VAULT - HOW TO LOG IN AND NAVIGATE

NOTE: If you want to change your password see the “How to change your password” steps at the end of this
document.

1. Click on this link: https://apiav.com/sites/planahead/default.aspx

or type https://apiav.com/sites/planahead/default.aspx into your Internet browser.

Login
Enter your username

Username
Enter your password Password

Lﬂgin
Click login Ve

1 forgot my password

Having trouble logging in? ( Internet Explorer 8 users)

4. You should now be logged in to the vault, looking at your Unread Files.
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TO VIEW OLD REPORTS OR DOCUMENTS:
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Click on “My Documents”
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Edit Profile
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Click on the folder icon next to “Investments”
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Edit Profile
Manage Professionals Home > Vault Folder > Paul Schnitman > EnsorS > Investments
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HOW TO CHANGE YOUR PASSWORD
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L 2. Click “Edit Profile”
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= Security Question |What is your father's middle name? v L3
= Security Answer |Steven |
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Change Your Password

P d H\
asswor | — 1. Type the old password.
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‘Your password must be at least & charac
in length and contain at least one

uppercase, one lowercase, one number a
one special character (1@#5%%]_+-=
Gea=?f).

~ 2. Type what you want to
change the password to
(notice the password
requirements in red).
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— 3. Click “Change Password

Y McAfee SECURE
TESTED DAILY Z2Z-MAR

IDDI‘IB €D Internet dg v Haoow v




