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GENERAL 

What is Anchor? 

Anchor is Clearline CPA’s online client vault and file management tool. 

Anchor is used to share important financial documents, including tax files, between clients and the 
Clearline team. 

Why should I use Anchor? 

Anchor provides our team and our clients a secure, easy and paperless way to share important files. Forget 

USBs, bulky packages and piles of paper – by using Anchor you can save time by submitting important 

financial and tax documents online. 

Where do I login to Anchor? 

You can access Anchor here or from our website www.clearlinecpa.ca. Simply go to our website and 

click on “Anchor” in the left navigation. 

When can I start using Anchor to share files? 

Anchor is ready to use! You can start sharing files on Anchor immediately.  

Anchor is perfect for sending us your Personal Tax Return Files. We encourage you to use our Personal Tax 

Resource for 2016 to prepare all of your documents and upload them at one time to Anchor. Don’t worry – 

if you forget a document or receive an additional document at a later time that you need to submit, you can 

always go back and upload it. 

I’m ready to use Anchor! How do I get login details? 

Ready to start using Anchor? Simply contact our team we_are@clearlinecpa.ca or 604. 639.0909 to get 

your unique, secure login credentials. 
  

https://anchor.clearlinecpa.ca/
http://www.clearlinecpa.ca/
mailto:we_are@clearlinecpa.ca
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SECURITY 

Is Anchor secure? 

Yes. 

Anchor is a very secure system. Our Chief Information Officer and web team developed Anchor with security 

top of mind. The ability to log in with a unique username and password, paired with the many layers of 

security our IT team have created, means Anchor is a very secure system. 

Who has access to my files? How are they protected? 

The only people who have access to your files are you and the Clearline team. All files uploaded to Anchor 

go into our secure client management tool and are linked with your account. Files uploaded to Anchor are 

not shared via email or any other communication tool. 

For your Personal Tax Returns, you are only able to view them once you download them to your 

computer and enter a unique password to view the file. 

What do I do if I think my password has been compromised? 

If you think your password has been compromised, please change it immediately. You can do this by 

logging in to the system and clicking “Password Reset” in the upper navigation. Then, you will be prompted 

to create a new password. If you’re still having challenges, contact us at we_are@clearlinecpa.ca.  

As with all passwords, it’s a good idea to change your Anchor password on a regular basis. As an additional 

security measure, your password will automatically expire after one year of inactivity in Anchor. 

Should I always sign out of Anchor or can I leave it open and logged in? 

Always log out of Anchor when you are finished uploading or downloading files. You session will 
automatically time out after 20 minutes of inactivity. 

Can I use Anchor on public computers? 

We don’t encourage you to use Anchor on public computers. While you can use Anchor on public or 

shared computers, we encourage you to use Anchor on your private computer. 

Don’t worry, if you use a public computer and forget to logout of Anchor or get distracted and leave the 

screen open for a long period of time, your session will automatically time out after 20 minutes of 

inactivity. 

What if I forget to logout of Anchor? 

If you forget to logout of Anchor or get distracted and leave the screen open for a long period of time, your 
session will automatically time out after 20 minutes of inactivity. 

mailto:we_are@clearlinecpa.ca
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FILES 

What kind of files will I find in the download section of Anchor? 

In the download section of Anchor you will find any documents the Clearline team wishes to share with 

you. This can include financial statements, tax returns and more. In most cases, files will be restricted to 

PDF documents. 

How do I know when I have files to download in Anchor? 

When we have completed a file for you and it’s ready to download, a member of our team will contact 
you. 

How do I download files from Anchor? 

To download files from Anchor, simply click on the orange “Download” button. The file will automatically 

begin downloading to your computer. 

What programs do I need to view the files I download from Anchor? 

The majority of files Clearline shares with you via Anchor will be in PDF format. This means you need a PDF 

viewer on your computer to open them. Most computers have a PDF viewer. If you have any trouble 

opening your files, please let us know by emailing us at we_are@clearlinecpa.ca.  

How do I upload files to Anchor? 

To upload files to Anchor, follow these steps: 

1. Login to Anchor. 

2. Go to the file upload section. 
3. Under “Upload a File” click “Add Files to Queue.” A window will open prompting you to select 

a file(s) on your computer. Locate and select your file and click “Upload.” Note: you can 

upload multiple files at the same time. 

4. The progress of the upload will be reflected in the status bar. If the bar is moving slowly, 

you’ve likely uploaded a large file. Remember, patience is a virtue. 

5. Once the upload is complete, your file will appear in the ‘”Uploaded Files” section at the 

bottom of the page. 

What kind of files can I upload to Anchor? 

Most any files you need to submit to Clearline can be uploaded in Anchor. The most common file types 

you may upload include .jpg, .xls., .xlsx, .doc, .docx., .pdf, .zip. and file types from Quickbooks, Sage or 

other accounting software. 

For your personal tax return, this can include T4s, donation receipts and medical expenses, for example.  

mailto:we_are@clearlinecpa.ca
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When should I upload my files? 

You can upload your files to Anchor at any time. 

For your personal tax return, we encourage you to gather all related files and upload them at the same 

time. For the tech-savvy among us, you can even compile all of your tax files into one folder, 

compress it and upload a .zip file. 

Don’t worry – if you forget something or have an additional file to add later on, you can always go back and 

upload other files. 

How should I name my files? 

We encourage you to use simple but clear file names. Please include your name, the tax year and brief 

description of the file (e.g. Grant T. Smith 2015 TaxSlips or Grant T. Smith 2015 Employment Expenses). 

What is the size limit on files that can be uploaded? 

You can upload all file sizes up to 200MB. 

If you have a file larger than 200MB that you wish to send to us, please send it to our office by courier.  

How long do uploads take? 

Upload time varies based on file size. As your files are uploading, the status bar in the “Upload” area will 

show you the progress of the upload. If you’re uploading anything larger than 5MB, please be patient. It 

may take a little bit longer to upload. 

Files that are 200MB can take up to 20 minutes to load. 

How do I know my upload was successful? 

You will know your upload is successful when it appears in the list of uploaded files.  

What if I upload the wrong document? Can I delete it? 

At this time, you cannot delete files you upload to Anchor. However, if you upload the wrong file, don’t 

worry. Simply repeat the upload process and upload the correct file. 

I’ve uploaded some files but now they are gone! What happened? 

If you’ve uploaded files in Anchor but they are gone from your upload area, don’t worry! This simply means 

we’ve received your files and have started working on them. We will be in touch when your file is complete. 
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SUPPORT 

My login details aren’t working. What do I do? 

If you’re having trouble logging in to Anchor and can’t get past the login screen, please 

contact us at we_are@clearlinecpa.ca 604. 639.0909. We can help! 

I forgot my login details. What do I do? 

If you’ve forgotten your login details, don’t despair. We can help. Please contact us at 

we_are@clearlinecpa.ca or 604. 639.0909. 

Help! I’m having trouble with Anchor. Who can help? 

If something’s not working right, we’re here to help. Contact us at we_are@clearlinecpa.ca or 604. 

639.0909 and a member of our team will help you troubleshoot. Uploading in the evening? If you run into 

trouble after hours, we will get back to you the next business day. 

mailto:we_are@clearlinecpa.ca
mailto:we_are@clearlinecpa.ca
mailto:we_are@clearlinecpa.ca

