
TACS Client Portal Instructions 

Logging into the TACS Client Portal site: 

 

1. Enter the following address in a browser or click on the link: https://clientportal.taxva.com/  

 

2. The following login screen will come up: 

 

3. Enter the login information sent to you in a separate activation email. The email will most likely be from noreply-

taxva@highq.com. If you do not see this email, you may need to look in your Spam or Junk email folders. If you 

do not have a login, cannot find the activation email, or have issues with your credentials, email files@taxva.com 

 

4. After you log in, you are presented the edit profile page: 

 

You can enter as much or as little information as you would like. You will have to click on “Save” to continue to 

your portal. 

 

https://clientportal.taxva.com/
mailto:files@taxva.com
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5. At first login, you will be presented with the following message screen: 

 

 

 

Click on the “Accept” box. If you click on “Decline” instead, it will not let you into the site. You must exit out of 

the Client Portal and relog in to have the above message screen presented again. You should only have to click 

on “Accept” once. For your convenience, the agreement is always accessible by clicking the “Terms of Use” link 

at the bottom of the screen. 

 

6. Once your login information is verified, you should a webpage similar to the following: 
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7. To see who is logged into the site, click the profile icon at the top right corner of your browser window (circled in 

red): 

 

 

 

The login email for the signed in user will be the first item listed and the full name will show by hovering over 

the icon. 

Changing your password on the TACS Client Portal site: 

 

1. After logging into the TACS Client Portal site, click on the profile icon in the upper right corner of the screen, 

outlined in blue below, and select the Settings option from the menu, circled in red below. 

 

 

 

2. On the Settings page under the General category, under “System password”, click “Change”. 
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3. Type in the password you want in the boxes under New Password and Re-enter your new password. Then click 

on Save. 

 

 

Uploading to the TACS Client Portal site: 

 

1. To upload a file, navigate to the “Account files for TACS” folder. You can get there easily from the option in the 

Quick Links section on Home page (circled in blue below) or via the Files button on the toolbar (circled in red): 
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2. The Account Files for TACS folder is shown below. This will be the folder where you place all New 

Record/Revision files. Do NOT create subfolders in this location. Our download process will not retrieve items in 

any subfolders. The folder you are currently viewing is always shown at the top (underlined in red in the image 

below): 

 

 
 

3. Click the “Upload” button and select the drop-down option for the type of file you’re uploading. 
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4. You can either drag and drop the files or browse for them (Step 1 in image below). After choosing the file, wait 

until the blue bar is filled and says done as outlined in step 2 in the image. Then you can proceed to step 3 and 

click “Add”. 

 

 

5. Once click the add button you will know when the upload is complete when it displays a green dropdown stating 

the upload is complete (Step 4). You will also be able to see the file listed on the site. 

 

 
 

Downloading from the TACS Client Portal site: 

 

1. To download a file from your Client Portal, click the three dots on the file you wish to download, which will open 

a menu with the “Download” option (pictured below).  
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Alternatively, you can download multiple files at once by ticking the boxes of the files you with to pull from the 

site. Once you have selected files, you can click on the “Action” dropdown box and click on “Download”:  

 

While a file can be previewed on the Client Portal site, it is always better to download the file to your computer 

prior to working with the file.  
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Additional Folder Guidance: Other folders found on your portal are generally for file retrieval. The files placed here only 

exist on your portal for a certain number of days before they are removed to consolidate space. If you ever need an 

older file, contact TACS and we will provide it for you. Listed below are folders that generally have the most activity. 

• Collection Reports – Files removed after one year. 

 

• Remittance – Files removed after 60 days. 

 

• Invoices - Files removed after 60 days. 
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Home Page and Contact: 

 

• On the Home Screen, there are several sections that provide useful information from TACS.  

• The News section shows our current TACS Operations. This feed will be updated on days when the office is 

closed or in any situation that transpires that may delay our operations. 

• You can easily find our quarterly newsletters here on the homepage under the Newsletters section. 

• The Documentation section provides training documents to guide you and provide a deeper understanding of 

the processes we take to ensure accounts are being handled correctly here at TACS.  

 

 
• At the bottom of the Home page is the Contact Us section. Each of the different links will open an email to the 

appropriate group to assist you as soon as possible
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Other TACS Client Portal Features: 

• Events  

o On the Events tab, you can add items to the calendar. TACS will also put relevant items on your 

calendar. When setting up your event, you can add various additional details, such as making the event 

recurring, adding other contacts, and setting one of the predefined categories.  

o There are four different views: Lists, Day, Week, and Month. These can help narrow down to a more 

focused view or help get a broad look at the month ahead. 
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• Tasks 

o Tasks are a great way to organize items that need your attention. They can be created and assigned to 

specific users or groups to complete. Files can be attached to tasks if important documents need to be 

viewed or signed by the creator or assignee. 

 

• Activity 

o The Activity tab showcases a feed where you can communicate with others on the portal, including TACS 

staff. You can tag users in posts and leave comments to keep the conversation going. 
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• Toolbar 

o Messages - The messaging tab is where direct messages can be viewed and replied to. You can attach 

files or embed links in these messages. “See all messages” will take you to all messages instead of just 

the most recent ones.  

 

o Notifications – This option provides a focused view of new activity on items that you are directly 

involved in.   

 

o Favorites – On files, folders, and posts, there is a star icon that you can select to mark it as a “favorite.”  

Favorited items can be accessed quickly from the toolbar, as shown below: 
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o Search – The search feature can be used to quickly locate items and content within your portal.  Begin 

typing into the provided search bar after clicking the   icon to get results that best match the criteria. 
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• Supervisor Chat 

o On the top of each page is a link to our supervisor chat, as show below. This will open a page in a 

new tab containing a chat window that provides quick access to a supervisor who can assist you.  

 

 


