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How to Import a Filing

Login
* From the Home Page, click on

the “My PAA Login” button to
log in.

* You will need to log in to your
Log i n - g OV aCCO u nt to access The PBGC has modified My PAA so that users will now log in to My PAA via Login.gov, a secure sign in seryfCe used by the

public to sign in to participating government agencies. You will no lenger be able to access your My PAAgccount via your old

yo u r My P‘ U \ aCCO u nt- credentials (i.e., username and password), so if you don't already have a Login.gov account please cregfle one to access your My

Account.

Please log in to continue

° FO r m O re d eta I I S a n d Ste p- by- If you are new to My PAA or have been invited by another practitioner, please click on the "Sign igfwith Login.gov” to begin
H H creating your My PAA account. If you need further assistance, please refer to the following degffos listed below.
step instructions on how to ' ' A

Please review the following material for more details:

access your My PAA account
via Login.gov please view O RS MRSV A
PBGC’S HOW to Loq In to MV ; - Sign in with 1 LOGIN.GOV

PAA Using Login.gov?
Published Answer.

u have read the Security and Privacy Notices

CANCEL
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https://Login.gov
https://Login.gov

How to Import a Filing

Upload Filing Page 28 An official website of the United States government H
» Once you have logged in, click on the
'Upload Filings” icon or link from the
Home Page and you will be redirected
to a neW page. Now accepting 2024 Filings

¢ From the Upload FIIIngS Pagel C“Ck on What's new in My PAA & Login Process
the “Select XML File” button to attach
the XML f||e How to Make a Payment?

+ Itis important to note that you must Automated Filing Status Transitions and
have the plan associated with your My Eusk
PAA account, and you must have the
Upload Preparer role to successfully
import an XML.

A =1 MyPlan
Pgé"c ]N:"YAA Administration  Home  Contact PBGC My PAA Demos  Instructions
Account

Search instructions, keywords Q| _

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

My PAA Topics

X upload Filings
PBGC's Premium Disaster Relief Policy =

ik 'E) View Upload History

Scheduled Outages g % . Fe @t Bk b TR T ]
9 J i\ I e

Supported Browsers: Google Chrome 119.0+, Microsoft Edge 119.0+, Firefox 120.0+

P

PBGC Home Page Contact PBGC My PAA Demos Instructions

o Mandatory Elements Flans & Roles Filing Data Validation & Cerfifi. .

Payment

Schema Validation
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How to Import a Filing

Filing Uploads
* Once you click on the “Select XML File” button, a

pop up to allow you to search your computer for B Fng Upioads
the correct Comprehensive Premium Filing.

* Only .xml files will be acceptable files to
upload.

 Click on the paper icon with the arrow to select
the appropriate XML file, then click the “Start
Upload” button.

« The filing will go through several validation
checks prior to ensure the XML can be submitted

through My PAA. If the first three validation & Filng Uploads
checks do not present any issues/errors, then

the Filing Upload interview will skip to the last m——
validation check, Business Rules.

START UPLOAD o
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How to Import a Filing

Schema Validation

» The first validation check the
upload will encounter is the schema
validation. My PAA will scan the
XML file to ensure the correct
schema has been provided.

- If there are errors, a list of schema
errors will appear. You will not be
able to proceed with that XML file.
You must correct the errors and try
to reupload the file before
continuing.

- If there are no errors, you may
continue to the Access Validation
check.

* You may exit the process anytime,
by clicking on the ‘Exit’ button.

5

Home Page Ask a Question

Q Mandatory Elem.. o Plans & Roles In-Process Filings Filing Data valid.. Payment

Results from Schema Validation

Error # & EIN/PN %
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Access Validation

 After the schema has been validated, My
PAA will then verify that the plan is in your
account, and you have the Upload Preparer
role for the plan.

* If you do not have the plan and/or upload
preparer role associated with your My PAA
account, you (or a filing coordinator if you are
not assigned that role) must update this
accordingly on the Manage Roles Page, via
the Plan Details Page.

* You do not have EIN/PN: ####tH#H# |
### in your My PAA account.

* You do not have the Upload Preparer
role for EIN/PN: #HHH#HHIHH | ##H#.

« If there are no errors, you may continue to
the In-Process Validation check.

* You may exit the process anytime, by
clicking on the ‘Exit’ button.

Access VIidation

Bl oo
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How to Import a Filing

In-Process Filings Validations

My PAA will then check to see if there are any filings that are currently in-process for the same EIN/PN and PYC
combination. This check will be completed for both single and batch uploads.

This validation will help prevent erroneously cancelling any in-process filing.

Whether you have any in-process filings for the same EIN/PN and PYC combination or not, you will be able to click
“Exit” or “Proceed” accordingly.

