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Update or Deactivate Your My PAA Account (Returning Users)
My PAA Login Page

 Enter your User ID into the field labeled 
“User ID” on the My PAA login page.

 Enter your Password into the field 
labeled “Password”.

 Select the button labeled “Login“.
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Launch Page

 You are now logged into My PAA.

 If Launch Page overlaid on top of 
your Home Page is displayed, 
select the “Update My PAA 
Account” link in the Returning User 
section. 

 Your Account Page will be displayed 
(slide 4)

 If Home Page is displayed, go to 
the slide 3.

Note: The Launch Page is intended to 
help you initiate the premium related 
tasks. If you prefer not to see this page 
when you login, check the “Do not 
show this page at login” box and select 
“Close”.
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Update or Deactivate Your My PAA Account (Returning Users)

From the Home Page

 Select the “My Account” link from the 
Menu Bar.

 Your Account Page will be displayed 
(Slide 4).

Note: The Menu Bar on the top of every 
My PAA screen can be used to easily 
access other pages, e.g., the Launch 
Page, and Help information.
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Update or Deactivate Your My PAA Account (Returning Users)
From Your Account Page

 Select the “Edit” button to change 
your personal information (name, 
work phone number, work email 
address).

 Your Personal Information will be 
displayed (Slide 5).

Note: To change your password, see 
slide 7. To deactivate your account, 
see slide 11
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Update or Deactivate Your My PAA Account (Returning Users)

Your Account Page 

 Enter your update(s). 

 To update your e-mail address, you 
will need to enter the e-mail address 
twice. 

 The two email fields must match to 
proceed to the next screen. 

 Select the “Save“ button.

Note: the “*” next to a field means 
that field is required for input.
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Update or Deactivate Your My PAA Account (Returning Users)

Account Information Updated 
Confirmation Page

 Note that an email containing your 
updated information was sent to the 
email address you provided.

 Select the “Return to My Account” 
button.

 Your Account Page will be displayed 
(Slide 7).

http://www.pbgc.gov/index.html
http://www.pbgc.gov/index.html


7

Update or Deactivate Your My PAA Account (Returning Users)
Your Account Page 

 Your Account Page reflects the 
changes that you made.

 Select “Change Your Password” 
button to change your password, if 
necessary.

 Change your Password page will be 
displayed (Slide 8).

OR

 Select the “Back to Home Page” 
button to go to the Home Page 
(Slide 3).
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Update or Deactivate Your My PAA Account (Returning Users)
Change Your Password Page

 Enter your old password in the box 
labeled “Enter Old Password:”.

 Enter your new password in the 
box labeled “Enter New 
Password:” and for the second 
time in the box labeled “Confirm 
New Password:”. Be sure to follow 
the password rules while creating 
the new password

 The two password fields must 
match in order to proceed.

 Enter your Secret Answer.

 Select the “Save” button.
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Update or Deactivate Your My PAA Account (Returning Users)

Password Change Confirmation 
Page

 This confirms that you have 
successfully changed your password.

 Read the instructions on the screen.

 Select the “Return to My Account” 
button. 

 Your Account page will be displayed 
(Slide 10)
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Update or Deactivate Your My PAA Account (Returning Users)

Your Account Page

 Your Account Page reflects the changes 
that you made.

 Select the “Back to Home Page” button 
to go to the “Home Page (Slide 3)” or 
select the appropriate link to logout or to 
go to another page (e.g., the Launch 
page).

Note: To deactivate your account, see slide 
11
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Update or Deactivate Your My PAA Account (Returning Users)

Your Account Page

 Select the “Deactivate My Account” 
button to remove any plans and close 
your account if it is no longer needed.
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Update or Deactivate Your My PAA Account (Returning Users)

Account Deactivation Confirmation 
Page

 When the Confirmation Page is 
displayed, select “Continue” button to 
confirm the deactivation request.

Note: Select “Cancel” button if you do not 
want your account to be deactivated.
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Update or Deactivate Your My PAA Account (Returning Users)

Account Deactivation Status Page

 When the deactivation is complete, you 
will see the Account Deactivation Status 
page and will be sent a confirmation 
email

 Select “Exit” button to leave the My PAA 
application
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