
GUIDE: MANAGING PORTAL USERS 

Use the steps below to add, remove, or update user access in the TACS Client Portal: 

STEP 1: Access the Portal Request Form 

1. Log in to the TACS Client Portal 

2. Under the “TACS Client Portal Guidance,” select Portal Access Request Form 

 

     STEP 2: Complete the Form 

1. Choose one of the following: 

a. New User, Modify Access, Reactivate User, or Delete User 

 

2. Enter the required information 

3. Use the Groups dropdown menu to: 

a. Select the groups the user should have access to 

b. Deselect any groups that should be removed 

https://clientportal.taxva.com/


 

4. Click Submit 

    STEP 3: Email Notifications & Next Steps 

5. If you selected New User, Modify Access, or Reactivate User, you will receive two emails: 

a. Email 1 (from automation@app.smartsheet.com): Requests verification of submitted 

information. 

 

b. Email 2 (from noreply-taxva@highq.com): Prompts the user to create their portal login. 

Once completed, the user will have access to the client portal. 

Note that you do not need to create a Smartsheet account during this process. 

6. If you do not see the email, check Spam or Junk email folders. For login issues or missing 

activation emails, contact clientportalservices@taxva.com. 

For more general help with your portal, see this guide: Link to Guide 

https://taxva.com/wp-content/uploads/2025/01/TACS-Client-Portal-Help-Doc_2025Jan03.pdf

