
    RSA e-Business:  Navigation 
 
There are two ways for printing invoices: group invoices or single invoice. The first part of 
this document explains how to print a single invoice. The second part shows how to print a 
group of invoices. 
 
 

I. Printing a single invoice  
 

How to print an invoice: Summary 
 

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

 
2. Under the Search group, click on the link Invoices. This will open a new 

window. 

 

3. Click on the Search button . This will show the list of all available 
invoices. 

  
4. Navigate through the list of invoices and select the invoice you want to 

print by using the using the Select button . A new area will be opened 

on the right side of the window with a Print button . 
 

5. Click on the Print button  for printing the invoice. This will show the 

available printing form on the bottom of the window. 
 

6. Navigate through the forms and locate the form you want use. 

 
7. Click on the desired form. This will open a new window with the content of 

the invoice 
 

8. Click on the Print button for printing the invoice. Make sure that the right 

printer is selected. 
 



How to print an invoice: details 
 

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

 
Fig 1:  Invoice menu 

 

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

 

 
          Fig 2:  Invoice menu 
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3. Click on the Search button for obtaining the list all available invoices 
from the database. Optionally, you can also add some criteria prior clicking 

on the Search button. This will show he list of invoices (see fig 3 below). 
 

 
     Fig 3:  List of invoices 
 

4. Navigate through the list of invoices and select the one to print using the 

Select button . This will open a new area on the right side of the screen 
(see fig 3 below) 

 

 
     Fig 4:  List of invoices with a select one for printing 
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5. Click on the Print button . This will open a new area on the bottom side 
of the window with the available printing forms (see fig 5 below). 

 

 
          Fig 5:  List of printing forms 

 

6. Select a printing form by clicking on the name. This will open a new 
window for printing the form. 

 

 
    Fig 6:  Printable invoice form 

 

7. Select the desired printer and click on the Print button for printing the form. 
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II.  Printing a group of invoices 
 

 How to print a group invoices: Summary 
 

1. Click on the Invoices tab. 
 
2. Under Transaction group, click on the link Printing. This will open a 

new window. 
 

3. In the field Transaction List, enter the list of the transactions you want 

to print 
 

4. In the new window locate the combo box form and select the form to 

use for printing the list of invoices. 
 

5. Optionally, in the other fields, enter some other criteria: invoice number, 

transaction date, customer number, Type, Reference  …etc.  
 

6. Click on the Print button . This will open a printable form of the 

invoice in new window. 
 

7. Click on Print for printing the form. Make sure that the right print is 

selected before. 
 



 How to print a group of invoice: details 
 

1. Click on the Invoices tab from the main menu 
 
2. Click on the Print link (see fig 1 above). This will open a new window (see 

fig 7 below). 
 

 
    Fig 7: Window for choosing the criteria of the printing    

 
 

3. In the field Transaction List, enter the list of the transactions you want to 

print. 
 

4. Locate the Form field and select the form for the printing. 
 
5. In the other fields, enter some other criteria: invoice number, transaction 

date, customer number, Type, Reference  …etc. 
 

6. Click on the Print button. This will open a printable form of the invoice in 

new window. 
 

 
Fig 8: Printable invoice form   
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7. Click on Print for printing the form. Make sure that the right print is 
selected before. 


