
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. 

 

 

4. You should now be logged in to the vault, looking at your Unread Files.  

 

Enter your username  

Enter your password 

Click login 



TO VIEW OLD REPORTS OR DOCUMENTS: 
 

 
 
 

 

Click on “My Documents”

Click on the folder icon next to “Investments” 



 
 

 
 
 

Click on the folder icon next to  “Portfolio” 

Click on the folder icon next to the document 
you want to view.  You will then see a list of 
documents we have uploaded.  Click on the 
icon next to the report or document you want 
to view. This will open the file. 

To go back to a different folder, click on the 
word “Portfolio”, then click the other folder you 
want. 



HOW TO CHANGE YOUR PASSWORD 

 

 

 

1. Log in to the Vault 

2. Click “Edit Profile” 

3. Click “Change Password” 



 

1. Type the old password. 

2. Type what you want to 

change the password to 

(notice the password 

requirements in red). 

3. Click “Change Password 


