
Step 1: Go to paahq.com
Step 2: Click on Member Login



Step 3: Insert your credentials
Step 4: Click Login



Step 5: Click Profile Update

You’re on the right screen if you 
see your name.



1. To update YOUR information 
ONLY, you click on “Edit My 
Profile.” Highlighted in a red 
rectangle.

2. To update your COMPANY information ONLY 
including directory/category listing, you click on 
“Edit Profile.” Highlighted in a blue rectangle.



To see your COMPANY 
invoices click on “View 
Invoices.” Highlighted in a 
yellow rectangle.

All invoices will be on your 
company account and 
NOT your personal 
account.



To update your COMPANY 
directory/category listing, click on 
“Directory Listing.” 
Highlighted in a red rectangle.



To update your COMPANY 
directory/category listing, click on 
“Directory Listing.” 
Highlighted in a red rectangle.



After you do enter your 
category, make sure to scroll 
down until you see the “Save 
and submit” button. Click on 
that so your work is saved and 
our system is updated. One 
listing per company.



To update the Main Contact or 
Editor information, click on the 
dropdown to choose your 
company related profiles. 
Highlighted in Red Rectangle. 
This will change your screen to 
show all current and former 
employees.



You can choose what each 
person’s function is. 
Remember ONE person to 
be listed as Main Contact 
and Multiple Editors. 
Highlighted in red.

You can use the drop 
down for a various of 
Relation Types –
highlighted in Blue. 

Note: This should be used when 
employees leave or start at your 
organization.



After you do your updates, 
make sure to scroll down until 
you see the “Save 
Relationships” button. Click on 
that so your work is saved and 
our system is updated.



Thank you for submitting changes to your 
profile. The time you took will help us 
maintain accurate data. The changes are 
not immediate. 

Please allow us 24-48 hours to review the 
changes.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

