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S&A Partners | WCO Portal Instructions 

Signing in: 

1. To access your new portal go to https://portal.snawco.ca/login  

 

Note: when your portal was re-created recently, a welcome email was sent to your email 

address that included your username (your email address) and a temporary password 

and this weblink. If you didn’t receive a welcome email, please reach out to our admin 

team at info@snapartners.ca to request it. 

 

The look of the welcome email: 

 

Subject line: 

   
 

Body of the email: 

 
 

2. Enter your email address into the “Email” box. 

 

3. Copy the temporary password from your welcome email and paste it into the “Password” 

box: 
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4. Click SUBMIT. 

 

5. The portal will now ask you to re-set your password to your own private one (something 

you’ll remember). Enter the same new password twice: 

 
 

6. Click SUBMIT. 

 

7. The portal will tell you that ‘Your password was successfully created.’ 

 

8. Now you are in your new portal. 

 

Example of what your portal should look like: 
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Changing password: 

1. If you ever need to re-set your current password, go to the top-right hand corner of your 

portal screen: 

 
 

2. Click Change Password. 

 

3. The portal will now ask you to enter your new password. Enter it twice: 

 
4. Click SUBMIT. 

 

5. The portal will tell you that your ‘Password Changed Successfully.’: 

 
 

6. Click OK. 

 

Uploading documents: 

1. Once logged into your portal, click on the Public or Private folder. 

 

*‘Private’ folder = if multiple email addresses have access to your portal (e.g. you and 

your assistant or bookkeeper) and you wish to keep some documents viewable only by 

you and us, you can upload to/download them from the Private folder. 

 

Public folder example: 
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Private folder example: 

 
 

2. Click on the upload icon  

 

3. Click ‘Select file’ > select the file to upload from your computer or drag and drop your 

document into the ‘Upload Document(s)’ box: 

 
 

4. Click . 

 

5. Your file has now been uploaded onto your portal and we will receive an email notification 

to info@snapartners.ca to download it: 

 

Example of an uploaded file: 

 
 

6. The Public or Private folder will show black to represent that there is a file present: 

 
 

7. We will copy your uploaded document(s) onto our system and you will receive a 

confirmation email or phone call of receipt. 

 

Downloading documents: 

1. You received an email notification that there is a document in your portal from us for you 

to download. The email will specify the folder name and the file name (so you know where 

to find it): 
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Notification email example: 

 
 

2. Click on https://portal.snawco.ca to log in. 

 

3. The file can either be located in the Public or Private folders. 

 

You will receive an email notification every time a document is uploaded here for you to 

download & the email will specify the folder containing new documents + the folder will 

appear black on your portal like this: 

 
 

4. Click on the black folder > click on the file to be downloaded > click the download icon 

 
 

Example: 

 
The selected document will now download onto your computer. 

 

8. These file(s) will remain on your portal for 365 days unless you would like for us to delete 

them, in which case please let us know by reaching out to our admin team at 

info@snapartners.ca. 
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Troubleshooting issues: 

1. For help or guidance, please feel free to reach out to our admin team at 

info@snapartners.ca. 
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