How to create a Manual Check in PPX

First click the Manual Check box on the dashboard

Manual Checks

Create and View Manual Checks

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

New Manual Check

Please select v
Please select v
Check Number

Close Add New

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

= Lidia Beetlejuice (1)

Manual Check Date

34 Colony Drive Hampden, MA 01036
Y paen, 03/12/2020

Home Division : 0- Default
Home Department : 1-Operations Division
Employee Since 12017

Salary

Add Eaming

Earnings H Deductions ” Memos || Local Taxes

Earnings Department Rate RegHours OTHours = Regular Pay QT Pay wC Job
0-Regular Pay 1-Operations 22.28 40.00 $891.20 $0.00 it
0-Regular Pay 1-Qperations 40.00 $5,000.00 50.00 @
= Save + Calcul
+ ate

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



=1 Pay Check =1 Pay Voucher

&+ New

£ Save + Calculate

Gross

$5,891.20

Met

$3,200.96

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

available.
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When clicking on Pay Voucher a tab will open of the employees pay stub that you can hand them.
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By clicking on +New this will allow you to add a new manual check if you have multiple checks to input.

New Manual Check

Please select

Please zelect

Check Number

Close Add New



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

or| @ (V] © complete Payroll

MANUAL CHECKS

B New Manual Check 1 Name Check Number Gross Net

Lidia Beetlejuice 5464 $6,064.47 $3,281.83
L Manual check(s) will be
G Edit Manual Check included in the next payroll



