
 

 

 

 

 

 

 

New Cash Posting Guide (Keystone 5.4+) 

Pay Classe Maintenance: 
• ACH, CASH, CC, CHECK, DEBIT, UNKNOWN 

o These are setup by Default. More can be added if needed. 
• To add a FEE to the CC or ACH: 

o Select the PAYCLASS (In this example we are using CC) 
o Fee Income % - The % Fee applied when using this PayClass. 
o Fee Income Base – The Base used (This is a $ amount) For example, you can 

put a $1.00 base for ACH to cover your ACH cost. 
o Fee Income GL – The GL account that the Credit Card fee will be posted to. 

• A/R Pay Class Maintenance Info: 
o Cash GL - is the Default Cash GL used 
o Pay Processor Type Tab – This is how you can communicate with the 

website via Xplor Pay. 
o Plant/Div GL: Allows you to set up different GL codes for different plants or 

GL’s.  
▪ IF you have different bank accounts for different plants or 

Divisions you can fill this out. 

 

 

 

 

 

 

 

 

 



Cash Posting: 
• Payment classes are now required:  

o As stated above, some pay classes have been created by default. 
• Choose your Pay Class  

o If a customer is paying with CASH use CASH. 
o If a customer is paying with CHECK use CHECK etc. 

• Paying with Cash or Check: 
o Enter the Cash amount if the customer paid with cash. 
o Enter the check number than the check amount if the customer paid with a 

Check. 
o Select the invoice and use SpaceBar or F5 Cash 
o Spacebar will apply the most amount possible (Same behavior as before) 
o F5 Cash will allow you to make a partial payment or pay in full (Same 

behavior as before) 
• Paying with ACH or CC 

o Select the correct Pay Class 
o Select the invoice and use SpaceBar or F5 Cash 
o Spacebar will apply the most amount possible 

▪ If you have a FEE amount setup in Pay Class maintenance the FEE will 
be applied here. 

▪ For example if you have a 3% fee setup in pay class maintenance the 
FEE will be applied when you use SpaceBar 

▪ In the example below the invoice total of $1075, I am using a 3% fee to 
record the 3% credit card fee that I also charged the customer. 

▪ The Credit Card fee is $32.25 
o F5 will allow you to post a partial payment or change the FEE amount if 

needed. For example if you did not charge the customer a credit card fee this 
time you can remove the credit card fee. 

▪ In the image below you can see that the fee amount is Zero’d out. 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


