
My Plan Administration Account (My PAA)  
Submit a Comprehensive Filing
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Submit a Comprehensive Filing

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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Submit a Comprehensive Filing
Launch Page

 You are now logged intoMy  
PAA.

 If the Launch Page overlaid on  
top of your Home Page is  
displayed, select the “ReviewIn-
Process Filing(s)” link in the  
Returning User section.

 The All In-Process Filing(s) Page  
will be displayed (slide 5).

 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 pageat  
login” box and select “Close”.
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Submit a Comprehensive Filing

From the Home Page

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

 The “Filing Manager” page will be  
displayed (Slide 6).

 If necessary, select the “View all  
in-Process Filings” to see all of  
the plan’s in-process filings (Slide  
5).

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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Submit a Comprehensive Filing

From the All In-Process  
Filing(s) Page

 Select the appropriate “Filing” link  
in the Filing column.

 The “Filing Manager” page willbe  
displayed (Slide6).

Note: You can sort the columns to find  
a particular filing.
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Submit a Comprehensive Filing
Filing Manager Page

 This page confirms that all the tasks in  
the “Filing Task List” section havebeen  
completed and the filing is ready for  
submission.

 The Filing Coordinator or PA/PA Rep  
must hold the filing in order to see the  
“Submit Now” or Submit Later” buttons.

 Select the “Submit Now“ button to go to  
Submit Confirmation Page (Slide 7).

OR

 Select the “Submit Later“ button to go
to the Schedule Filing and Payment (if
any) Submission Page (Slide 8).

Note: The “Submit Later” button only  
shows if there is an amount due.
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Submit a Comprehensive Filing

Submit Now Confirmation Page

 This page asks you to confirmthat  
you are ready to submit the filing.

 If you are not ready, select the  
“Return” button to go to the Filing  
Manager page (Slide 6).

 If you are ready, select the “Submit”  
button to submit the filing to PBGC  
and see the Receipt (slide7).
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Submit a Comprehensive Filing

Submit Later - Schedule Filing  
and Payment (if any)  
Submission Page

 Enter the date you want the  
filing/payment to be submitted.

 Select the “OK” button to schedule  
the filing for submission and seethe  
Receipt (Slide8).

8



Submit a Comprehensive Filing

Receipt for Comprehensive  
Premium Filing Page

 Review and verify the Receiptwhich  
shows the filing details.

 Select the close symbol “x” on the top  
right corner of the browser to close  
the Receipt and to go to the  
Confirmation page (slide 10).
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Submit a Comprehensive Filing

Confirmation of Premium Filing  
Submission Page

 This confirms that you have  
successfully submitted your premium  
filing to PBGC and completed the  
filing process (Step4).

Note: If you selected the “Submit Later”  
button, the filing will be submitted onthe  
requesteddate.

 Select the appropriate link/buttonto  
log out of My PAA or go to another  
page (e.g., Return to Home Page).
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