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CAPPS Desk Aid

Recovering CAPPS Career Section User Name

Note: This Desk Aid was written to the specifications
of CAPPS Central Agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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When a CAPPS Career Section candidate needs to recover a user name, they can do so through self-service
functionality. After providing the account email address on the CAPPS Career Section Login page, the user name

is sent to the email address associated with the account. However, if the account does not exist, a new account
needs to be created.

Recovering a CAPPS Career Section User Name

Open the external CAPPS Career Job Openings page.

.
a p ps TEXAS COMPTROLLER OF PURLIC ACCOUNTS

Welcome. You are not signed in.

Sign In
Jobgearch | my Joboage
Keyword Location Organization Q bado oo
Job Openings 1 - 26 of 457
¥ Posting Date B3 Save this Search ?

Sort by
Posting Date | | Descanding

¥ Organization

Requisition Title

Location Posting Date Actions
Requesting a User Name
1. Select Sign In at the top right of the page.
A Privacy Agreement page displays.
Privacy Agreement
WARNING - RESTRICTED GOVERNMENT SYSTEM

IAccapt | | Daciing

2. Select | Accept to proceed.
The CAPPS Career Section Login page displays.
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3. Select the Forgot your user name? hyperlink.
The Forgotten User Name page displays.

apps TEXAS COMPTROLLER OF PUBLIC ACCOUNTS

18 assauuIa: & paresu rERsRE praTE

Welcome. You are not signed in.

4 Job Search

Forgotten User Name
Piease enter your emil address below. f you hive never e the fiekd emply “valdae".
‘An emal containing the user name will be sent lo the email address you enter in he feld beiow.

Email Address.

Texuvgmn | Statroride Search from the Tovas Staio Library | Siate Link Plicy | Toxas Hosmeland Security

Congiler s
Frivacy amd Securiy Policy | Accessibality Policy Informatien Act | Campact with Texans

4. Enter the EMAIL ADDRESS associated with the candidate account.

5. Select Validate.
The User Name Retrieval Confirmation page displays with a message confirming:
e The request was made.

e An email containing the user name will be sent if the account associated with the provided email

address exists.

Forgot User Name Email

An email containing the recovered user name is sent to the email address associated with the account if the user
name exists in CAPPS Recruit. Use the user name received in the email to log in to the account in the CAPPS

Career Section.

Forgot User Name - Message (HTML)

File  Message Help Q  Tell me what you want to do

e 0 28 XE O« 5 To Manager Y B | Puekvmas | 2| A 2 | Q| &
N 5 2 — B team Email ' D Bo . <) da =
Delete Archive | Reply R = sam e one a 88 Categorize | B~
Q- ply Reply Forward O Reply & Delete % Create New - Move Read Immersive | Translate = Zoom | Phish Alert
All ’ : ! ~ [&~ | M Followup~ [ Aloud Reader - Report
Delete Respond Quick Steps ] Mave Tags | Ediing Immersive Language | Zoom | Phish Alert

Forgot User Name

i 0 €3 Reply | ) Reply Al > F
@ CAPPS Recruiting <capps.recruiting@cpa.texas.gov> D Reply ) Reply orward

To Thu 5/2/2024 11:07 AM

f@, (his-message in htmihtml
2KB

We received your request for your CAPPS Career Section User Name, and it is provided below. Take note of your candidate account User Name in order to log in.
User Name:
You can use this link to access your account.

If you have questions or need help logging in, you must contact the agency you are applying to for assistance. This can be done via phone or email. Use the Contact Us link on the
CAPPS Career Section to locate the correct agency contact information for the agency you are trying to reach.

Best regards,
CAPPS Recruit

Replies to this message are undeliverable. Please do not reply.

The email:
e May take up to ten minutes to be received.

e Will come from capps.recruiting@cpa.texas.gov.

e Contains the user name associated with the email address.

e Provides a hyperlink to the CAPPS Career Section where users can log in.
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Tips and Troubleshooting

General information and suggestions regarding login issues:

e The CAPPS Career Section is not optimized for mobile use.
O Use a desktop or laptop to recover a user name and reset a password.
O Use the most recent browser version.

e CAPPS Career Section candidate accounts will lock after multiple unsuccessful login or password
recovery attempts.

O A notification email will be sent to the email address associated with the locked account.
O The account will unlock automatically after five minutes.

O Use of an incorrect user name, password, access code, and/or email address all have the
potential to lock an account.

O Some candidates have multiple accounts with different login credentials.

e Common issues for recovering a user name and password:

O Once the Email sent page displays, it is recommended to close the browser tab or window.

O Password resets require the use of the Forgot Your Password? hyperlink for a successful
password reset.

O If a Forgot Your User Name email is not received, the email address did not match a candidate
account. The candidate account may have been created using a different email address.

O Exercise caution if using a saved user name and/or password.

O If a CAPPS Career Section password is saved, update the saved passwords after resetting the
account password.

O Verify the user name and password are for CAPPS and not for a different company’s Career
Section.

e Regarding email addresses associated with CAPPS Career Section candidate accounts, keep in mind
the following:

O If a user name and password are known, the user can log in to the account to update the email
address for the candidate account.

O If a user name or password is unknown, it can be recovered by providing an email address
associated with the candidate account. An access code is emailed, so access to the email
address is necessary to receive the email.

O If the user name and password are unknown and access to the email address associated with
the candidate account is unavailable, a new candidate account needs to be created with an
email address where access is available.
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Revision History

Date Description of Change Changed By

Jan. 15, 2026 Initial release. G. Banata
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