In-Process Filings Validation

There is currently an in-process filing for the same EIN/PN and plan year (PYC) listed below. If you proceed, the listed in-process filing(s) (and all filings in its associated batch, if it was partof a

batch upload) will be permanently cancelled. Click ‘Proceed’ to continue, or click ‘Exit’ to keep your previous filing status and exit the upload process.

PROCEED

WA Pension Benefit
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How to Import a Filing

Import XML Pop-Up

* A pop-up confirming if you want to finish the
filing and certification process through the
My PAA data entry screens will appear upon
clicking “Import XML” from the upload
screens.

1. If you click “Proceed to Data Entry Screens” you
will be directed to the Filing Details Page. The
filing will be in Draft status, and you must review
the XML data via the online data entry screens
before completing the certifications and
selecting the plan’s payment method.

2. If you click “Approve Draft” you will also be
directed to the Filing Details Page, however, the
filing will now be ready for the necessary
certifications without having to review any filing
data. We highly recommend you still verify the
data brought over from the XML is valid, so
please either view the Filing Summary and/or
Filing Receipt prior to certifying and submitting
the filing.

» ltis important to ensure you have the appropriate
roles to complete these actions. Please refer to the

“What can the different roles do?” published answer in
My PAA.

* You also have the option to select “Cancel,” which will
allow you to continue with the uploading process.

8

Note: Are you sure you want to Import the Filing XML as a screen prepared filing rather than
continue as an uploaded filing?

Clicking Proceed to Data Entry Screens will update this filing to Draft status and allow you to
view and update the filing data via the online data entry screens. Al filing updates and
certifications will be performed from the Filing Details page within My PAA. Please ensure you
have the appropriate roles to complete these actions

Because your uploaded filing did not trigger any validation errors, you are eligible to complete
your Draft filing without having to view your filing data in the data entry screens. To proceed

directly to the filing certifications en the Filing Details page, click Approve Draft.

CANCEL PROCEED TO DATA ENTRY SCREENS APPROVE DRAFT

oW Pension Benefit
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How to Import a Filing

Filing Details Page After Selecting an Option Import XML Pop-Up

=8 An official website of the United Stales government

g MyPlan

B A=
PBGC |PAA] rme™ Home

Contact PBGC

@ Retumn to Plan Details
Plan Header Details

Plan Name: Plan 1D:
MY PAA 2.0 PROD CUT QVER CREATE TEST PLAN 2420303

Filing Progress:

My PAA Demos

Instructions | Search instructions, ki

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

Plan Status EIN. PN: Effective Plan Sponsor:
Active 131311313 121 Date: NiA
04/2412021

Filing Submission

This premium filing is currently in DRAFT status.

As the Filing Preparer, select the EDIT DRAFT button fo continue preparing this filing.
If you do not want to proceed with this filing, select the CANCEL FILING button to remove it from My PAA.
To request the Filing Preparer role, please see instructions on How to Manage R:

Draft Imported Draft Completion Actuary Payment Option Administrator
Certification Selection Certification to PBGC
First Last Name
12/26/2023 03:53 PM EST
- =| Filing Summary
Filing Details I [ ¢ :
Filing ID PYC Amount Due Submitted Date Filing Receipt
504771 08/01/2023 $6,824.00 i

¢ Payment Voucher

‘ Cancel Filing

== An official websile of the United Stales govemnment

AL a—=§) MyPlan
) EVE A | Administration Home Contact PBGC My PAA Demos Instructions. Search instructions, ki n Ql

PBGC Account

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

O Retumn to Plan Details

Plan Header Details

Plan Name: Plan ID: Plan Status: EIN: PN: Effective Plan Sponsor:
MY PAA 2.0 PROD CUT OVER CREATE TEST PLAN 2420203 Active 131311313 121 o N/A
0412472021

Filing Progress. | PENDING ACTUARY APPROVAL

Draft Completion Actuary Payment Option
Certification Selection

Administrator Filing Submission
Certification to PBGC

First Last Name
12/26/2023 03:58 PM EST

This premium filing is currently in PENDING ACTUARY APPROVAL status.

As the Actuary, select the CERTIFY / RETURN FOR EDIT button to certify the filing or return to Draft status for filing edits.
As the Filing Preparer, select the EDIT DRAFT button to edit the filing data. Please note that this action will revert the filing's
status back to Draft status

If you do not have the roles listed above and would like to request them, please see instructions on How to Manage Roles.

[ Edit Draft ] l [# Certify / Return for Edit
. =] Filing Summary
Filing Details l ﬁ B ; ]
Filing ID PYC Amount Due Submitted Date Filing Receipt
504772 08/01/2023 $6,824.00 i

l $ Payment Voucher

Cancel Filing ‘

Proceed to Data Entry Screens: As mentioned on the previous page, you must
review the data from the XML via the online data entry screens before continuing with
the certifications. As a Filing Preparer, simply select “Edit Draft” and you will be
directed to the appropriate screens for review/edit.

