How to Access the ASHRAE HOME PAGE To Enter PAOE Points

1. Log onto the ASHRAE site: http://www.ashrae.org.

2. On the home page, you may access PAOE  by selecting the “Member Resources Tab” (at the top of screen). Then select the link to “Secure Chapter Volunteer Activity” (located on the left side of screen). Select the link for the “Presidential Award of Excellence (PAOE) located under the blue bar. 

3. You are then prompted to enter your ASHRAE membership number and your PIN (this information is on your membership card). Click Submit.

4. This will take you to the Presidential Award of Excellence (PAOE) page.
5. The PAOE screen will allow you to make three selections. Select Update PAOE Chapter Totals (Authorized Users Only).

6. Enter your chapters’ Logon ID number and the chapters’ password in the areas provided and click on Log In. Your chapter ID number and password are available from your chapter president or secretary.

7. When you reach the next page, select the category and click on Add Points to Selected Form.
8. The PAOE form screen has basic instructions for the user. Make note of the paragraph, which states that: “All calculations must be done before entering points.”

9. Enter your points in the New Points column in the space provided, following the instructions on the web site to submit the associated points.

10. Once you have entered all of your totals in the selected category, click Submit.

11. If you would like to view your report, you can return to the Presidential chapter number.  Then select the category to see what your chapter report will look like.

12. Please remember that all PAOE points reflect “Chapter Member Activity,” not Society member activity.

13. Also, as you walk through these procedures on the web site, some of the pages have a “link” to Help and Frequently Asked Questions.  Please access this link for more information.
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