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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 User 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 “Filing” link in the Filing 

column for the appropriate Plan.

 The “Filing Manager” page will be 

displayed (Slide 5).

Note: You can sort the columns to find 

a particular filing.
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From the Home Page

 Select the “Filing” link in the Filing 
column for the appropriate plan 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

 This page confirms that you are 

holding the filing and have the 

“permission” to authorize payment.

 Select the “Authorize” button to 

review the payment alternatives for 

the filing (Slide 6).
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Payment Alternatives Page

 Select one of the following Payment 

Alternatives:

 Select the “Pay Online using My PAA” link to 

go to the “Approve Payment for 

Comprehensive Filing” page (Slide 7).

 Select the “Pay via Pay.gov (outside of My 

PAA)” link to go to the “Premium Payment” 

page (Slide 9).

 Select the “Pay via Electronic Funds 

Transfer (outside of My PAA) link to go to 

the “Premium Payment” page (Slide 11).

 Select the “Pay using a Paper Check” link to 

go to the “Premium Payment” page (Slide 

13).

 Select the “Other” link to go to the “Premium 

Payment” page (Slide 15).

 If you do not want to select a payment 

method at this time, select the 

appropriate link/button to logout of My 

PAA or to go to another page (e.g., 

Back to Filing Manager page, Back to 

Home page).
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Approve Payment for 

Comprehensive Filing Page

 This page displays the Authorize 

E-Payment information to pay via 

My PAA.

 Enter or select the requested 

information, e.g., Account Holder 

Name and Account Type. Also, 

Enter a valid US Bank Routing 

Number

 Select The “Next” button to go to 

the next screen.
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Premium Payment 

Confirmation Page

 This page confirms that you have 

selected to pay via My PAA.

 Review the payment summary for 

accuracy.

 Select the “Edit” button to make 

any changes to the Payment 

Summary data, if necessary.

 Enter your “Secret Answer”. 

 Select the “Authorize Payment” 

button to go to the “Filing 

Manager” page (Slide 16).
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Premium Payment Page

 This page confirms that you have 

selected to pay via Pay.gov (outside 

of My PAA).

 Select the “Back” button to review or 

change your previous entries.

 Review this page and select the 

“Next” button to go to the next 

screen.
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Premium Payment Page

 Review the Payment Instructions to 

pay via Pay.gov (outside of My PAA).

 Select the “Approve” button to go to 

the “Filing Manager” page (Slide 16).
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Premium Payment Page

 This page confirms that you have 

selected to pay via Electronic Funds 

Transfer (outside of My PAA).

 Select the “Back” button to review or 

change your previous entries.

 Review this page and select the 

“Next” button to go to the next 

screen.
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Premium Payment Page

 Review the Payment Instructions 

to pay via Electronic Funds 

Transfer (outside of My PAA).

 Select the “Back” button to review 

or change your previous entries.

 Select the “Approve” button to go 

to the “Filing Manager” page 

(Slide 16)
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Premium Payment Page

 This page confirms that you have 

selected to pay using a Paper 

Check

 Select the “Back” button to review 

or change your previous entries.

 Review this page and select the 

“Next” button to go to the next 

screen.
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Premium Payment Page

 Review the Payment Instructions 

to pay using a Paper Check.

 Select the “Display Voucher” 

button to print the Voucher to be 

mailed with the check.

 Select the “Back” button to review 

or change your previous entries.

 Select the “Approve” button to go 

to the “Filing Manager” page 

(Slide 16)
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Premium Payment Page

 This page confirms your Alternative 

payment selection of Other.

 Select the “Back” button to review 

or change your previous entries.

 Review and select the “Submit” 

button to go to the Filing Manager 

page (Slide 16).
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Filing Manager Page

 This page shows that all the tasks in 

the “Filing Task List” have been 

completed and that the filing is ready 

for submission.

 The filing may now be held and 

submitted by the Filing Coordinator 

or PA/PA Rep (Step 3 of the filing 

Process). See demo “Submit a 

Comprehensive filing”.

OR

 Select the appropriate link/button to 

logout of My PAA or go to another 

page (e.g., the Go to Plan Page).
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