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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 the Launch Page overlaid on 

top of your Home Page is 

displayed, select the “Review In-

Process Filing(s)” link in the 

Returning Users section. 

 The All In-Process Filing(s) Page 

will be displayed (slide 3).

 If the Home Page is displayed, 

go to the slide 4.

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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From the All In-Process 

Filing(s) Page

 Select the appropriate “Filing” link 

in the filing column.

 The “Filing Manager” page will be 

displayed (Slide 5).

Note: You can sort the columns to find 

a particular filing.

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


4

Review, Edit, Sign, and Route/Retrieve a Filing

From the Home Page

 Select the appropriate “Filing” link 
in the In-Process Filings section.

 The “Filing Manager” page will be 
displayed (Slide 5).

 If necessary, select the “View all in-

Process Filings” link to see all of the 

plan’s in-process filings (Slide 3).

Note 1: You can sort the columns to 

find a particular filing.

Note 2: 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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Filing Manager page –

View/Edit Filing

 Review the Filing status in 

the Filing Status section to 

see whether the filing is 

ready for submission and 

who is holding the filing.

 Select the “Retrieve Filing” 

button if you need to take 

action on the filing and the 

person holding the filing is 

not available to route the 

filing to you.

 Select the “View/Edit 

Filing” button in the Filing 

Task List section to view 

or edit the filing.

 The Data Summary Page 

will be displayed (Slide 6).
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Data Summary Page

 This page lists all information 

entered thus far for your filing, 

separated into subsections.

 Select the “Print this Page” link on 

the top right corner of the page, to 

print this filing summary.

 Select the “View Printable Form” 

on the top right corner of the page, 

to view or print the draft filing 

receipt.

 Select the “Edit” link at the top of 

the each subsection, to make any 

changes to the filing data.

 Select the “Save & Continue”” 

button, to go to the next screen.

 Note: The “NA” next to any Item 

on this page indicates that the item 

was not answered or not 

applicable for the current filing.
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Filing Manger page – Sign 

Filing

 Use this page to sign the filing 
as the Plan Administrator (PA) 
or PA Representative (PA 
Rep).

 The “Sign” button(s) will only 
show if you are holding the 
filing and have the appropriate 
permission(s).

 Select the “Retrieve Filing” 
button if you need to take 
action on the filing and the 
person holding the filing is not 
available to route the filing to 
you.

 Select the “Sign” button as PA 
or PA Rep.

 The Approval for Comprehensive 

Filing Page will be displayed 

(Slide 8).
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Approval for Comprehensive 

Filing Page

 Review the certification information 

that is displayed (e.g., this page is 

for a single-employer plan 

administrator).

 Review your personal information 

and make changes, if necessary.

 To approve the filing, enter your 

“Secret Answer” and select the 

“Approve Filing” button to go the 

next screen.
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Filing Manger page – Sign 

Filing

 Use this page to sign the filing as 
Actuary.

 The “Sign” button(s) will only show 
if you are holding the filing and 
have the appropriate 
permission(s).

 Select the “Retrieve Filing” button 
if you need to take action on the 
filing and the person holding the 
filing is not available to route the 
filing to you.

 Select the “Sign” button as 
Actuary.

 The Approval for Comprehensive 

Filing Page will be displayed (Slide 

10).
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Approval for Comprehensive 

Filing Page

 Review the certification information 

that is displayed (e.g., this page is 

for Filing Summary).

 Enter The Actuary Information.

 Review your personal information 

and make changes, if necessary.

 To approve the filing, enter your 

“Secret Answer” and select the 

“Approve Filing” button to go the 

next screen.

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


11

Review, Edit, Sign, and Route/Retrieve a Filing

Filing Manager Page – Route Filing

 Use this page to route the filing to 

another Filing Team member, if needed 

(e.g., to sign the filing).

 Select the “Route to” button next to the 

person(s) name.

 The “Route to” button will appear on the 

screen, only if you are holding the filing.

 The “Route Filing” page will be displayed 

(Slide 12).

Note 1: If you are not available to route the 

filing, another filing team member may 

select the “Retrieve Filing” button on their 

Filing Manager page to retrieve the filing 

from you.

Note 2: The check marks in the Filing Task 

List section show that the filing has all the 

required information and e-signatures.

Note 3: The “Delete Filing” button will 

appear on the screen, only if you are the 

Filing Coordinator for the plan.
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Route Filing Page

 This page describes that the filing will 

be routed to the selected Filing Team 

member.

 You have the option to include an 

additional short message.

 Select the “Route Filing” button to 

initiate the routing.
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Routing Confirmation Page

 This page confirms that the filing 

has been routed and the 

instructions email has been sent.

 Select the “Go to Your Home Page” 

button to see updated information 

(Slide 14).

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


14

Review, Edit, Sign, and Route/Retrieve a Filing

Home Page

 Your Home Page reflects the 

following updates for the routed 

or retrieved filing that continues 

to show in the “In-Process 

Filings” section:

 The number of filings that you hold 

has reduced by one.

 The number of filings held by others 

has increased by one.

 The name of the person holding the 

filing has changed.

 Select the appropriate link/button 

to logout of My PAA or to go to 

another page (e.g., the Launch 

Page).
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