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UPLOADING DOCUMENTS TO THE CLIENT PORTAL

1. Open your browser and go to hXps://pacificcpa.cchifirm.ca/clientportal to access the Portal login
window

2. Loginto your Portal using the email address and password previously set up by you, or using your
social media account. Note that we recommend using “forgot your password?” if you have
previously registered for an account but can’t remember your login. If you are unable to access
your account and retrieve your password using “forgot your password” then please contact our
o ce and we will send you a new registradon link.
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3. Click on Documents
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4. Click on “Docs from clients to Pacific CPA”
Folders
3 2022 : [ Docs from client. g
Docs from clients to Pacific CPA
5. Click on the reporéng year you wish to upload documents for

Folders

£ 2019 reporting p...

3 2020 reporting p...

3 2023 reporting p...

3 2024 reporting p... :

2024 reporting period

6. Click on “Upload:
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7. You can either hit “Browse” or drag and drop all of your documents in at once — they will
automaOcally upload and send a noBficaBon to your accountant that they have been uploaded.
Please avoid doing mul©ple uploads and wait unél you have all of your tax documents to submit
at once, as we will receive a separate email no6ficaBon for each document if they are dragged
and dropped in one-by-one.

Documents

Search for folders and files.. H

|

Upload your file here

Home >.. > Docs from client.. > 2024 reporting p... Browse

Files Y

All | Unread ‘ | Recycle Bin
Recently uploaded
[ Name$ Created By 2024 Personal Tax Checklist.pdf X
O J~ 2024 Personal Tax Checklist.pdf Me
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8. If you wish to delete a document, click the box to the leO of the file you wish to delete, then click
on the 3 dots under the “upload” buZon and select “Delete”

Home >.. > Docs from client.. > 2024 reporting p...
Files E
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All | Unread ‘ ‘ Recycle Bin Download
Delete
Add Folder
E Name $ Created By % Last Modified File Size &
[ -] . 2024 Personal Tax Checklist.pdf Me 2025-04-02 25 MB

9. Any documents that you have deleted can be restored by going to the “Recycle Bin”

Documents

Search for folders and files..

Home »>.. > Docs from client.. > 2024 reporting p...
Files
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