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Create An Account (New Users)
My PAA Login Page

 To get started with e-filing, you must  
register for a My PAA account (i.e., create  
a security key, user ID and password).  
Your account will be used for all of your  
premium e-filing activities for all of your  
plans.

 To set up your account, click on the link  
labeled “New users click here to sign up”.
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Create An Account (New Users)
New User Sign Up – Open an  
Account Page

 Enter your personal information – name,  
work phone and work email – and provide  
your work email a second time in the field  
labeled “Confirm e-mail”. It is important  
that the email address provided is correct, 
because My PAA will use this email  
address to communicate with you once  
your account is set up.

 Select a Secret Question and enteryour  
Secret Answer twice. Your Secret  
Question and Answer will be used  
throughout the filing process, so besure  
to securely remember them.

 Select the “Next” button.
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Create An Account (New Users)

New User Sign Up – Open an  
Account Page

 The personal information and securitykey
you entered are displayed.

 If there are errors in the information, select  
the “Edit” link.

 If the information is correct, select the  
“Submit” button.
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Create An Account (New Users)

Account Registration Confirmation  
Page

 After you select the “Submit” button, this  
screen confirms that your account has  
been created.

 Note the temporary User ID and  
Password in the My PAA email that was  
sent to your email address.

 Select the “Return to My PAA Login”  
button.
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Create An Account (New Users)
My PAA Login Page

 Enter the temporary User ID and  
Password from your My PAA email.

 Select the “Login” button.
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Create An Account (New Users)
First-Time LoginPage

The screen identifies steps tocomplete  
the first time login.

 Step 1: Enter a new User ID.

 Select your permanent User ID carefully – once  
you set it up here, it cannot be changed.

 Step 2: Enter & Confirm a new Password.

 Follow the password rules. Consider that The  
password is case sensitive.

 The two password fields must match in order to  
proceed.

 Step 3: Enter your security key.

 In the security key section, the secret question  
you selected during account sign up is displayed.  
Enter the secret answer that you established on  
account sign up.

 Select the “Next” button to complete the account  
set up process.
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Create An Account (New Users)
Launch Page

 You are now logged into My PAA. You
will see a Launch Page overlaid on top
of your personalized Home Page.

 The Launch Page has links to  
information to help you get started and  
to perform additional tasks.

 To go directly to your Home Page, select the
“Go to Home Page” link or select the “Close”
button.
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