
Viewing/Editing Direct Deposit Details 
 

1. Click “My Pay” on the CAPPS Portal: 

 

 

 

2. Click “View/Edit Direct Deposit”: 

 
 



3. The current direct deposit information is displayed: 

 

 

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. 

 



 

 

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” 

question. 

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”: 

 

 

 