Approve Draft: By selecting this option on the previous screen, you will have the
opportunity to go straight into the certification process, which includes selecting a payment
method. Although you are not required to review the data that was imported from the XML,
it is highly recommended you still review for validity purposes. You can review the data by
simply click on “Filing Summary’ or “Filing Receipt.”

#Ua Pension Benefit
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How to Import a Filing

Plan Admin Certification Saved
from XML

« If you are certifying the filing as a Plan

Please also review the Payment Information for this filing. If any additional filing or payment data is incorrect and requires
updating before you can approve this filing on behalf of the Plan Adminisirator, select the “Return for Edit” button. If all filing and
payment data is correct, select the “Cerlify™ button. After your selection you will be prompted to enter additional information
before your decision is recorded.

Note: If you click on the “Certify” or “Return for Edit" button by mistake simply select the same button again to undo your
selection. This will allow you fo select the other option. This must be done prior to submission.

H . Certify:
Ad m I n Re p a n d th e P I a n Ad m I n + Provide the answer to your displayed Secret Question
rtifi ti n W i n I d d i n th X M L = Read the Certification Statement and select the associated checkbox to accept the terms
= Select the “Submit Filing™ buti
Ce Ca 0 aS C u e e I . Ui;n su;m\s:iar:f tnlsmfﬂingu(a:nd payment if you selected to pay within My PAA) will be formally submitted to the PBGC for

processing. You will then not be able to modify your decision.
+ If you selected to pay outside of My PAA, please ensure you submit the premium payment in full by the due date.

then that information will automatically
be populated in the Plan Administrator
Details of the cert screen within My
PAA.

« This information is editable and can be
changed in necessary.

* Please refer to the “How to Edit
Review, Certify, Approve and Submit a
Filing” demo for further details on
completing the filing process through
the My PAA data entry screens.

Return for Edit:

» Select a Return Reason of ‘Filing’ or ‘Payment’ from the dropdown list to indicate which type of data is incorrect and should
be updated

» Select ‘Payment if the Payment Option Selected or Amount Paid are incorrect and should be updated. Otherwise, select
‘Filing' if any other displayed information is incorrect and should be updated.

+ Provide a text explanation for why this data is incorrect and/or what information should be updated before it can be certified
« Select the “Save Decision” button

+ Once you have saved your decision, you will not be able to modify it. This filing will be routed back to an authorized Filing
Preparer if you selected a Return Reason of ‘Filing’ and back to an authorized Payment Preparer if you selecied a Return
Reason of ‘Payment’. This action will also remove any payment information that was previously recorded for this filing and
require that it be recorded again.

Plan Administrator Details

This individual's information will appear in the ‘Certification of Plan Administrator’ section of the Comprehensive Premium Filing
It should be the actual Plan Administrator, not a third-party representative

Plan Administrator Name:
‘Jane Doe ‘
Email:

janedoe @gmmail.com ‘

Phone Number: Ext:
[(123) 4447070 [ |

Payment Info

Flat-rate Premium: § 172.00

oW Pension Benefit
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How to Import a Filing

== An official website of the: United Stales govemment Hi

mgm - AL =1 MyPlan
) My Adminisiration Home Contact PBGC My PAA Demos Instructions Search instructions, keywords Ql
PBGC |PAA] Accoum

‘You are accessing a system operated by the Pension Benefit Guaranty Corporation; you acknowledge that you have read the Security and Privacy Notices

* Once the filing has been pr—

Plan Header Details

Plan Name: Plan ID: Plan Status: EIN. PN Effective Plan Sponsor:

completed, certified and a payment

method has been Selected, then It MY FAA 2.0 PROD CUT OVER CREATE TEST FLAN 2420303 Active 131311313 121 E:FI;JNN NiA
will appear in the Premium Filings
Section of the Plan Details Page. S

Certification Selection Certification to PBGC
First Last Name First Last Name First Last Name First Last Name First Last Name First Last Name

[ ] TO d OW n I o a d a CO py of th e 12/26/2023 04:11 PM EST 12/2612023 04:16 PMEST 12/26/2023 04:17 PM EST 12/26/2023 04:17 PM EST 12/26/2023 0418 PMEST 12/26/2023 04:18 PM EST
submitted filing click on the “Filing —
Rece i pt b Utto n fo r a P D F fi | e . Filing ID PYC Amount Due Submitted Date

[3) Filing Summary

Filing Receipt

(i

504773 08/01/2023 $6,824.00 12/26/2023 0418 PM

EST
Payment Option $ Payment Voucher
Outside My PAA

This premium filing has been submitted to the PBGC for processing. To review all of the submitted data for this filing, please

y link from the Plan Details

Premium Filings

Show 1p & | entries Search: [ |

FiinglD ¥ PYC Submit Date Status

504773 08/01/2023 1212612023 Submitied ALING
i RECEIPT
504005 01/01/2020 10/0212023 Submitied e
e 2% Pension Benefit
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