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AIC Dashboard 

Logon with your username 

and password 

 

 

 

 

 

  

View your dashboard 
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AIC Homepage 

Logon with your username 

and password 

 

 

 

 

 

  

Click AIC on your AIC 

Dashboard 

 

 

 

 

 

  

View the AIC Homepage 
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Create Account 

Select Create New Account on 

AIC Login Page 

 

 

 

 

 

  

Type in your email address 

and click submit.  Go to your 

email for confirmation email. 
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Click on URL in confirmation 

email.  Fill in information on 

create new account page.  

Click Register.  

 

 

Create or join company or 

click skip this step. 
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Account Login 

Logon with your username 

and password 

 

 

 

 

 

  

 

  

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

8                                                                                                   

Account - Recover My Credentials 

Click Forgot Login Info 

 

 

 

 

 

  

Type in the email address 

associated with your account 

 

Answer your security 

question 
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Retrieve temporary password 

from your email 

 

Logon with your username 

and password 

 

 

 

 

 

 

Type in temporary password 

and new password and click 

change password. 
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Request Company Creation 

Logon with your username 

and password 

 

 

 

 

 

  

On the dropdown of your user 

name select my company. 

 

Enter in the name of your 

company and click Find 

Company. 
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Click Request New Company. 

 

Enter in the company 

information on the request 

new company page.  Click 

request new company.  
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Request Addition To Existing Company 

Logon with your username 

and password 

 

 

 

 

 

  

On the dropdown of your user 

name select my company 

 

Enter in the name of your 

company and click Find 

Company. 

 

 

 

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

13                                                                                                   

Next to your company, Click 

Request Enrollment in 

Company.  

 

Confirm your enrollment 

request. 
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View Company Details 

Logon with your username 

and password 

 

 

 

 

 

 

On the dropdown of your user 

name select my company 

 

View your company’s 

information. 
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Edit Company Details 

Logon with your username 

and password 

 

 

 

 

 

 

On the dropdown of your user 

name select my company 

 

Click change under your 

company’s information.  
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Edit your company’s 

information and click Update. 
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Send Invitation to Join Company 

Logon with your username 

and password 

 

 

 

 

 

  

On the dropdown of your user 

name select my company 
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Enter in email of user you 

would like to invite on the 

company information page.  

Click Invite User. 
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Accept / Reject Request to Join Company 

Click on URL in company 

invitation email.  Accept or 

decline invitation and click 

Respond to Invitation. 

 

 

 

 

  

 

 

 

 

 

 

 

  

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

20                                                                                                   

Accept / Reject Request to Add User to Company 

Logon with your username 

and password 

 

 

 

 

 

 

On the dropdown of your user 

name select my company 

 

  

 

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

21                                                                                                   

Accept or reject users 

requesting enrollment on the 

company information page. 
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Manage My Company’s Qualifications 

Logon with your username 

and password 

 

 

 

 

 

 

 

  

On the dropdown of your user 

name select my company 

 

  

 

 

Commented [RH1]:  
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View your company’s 

qualifications. 
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Manage Individual Licenses 

Logon with your username 

and password 

 

 

 

 

 

 

On the dropdown of your user 

name select my company 

 

  

 

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

25                                                                                                   

View your company’s 

licenses. 
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View List of AIC Buildings Associated to My Account 

Logon with your username 

and password 

 

 

 

 

 

  

View the buildings on your 

dashboard. 
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Linking Your Building To Your Account 

Logon with your username 

and password 

 

 

 

 

 

 

 

  

Click AIC on your AIC 

Dashboard 
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Click on Add My Building. 

 

Enter your properties PIN 

number and click Lookup.  

 

 

 

 

 

 

Select your relationship to the 

property and click confirm. 

 

 

 

 

  

 

 



 AIC USER GUIDE-WEB-ACCT&BLDGMGMT 7.25.16.DOCX                                             7/26/2016                                                                                             Page 

29                                                                                                   

View Building Details 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

View building details. 
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View List of AIC Participants at a Building 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

  

Click the participants tab. 
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View the participants. 
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Send AIC Participant Invitation 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click the participants tab. 
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Enter the email of the 

participant you would like to 

invite and click send 

invitation. 
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Accept AIC Participant Invitation 

Click on URL in AIC building 

participant invitation email.  

Enter in your email address 

and click Submit if you don’t 

have a web account to create 

a new account or Already 

have an account? If you have 

a web account. 

 

 

 

 

 

  

If you already have an 

account, enter in your 

username and password and 

click Sign In.  Otherwise, 

create a new account using 

the steps starting on page 5. 

 

Choose your role for the 

building and click confirm. 
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Remove AIC Building from My Account 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

  

Click the participants tab. 
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Click leave building by your 

user information. 

 

 

 

 

 

  

Confirm that you want to 

leave the building. 
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Manage My Role at AIC Building 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click the participants tab. 
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Click change under 

relationship by your user 

information. 

 

 

 

 

 

  

Select your new role and click 

Change My Role. 

 

 

 

 

 

 

 


