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How to Add, Remove and/or Update Roles for a User

Login

« From the Home Page, click on the
“My PAA Login” button to log in.

* You will need to log in to your
Login.gov account to access your

My PAA aCCO u nt The PBGC has modified My PAA so that users will now log in to My PAA via Login.gov, a secure sign in service used by th¢public to sign in to
- participating government agencies. You will no longer be able to access your My PAA account via your old credentials fi.e., username and
password), so if you don't already have a Login.gov account please create one to access your My Account.

Please log in to continue

* For more details and step-by-step
i n Stl’u Ctl On S O n hOW tO access yo u r If you are new to My PAA or have been invited by another practitioner, please click on the "Sign in with Login.ggV" to begin creating your My
My PAA account via Login.gov

PAA account. If you need further assistance, please refer to the following demos listed below.

Please review the following material for more details:

please view PBGC’s How to Log My PAA Login gov FAQ Page
. . . Demo: Login to My PAA Using Login.gov
In tO My PAA U SI ng LOg I n . Q()V’7 Demo: Crgate Ne\)«// My PAA agnd Lgogiﬁ gov Account

Published Answer.
ign in with + LOGIN.GOV

By clicking on the Login button above, you acknowledge that you have read the Security and Privacy Notices

CANCEL
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Account
‘You are accessing a system operated by the Pension Benefit Guaranty Corporation for Pension Plan Professionals; you acknowledge that you have read the Security and Privacy Notices
* Once you have logged

New Year, New Look, same My PAAl PBGC is redesigning My PAA starting with the Home Page and Filing Details Page, see the details here.
in, click on the “Plan List”
button from the Home

P ag e . Now accepting 2024 Filings ‘ { ? 6 e . & Create New / Add Existing Plan

- From the Plan List Page Whats v n Wy PAA . Logn Procss e e S EE |
click on the Plan Name ER e RN e Ml . —— |
link for the plan you are o S e
currently assigned the | Plansinyour My PAA Account o

yword

My PAA Topics

New Year, New Look, same My PAAI

o= o= Sty

he Create New

v Upload History

our Role(s

F I | I n g CO Ord I n ator rOI e J. Use the Links in the Filing ID and Plan Name columns to se
for SO that you can T Filter by Latest Filing Status
)
H show 10 # entries Search: —
add/edit a team a—
rosoft Edge 124.0+, Firefox 125.0+
Create N Latest -
I I lel I l b e r_ re:.f e Plan ID EIN PN Plan Name Filing ID Latest PYC Latest Filing Status
fing - ng Search All Publizhed Answers
MY PAA 2.0 PROD CUT OVER CREATE TEST PLAN i _
2420303 131311313 121 07/26/2024 539331 Draft
UPDATE
 and Plan Administrators. If you
86264 123456789 001 SPECIAL NON-PREMIUM TRANSACTIONS 06/05/2024 500753 01/01/2022 Submitted
2420311 898959898 898 PRACTITIONER REMOVED FROM ANGTHER PLAN 11/01/2023 506658 01/01/2023 Draft
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Plan Details & Role
Management Pages

* From the Plan Details
Page, click on the
“‘Manage Roles” button in
the Team Members
section.

* Please note that you
may only
add/remove filing
team members or
update the roles of
fiing team members
as a Filing
Coordinator

&8 An official website of the United States government

i rauon U o e St OO - Bl OA S Dinrcon e Meetepgtiogs, o 1

Account

You are accessing a sysiem operated by the Pension Benefit Guaranty Corporation for Pension Plan Professionals; you acknowledge that you have read the Security and Privacy Notices

New Year, New Look, same My PAAI PBGC is redesigning My PAA starting with the Home P.

