
How to create a Manual Check in PPX 
 

First click the Manual Check box on the dashboard 

            

You will then fill in all the fields and click Add New 

  

You will then be on the screen that you can add/delete/change earnings/deductions 

 

Any changes you make you must be sure to click Save + Calculate  

 

 



 

By clicking Pay Check a tab will open a copy of the check you can print on check stock if you have that 

available. 

 

 

 

 



When clicking on Pay Voucher a tab will open of the employees pay stub that you can hand them.  

 

By clicking on +New this will allow you to add a new manual check if you have multiple checks to input. 

 



Once you are done with creating the manual check(s) click Continue and it will automatically be added 

into the next/current payroll.  

You can also edit the manual check or create a new manual check after you have clicked Continue 

   


