Viewing/Editing Direct Deposit Details

1. Click “My Pay” on the CAPPS Portal:
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CAPPS Desk Aid - Create PDF Earnings Statements Desk Aid

This new functionality will allow payroll administrators to run the Create PDF Earnings Statements process
which produces statements in a PDF format that employees can print via Employee Self Service without
special instructions.

Attached File Create_PDF_Earnings_Statements_Desk_Aid.pdf

Source CAPPS Governance and Communications Modified 04/14/2020 10:37AM

CAPPS Desk Aid - New CAPPS Landing Page and Dashboard Desk Aid

This document will demonstrate the new CAPPS Landing Page and new dashboard tiles as they will appear
when users log in to CAPPS. It will assist users with understanding the new Unified Fluid Homepage and
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2. Click “View/Edit Direct Deposit”:
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3. The current direct deposit information is displayed:

Direct Deposit

Review, add or update your direct deposit information.

Direct Deposit Details

Account
Type

1119 70390
Add Account

Direct Deposit Exempt

Routing Number Account Number

Direct Deposit Exempt:
Exempt Reason:

Save

Amount or Deposit

LELusll e Percent Order

Balance of Net 999
Pay

Edit

4. To view details, click the “Account Type” hyperlink.

5. To edit detail, click the “Edit” button.

Note: If new to the state/agency, click the “Add Account” button to initiate

the direct deposit setup instructions.



Your Bank Information

Routing Number: fi11 Q

Distribution Instructions

“Account Number 7039
Retype Account Number

"Account Type: Checking v
International ACH Bank Account

Will these payments be forwarded to a financial instituition
outside of the United States?
No = Yeos

| authorize the Texas Compiroller of Public Accounts to deposit my payments from the state of Texas to my financial insfituticn electronically. | understand that the
Texas Comptroller of Public Accounts will reverse any payments made to my acoount in ermor | further understand that the Texas Comptraller of Public Accounts will
comgly at all irmes with the Nabonal Automated Cleanng House Azsociabon's rules. (For further information on these rules, please contact your financial instiution )

Submit

* Required Fueld

Return to Direct Deposit

6. Update the routing number.

Note: If you do not know the routing number, you can use the Look Up
Glass.

7. Update the account number.

8. Retype the account number.

Note: The “Retype Account Number” field will remain greyed out until you
tab out of the account number field.

9. Choose account type.

10.Click the appropriate bullet for the “International ACH Bank Account”
guestion.

Note: If “Yes” is selected, direct deposit is inactivated, and you will be
locked out of the direct deposit screen.



11.Click the authorization box.

12.Click “Submit”.

13.Read the warning message then click “OK”:

Warning (20100.8)

“fou are 3bout to make changes to your Direct Depasit Instructons. Depending on when your agency processes payroll, this change may not be reflected in your nesd pay. YYou may =il receive direct deposit to the previous bank account, or 2 paper check (warrant) Please cantact your agency payroll officer with any
questions or coneems.
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