ET—— Role Management

Plan Details Page

1y {l L -

>, i date

i

- e

W

Plan Name: Plan ID: Plan Status: EIN:
MY PAA 2.0 PROD CUT OVER CREATE TEST PLAN 2420303 Active 13131
UPDATE

# MenageFlanfoles Manage Plan Roles

éa Manage Roles What would you like to do? A

D Create Filing Submit Request

’ -2 View Request Status l

A
,..r _
Manage Team Member roles for this plan
D Premium Filings 28 Team Members 28 Admin/Contact Details add a single user o multiple plans
Team Members 2 Manage Role-

The table below lists all filing team members for this Plan (EIN/PN), their currently assigned roles, and additional information. To view/update the roles assigned to each member
or add a new team member, select the Manage Roles button. To prevent automated filing status emails from being sent to any specific member, select the Disable Filing Status
Emails checkbox in the appropriate row(s). To send an email message directly to one or more team members, select the Send Message checkbox for the desired recipient(s) and
then choose the Send Message button. You will then be prompted to type your message.

Show| 10 = |entries Search:
Disable
- Last Logi Fili Send
Name Roles Email Address Office Phone ast-ogin fing on
Date Status Message
Emails?

Filing Coordinator | Plan Admin | Actuary | _

Jane Doe Filing Preparer | Payment Preparer jane.doe.smith@pbgc.gov (123) 456-7890 05/03/2024 a

-r‘v‘\ Pension Benefit

Guaranty Corporation




How to Add, Remove and/or Update Roles for a User

Role Management Page
View Active/Inactive Filing Members

A list of all active filing members
associated with this plan will be
displayed (this is the default view)
on the Manage Plan Roles Page.

* You can view all associated filing
members, including inactive
members, by changing the “Filter”
dropdown to “All.”

« Once the appropriate filter has been
selected, click the “Next” button.

0
PBGC

Home Page

Contact PBGC My PAA Demos Instructions

Role Management

P

Manage Plan Roles Manage Plan Roles

What would you like to do?

| Manage Team Member roles for this plan v

Plan Name: MY PAA 2 0 PROD CUT OVER CREATE TEST PLAN
EIN/PN: 131311313 /121

Yes Yes
No No
| First Last N ‘ Yes Yes
No No
| JanEDOE | Yes Yes
No No
| WAL ‘ Yes Yes
No No
| Jane Smith ‘ Yes Yes
No No

Do you want to add a new team member?

Cancel

[ ] [ ] [ ] [ ] [ ]
3
zZ < z < Z < z < =z < E
3
@ § of o &3 o]

Search My PAA for instructions. keywords or topics

Actuary Filing
Preparer  Preparer  Preparer

Yes
No
Yes
No
Yes
No
Yes
No
Yes
No

Z < z < z < z < =z <
& F of 8 F °o§ o 4§

a

Payment Upload

[ ] [ ] [ ] [ ] [ ]
Z < z < z < z < =z <
& F of 8 F °o§ o 4§

Disabled?

Z < Z = Z =< Z < Z =
Z < Z = Z =< Z < Z =

Pension Benefit
Guaranty Corporation

PN\
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Role Management
RO Ie Man ag ement Pag e Published 01/19/2020 04:17 PM Updated 04/27/2027 04:07 P
View Active/lnactive Filing Members # MerssePnfols  Manage Plan Roles
- Active filing members have at least T
one role associated with their Plan Name: MY FAAZ PROD CUT OVER OREATE TEST PLAN
account for the corresponding plan
(i.e., one “Yes” radio button is
selected).
* Inactive filing members do not have =
any roles associated with their - — e E————
account for the corresponding plan ' e
(i.e., the “No” radio button is EST et s ee eie e
selected for all roles. [Frstiasthome | A
*Note: Inactive Practitioners will no longer [ ane DoE | Sves e Y @Y eV eve e Y
be associated with the Plan and will not O IS
receive any sort of email/notification from inactive ¥ — oNo  ®No ®No ®No ®No  ®No  ®No @ o
PBGC relatl ng to the partlcular plan | Jane Smith | ® Yes ® Yes Yes ® Yes ® Yes @ Yes ® Yes Yes
D_:) you want to add a new team member?
Pension Benefit
7 ,lv\\ Guaranty Corporation
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Role Management Page
Add a New Filing Member

* To add a new filing member, select the “Yes”
radio button to the question, “Do you want to
add a new team member?” and click the “Next”
button.

