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User Guide- Check Reorder 

Introduction to Check Reorder 

The Check Reorder feature available in Digital Banking enables users to reorder check books without visiting the bank. Using the check reorder page, account 

holders can repeat their last check book request with ease and convenience.   

 
 

 
Overview: 
 
This user guide will explain the process of reordering checks through your Digital 
Banking application.  
It walks you through the steps of customizing your check design, reviewing your 
order, and securely placing your reorder request. 
 
Navigation: 
 

1. Navigate to the ‘Services’ tab and click on the ‘Check Reorder’ tile 
located in the ‘Account Services’ section. 
 
 
 

 

  
Section 1: Process of Reordering a Check  
 
Please Note: The printed check services are offered by a third-party vendor 
affiliated with Capital Bank.  
Please read the disclaimer given on the warning page for more details. 
 

1. System will display a ‘Warning’ popup after clicking on ‘Check Reorder’, 
as the page will navigate you to an external link. 
 

2. Click on ‘Continue’ to successfully get navigated to the ‘Check Reorder’ 
page. 

 
3. On the following page use the check box to select the account for which 

you want to place a reorder. 
 
Please Note: Check re-order requests can be placed only for one account at a 
time. 

 
 
 

 
4. Application will navigate to the third-party vendor’s page where a 

preview of your check design will be displayed.  
Before submitting the request, review the details to be printed on the 
check, such as your personal details, account number and the layout. 
 

5. The ‘Check Imprint’ section on the left hand of the screen will display 
the options to edit the details to be printed on the check. 
Verify the displayed details such as name, address, and contact number. 
In case of any discrepancies click on ‘Edit Personal Information’ to make 
corrections. 

 
6. In the ‘Check Details’ section enter a starting check number. 

 
7. In the ‘Message’ section you may add a custom message. By default, ‘No 

Message’ is selected.  
 

8. Under the check preview, choose the desired ‘Check Type’ and 
‘Quantity’ of order from the dropdown menu. Review the total price 
displayed. 

 
9. Once all the information is verified, click ‘Confirm and Next’ to proceed 

to the next step of your check reorder process. 
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Section 2: Confirm Your Check Design 
 

1. After customizing your check, you will be navigated to the ‘Confirm Your 
Check Design’ page. 
 

2. Review the final design and preview of your check for accuracy.  
 

3. Review the order details panel on the right as it displays total price, 
‘Selected design’, ‘Font’, ‘Messages’ and additional features. 

 
4. If the information is correct, click ‘Confirm and Continue Shopping’ to 

finalize the order. 

  
Section 4: Reviewing Your Cart 
 

1. Ensure the correct quantity and delivery method is selected. 
 

2. You can edit, preview or even remove the product and view the delivery 
details of the order. 

 
3. You can Review the total cost, charges and discounts.  

If you have a ‘Promotional Code’ enter the same and click on ‘Apply’. 
 

4. Use the ‘Shipping Information’ section to review the shipping details. 
The check book will be delivered to the address given here. 
 

5. Enter your phone number and email address to track your order and 
receive updates on the delivery status. 
 

6. The check boxes for additional updates and reminders are optional, 
select them as applicable. 

 
7. Click the ‘Place Your Order’ button to complete the transaction. 
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