
RSA e-Business:  Navigation 
 
 
How to enter a journal entry in the general ledger: Summary 
 

1. Click on the Ledger tab from the main menu. 

 
2. Un Transaction group, click on the link Journal Entries 

 
3. In the new window, locate the field Amount and enter the amount for a 

transaction in the journal 

 
4. In the combo box CostCtr select the right entry type. 

 

5. Optionally, enter a value in the other fields (Reference, Date, Year, Period). 
 

6. Click on the Save bottom  for adding the entry to the journal 

 

7. Click again on the Save button  for a confirmation. 
 

8. For adding more entries on the journal, repeat the steps 4, 5, 6 and 7. 
 

9. When you are done click on the Save button  on the bottom side of the 

window. A transaction number will be display on the screen if the operation 
is successfull. 

 



How to enter a journal entry in the general ledger: details 
 

1. Click on the Ledger tab from the main menu. This will open a new window 
(see fig 1 below). 

 

 
    Fig 1: Leger main menu 

 

2. Under the transaction group, click on the link Journal Entry.  This will 
open a new window (see fig 2 below). 

 

 

 
    Fig 2: Entry journal window 
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3. In the field Amount, enter the amount for a transaction in the journal. 
 

4. In the combo box CostCtr select the right entry type. 
 

5. Optionally, enter a value in the other fields (Reference, Date, Year, Period). 

 

6. Click on the Save entry button  for adding the entry to the journal. The 
entry will appear on the bottom side of the window (see fig 3 below). 

 

 
     Fig 3: Ledger Journal with entries  

 
 

7. Click again on the Save entry button  for a confirmation. A Save 
transaction button will appear on the top of the entries (see fig 4). 
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         Fig 4: Ledger Journal with entries 

 
 

8. For adding new entries on the journal, repeat steps 3, 4, 5, 6. 
 

9. When you are done, click on the Save transaction button  for adding 

permanently the journal’s entry to the database. A transaction number will 
be printed on the window if the operation is successful.  
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