&
PBGC

Home Page

Published @ 9/2020 04

Role Management

# Manage Plan Roles

PM Ipdated 04/27/2021 04:07 PN
Manage Plan Roles
What would you like to do?
Manage Team Member roles for this plan v

Plan Name: MY PAA 2.0 PROD CUT OVER CREATE TEST PLAN
EIN/PN: 131311313 /121

Filter:

JOE WHI ® Yes Yes ® Yes ® Yes ® Yes ® Yes ® Yes Yes

No ® No No No No No No ® No

| First Last Name | ® Yes Yes ® Yes ® Yes ® Yes ® Yes ® Yes Yes
No ® No No No No No No ® No

JANE DOE ® VYes ® Yes Yes ® Yes ® Yes ® Yes ® Yes Yes
No No ® No No No No No ® No

Jane Smith | ® Yes @ Yes Yes ® Yes 8 Yes ® Yes @ Yes Yes
No No ® hNo No No No No ® No

Do you want to add a new team member?
(i:l Yes

—
(_) No

,‘v‘\ Pension Benefit
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How to Add, Remove and/or Update Roles for a User

Role Management Page
Add a New Filing Member

» Enter the First Name, Last Name, and Email Address of the member you want to add to the plan, and then click

the "Next" button.

Add New Team Member

Published 01/2 2 32 P pdate 2 i 07 PM

# Manage Plan Manage Plan Roles

Roles
Plan Name: MY PAA 2.0 FROD CUT OVER CREATE TEST PLAN
EIN/PM: 1313113137121

New Team Member Information

* First Name * Last Mame

| Testing Comtact |

Email Address

| mypaa.testing@pbgc.gov

PN\
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How to Add, Remove and/or Update Roles for a User

Role Management Page
Add a New Filing Member

- If you arrive to this page and know that | Add New Team Member
the filing team member you wish to Published 01/20/2020 1132 PM | Updated 04/27/2021 04:07 F
add to the plan already has a My PAA
account, click on the “Back” button and | . wanagepin

New Practitioner Information

ensure you have entered the correct Roles
First Name, Last Name, and Email , NewPractitioner _P1an Name: MY PAA 2.0 PROD CUT OVER CREATE TEST PLAN
Address that is associated with their Information EINIPN: 131311313 /121

R/If/ PAA account. Then skip to slide

The Mame and Email Address provided do not match an existing My PAA account. I you would like to create a new My PAA

° HH account for Testing Contact, click Yes below, populate the requested data about the new team member, and select Next. Upon
If the fIII ng team member does nOt submission an email will be sent to mypaa.testing@pbgc.gov providing them instructions on how to access their new online
Phave a My PIAtA tacdc?untthyou t():an get account. If you believe you have entered incorrect information about the new team member, select Back to make any needed

e prOCGSS S ar e Or em y updates or select No and Mext to exit this process.
selecting the "Yes” radio button, and A
then clicking the “Next” button. O ves

« |f the filing team member does not

have a My PAA account and you do [ e |

not wish to start the process of
creating their My PAA account, select | geng
the “No” radio button and click the
“Next” button to exit the process.

,‘v‘\ Pension Benefit
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How to Add, Remove and/or Update Roles for a User

Role Management Page Add New Team Member

Published 01/2

Add a New Filing Member o Manage P

Roles

* If the filing team member does 4 NewPracons:  PAMNamE: MY PAA20 PROD GUT OVER GREATE TEST PLAN
Information ' '
not have a My PAA account
d h h The MName and Email Address provided do not match an existing My PAA account. If you would like to create a new My PAA
an yo u C Oose . to Start t e account for Testing Contact, click Yes below, populate the requested data about the new team member, and select Next. Upon
f t t submission an email will be sent to mypaa.testing@phbac.gov providing them instructions on how to access their new online
p rocess O C rea I n g an aC CO u n account. If you believe you have entered incorrect information about the new team member, select Back to make any needed
for them provide their Ofﬁce updates or select Mo and MNext to exit this process.
b}
- @.Z' Yes
phone number and extension
(if applicable), then click the el e |

| mypaa.testing(@pbgc.gov

“Next” button. -

| Testing |

PM

New Practitioner Information

Last Name:

| Cortact |

Office Phone:

| (123) 456-7890 |

Extension:

| 123 |

]

