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Personalizing the Distribution Line - Invoice Information Page 

Cardinal allows users to change the order the fields display on the Invoice Information tab for the 

Distribution Line section.  This allows the user to set up the order of the ChartFields in the way that 

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

Revision Date Summary of Changes 

3/1/2025 Updated the screenshots of the Search page (Section 1, after Step 1).  Added 
reference information to the Overview of the Cardinal FIN Search Pages Job 
Aid. 
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Personalizing the Distribution Line – Invoice Information Page 

Step Action 

1. Navigate to the Voucher page using the following path: 

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry 

The Voucher page displays with the Add a New Value page displayed by default. 

 

 

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled 
“Overview of the Cardinal FIN Search Pages”.  This Job Aid is located on the Cardinal Website 
in Job Aids under Learning. 

2. Click the Add button. 
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Step Action 

The Invoice Information tab displays. 

3. Click the Personalize link at the top of the Distribution Lines section of the page.  
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Step Action 

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

 

 

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

If any display as “(frozen)”, unfreeze them so you can move the fields around. 

4. To remove the (frozen) status, click the first item listed as (frozen).   
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Step Action 

A checkmark displays in the Frozen checkbox. 

 

5. Click on the Frozen checkbox to remove the (frozen) from all items in the list.  

 

6. To change the Column Order, click the field you want to move up or down.  

For this scenario, Department is selected.   
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Step Action 

7. Click the up or down arrows to move the field to where you want it to display in the Distribution 
Lines section on the Invoice Information tab. 

 

8. Repeat Steps 6-7 until all fields are in the desired order. 

9. Click the OK button, at the bottom of the window to accept the changes and return to the 
Invoice Information tab. 

 

 

Click the Cancel button to cancel the changes. 

Click the Preview button to preview the changes.  
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Step Action 

The Invoice Information tab returns with the Distribution Lines fields in the order that was defined. 
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Step Action 

 

 

 

 

 

 

Sample Screenshots: Below are sample screenshots showing a before and after of the 
Distribution Line personalization. 

Before 

 

After 

 

 


