Multi-SpeedGiiarts

~ Distribution Lines
B|la 1-10f1 v I View Al
GLChart  Exchange Rate Statistics assets 1>

Sopy | Line Merchandise Amt Quantity “GL Unit Account Department Fund

EREE  — ] — 3l | 3 |

Program Gost Center FIPS

al |l o |l Q]

[ Save ] [ Save For Lat: ]
invoice Information | _Payments | _Voucher Attributes
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0 Sample Screenshots:

Below are sample screenshots showing a before and after of the Distribution Lines after a
change was made. In this example, the Department field was moved to display next to the
Account field.

Before:

v Distribution Lines

(=[]

GL Chart Exchange Rate Statistics Assets >

SZE{. Line Merchandise Amt Quantity “GL Unit Account Fund Program Department

== s

15100 al | al | al | Q

e
=)
e

After:

~ Distribution Lines

EIEY

GL Chart Exchange Rate Statistics Assets >

ng!r’\ Line Merchandise Amt Quantity *GL Unit Account Department Fund Program

SR

o | a) | | a
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