,‘v‘\ Pension Benefit
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How to Add, Remove and/or Update Roles for a User

Role Management Page

Add a New Filing Member

« Assign the appropriate roles to the
new filing team member by selecting
the “Yes” radio button for the
corresponding role.

* If you do not wish to grant the new
filing team member with a specific
role, select the “No” radio button for
the corresponding role.

+ Please ensure every role is answered
with either “Yes” or “No,” then click the
“Submit” button.

* Once the request has been
submitted, the new filing team
member will receive an automated
email (to the email address you
provided) from My PAA with
additional instructions on how to
complete their account creation.

12

Add New Team Member

o

o

Fd

2 2 07 Py

Manage Plan New Team Member

Roles

Plan Name: MY FAA 2.0 PROD CUT OVER CREATE TEST PLAN

Mew Practitioner
i . EIN/PMN: 1313113137121
Information

Mew Team
MMember

Filing

Plan

Coordina... Admin

@ I Yes

| Testing Contact
()Mo

@ 1 Yes
() No

() ves
() No

() ves
() No

@ 1 Yes
(I No

(@) Ves
() Mo

@ | Yes
() Ne

PN\
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How to Add, Remove and/or Update Roles for a User

Role Management Page

Add a New Filing Member
 After submitting the request for the addition of the new filing team member, return to the Manage Plan
Roles Page to view the update.

Add New Team Member

F.—-\. = = — =l ol i I (R | R - =l e F W

~ Manage Flan Interview Cumplete

Roles
Plan Mame: MY PAA 2.0 FROD CUT OVER CREATE TEST PLAN

« Mew Practitioner
EIN/EN: 1313113137121

Information

< Bew Team

Member
=R This account has been successfully created. An automated email has been sent to the provided email address coniaining
# Interview instructions for them to access their newly created My PAA account.
Complete

Flease return to the Manage REoles page to make any further changes to your filing team.

Back to Plan List

,‘v‘\ Pension Benefit
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Role Management
Role Management Page
Removing a Filing Team Member/Plan ¢ Ve Manage Plen Rles
from your My PAA Account o
« If you want to inactivate a filing team e
member or remove a plan from your
account, remove all associated
roles:
- Check the “Update Roles” checkbox for o 2] . .
the corresponding filing team member. . Rl O At E. = = =
» Select the “No” radio button for all listed [ soew | O- @ 0- 0- 0- 0- O- @
rOIeS | First Last Nam | ® Yes Yes ® ‘Yes ® Yes ® Yes ® Yes ® YVes Yes
* This action will trigger a warning e TR T T
Indlcatlng that thIS WI” InaCtlvate the | Jane smitn | ® Ves ® Ves Yes ® Ves ® Ves ® Ves ® Ves Yes
filing team member from the plan. (] B O O Ow Ow Ow Qw Ow e
= CIiCk the “NeXt” bUtton if you WiSh to Ywmduﬂbimmcmmhlf&iski,ntnmp-nnlnﬂ-lum
continue with the action poneer e ?
» Click the “Cancel” button if you wish o
to keep the filing team member
associated with the plan and keep all

their corresponding roles the same. WA Pension Benefit
y '\

Guaranty Corporation
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Role Management Page
Removing a Filing Member

« After submitting the request to
remove the filing team member
from the plan, return to the Manage
Plan Roles Page to view the
update.

* Reminder: You will still be able to view
all previously associated practitioners
by changing the filter to “All,” which will

include all inactive filing team
members.

Filing Send

» If you are removing yourself from a - e o | e

.
I n OnCe Set | | the r d IO L R (123) ase
a l l a a (123 .
First Last Mame Filing Preparer | Payment Preparer | Upload first last name@gmmail.comm W= 5 05/03/2024

7890
11 11] Prepar
uttons to * No and click the “Next
(52 -
JANE DOE Filing Preparer | Payment Preparer | Upload jane.doe.gmail@amail.com : 1%: 05/03/2024

button, you will no longer be R

Filing Coordinator | Plan Admin | Actuary (123) 456
(123) 456-

ﬁ I t d th th | d || Jane Smith Filing Preparer | Paymen Preparer | Upload jane.smith.testing@pbgc.govs5s . 05/06/2024
alttiiatea wi € plan and you wi P |

Filing Cocrdinator | Plan Admin Rep | Actuary

n Ot be ab I e VI eW any p | an JOE WHI Filing Preparer | Payment Preparer | Upload pbgc_42626{@pbac.com.invalid 06/13/2023
Prepa

repar

Information via My PAA.

, \ Pension Benefit
15 #™%\ Guaranty Corporation



How to Add, Remove and/or Update Roles for a User

Role Managemen
Role Management Page

Update Flllng ROIeS # MenageFlanRoless panage Plan Roles
» If you wish to update the roles of an e
active filing team member, simply click P Nme: Y 2420 PRODCUT OVER CREAT TEST Lo

the “Update Roles” checkbox, and then
assign the appropriate roles to the filing
team member by selecting the “Yes”

radio button for the corresponding role.

* If you wish to remove a role from a
specific filing team member, select the

ii.

“No” radio button for the corresponding [ soeur O~ ®- 0~ 0- O- O- O- @

role. o e e e e e e e
« Please ensure every role is answered (weoe | | @ @w Ow G Ow Ow Ow o

with either a “Yes” or “No,” then click the e g | O @ Ow e Gw Gw Gw

“Next” button. Ow Ow ©w Ow Ow COw Ow e
 You may edit the roles for multiple team

members at one time by clicking the ©re

“Update Roles” checkbox for everyone

you'd like to update.

v Pension Benefit
16 ,l \\ Guaranty Corporation
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25 An official website of the United States govemment

V. At my
ch‘l\c BVL‘ Ml‘umlz:lmlmu Home Contact PBGC My PAA Demos nstructions
AA | Account

Search insfructions, keywords Ql

You are accessing a system operated by the Pension Benefit Guaranty Corporation for Pension Plan Professionals; you acknowledge that you have read the Security and Privacy Nolices

Role Management Page
Update Flllng ROIeS Plan Details Page

- After submitting the request to S

update the roles of the filing team ==
member(s) you will be redirected to

the Plan Detalls page, where you
can see the updates in the Team
Members section.

Plan ID: Plan Status: EIN: PN:
2420303 Active 1

Effective Date: Plan Sponsor:

MY PAA 2.0 PROD CUT O

.-
22 Manage Roles

2% Team Members

Search:
Disable
- . Last Login Filin Send
Name Roles Email Address office Phone N 9
Date Status Message
Emails?

Filing Coordinator | Plan Admin Rep

First Last Mame | Actuary | Filing Preparer | Payment Preparer firstlastname@gmmail.comm (123) 456-7890 05/03/2024
| Upload Prepar

Filing Coordinater | Plan Admin | Actuary
JANE DOE Filing Freparer | Payment Preparer | Upload

jane doe gmail@gmail com (520)618-1305 | 05/03/2024
Preparer

Filing Coordinater | Plan Admin | Actuary

Jane Smith Filing Preparer | Payment Preparer | Upload jane.smith.1esting@pbge.govsss (123) 456-7890 05/06/2024
Preparer

Filing Coordinator | Plan Admin Rep
JOEWHI Actuary | Filing Preparer | Payment Preparer pbgc_42626@pbge.com.invalid

06/13/2023
| Uplead Prepar

= ,‘v‘\ Pension Benefit
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