
User Guide
Logging in to the 

InTime Portal



1. Welcome & Password Email
You will receive a welcome email from agencypay@matchtech.com with your username and a link 
to the Intime portal  AND a second email with your temporary password.
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2. Accessing InTime Portal
Open your welcome email and click the “Log in here” link to go straight to the InTime Portal.



3. Enter your assigned Username
Click the Username field to begin entering your username received in your welcome email, and 
select ‘Next”.

←  Quick Tip: Add customerportal.matchtech.com to your browser bookmarks for faster access to the InTime Portal.

https://customerportal.matchtech.com/


4. Enter Password
Type in the temporary password sent to you by email and select ‘Log in’



5. Change Password
The first time you log in (or after a password reset), you’ll need to set a new password. Just enter 
your temporary password and then your new one in the matching boxes and select ‘Save’.

Your temporary password

NEW password



6. Log in with username and new password
Once your password has been reset, sign in again with your username and the new password you 
just created.

Username New password



7. Multi-Factor Authentication Setup
The first time you log in, you’ll be asked to set up Multi-Factor Authentication (MFA), where you can 
select your preferred authentication method from two options:



7.1. Authenticator App
We recommend using an Authenticator App. You will need two devices for setup, one (like your 
laptop or tablet) to display the QR code, and another (your mobile phone) to download the 
Authenticator App and scan the QR code shown on your screen.

Download Authenticator App

Go to the Google Play Store 
or Apple App Store, search 
for your preferred 
Authenticator app, and 
download it to your phone.

Scan the QR Code

In the Authenticator App, select 
the “Scan QR Code” option, and 
scan the QR code on the InTime 
MFA Setup screen

Enter Authentication Guide

Enter the code from the 
Authenticator App into the 
applicable field and select 

“Check” and “Continue” 

Generate Code in App

When you open the App you 
will see a code generated for 
InTime.



7.2. SMS
If you prefer setting up Multi-Factor Authentication using SMS Text Message, please choose this option from 
the dropdown menu. Your mobile number will be prepopulated with the mobile on the system. Select Send 
SMS and go to your SMS messages on your mobile to retrieve the code and enter it in the relevant box and 
click Check and Continue. *If the mobile number field is either blank or incorrect please contact 
agencypay@matchtech.com with the correct number. 

Confirm number and send SMS
Make sure your phone can receive text 

messages and is available when you sign in. 
If no number is prepopulated or it is not the 

one you wish to use, please contact us to 
update this before proceeding or select the 

QR Code option. If the number is correct 
select “Send SMS”

SMS

You will receive a text message with your 
authentication code. 

Enter Authentication Code
Enter the 6 digit code from the SMS into the 

applicable field and select “Check” and 
“Continue” 
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8. Trust Device
You can make logging in easier! At your next login, check “Trust this device for 30 days” to extend 
the time between authenticator prompts. Please note this is device specific and location aware.



Still have 
questions?
Please email us at: 
agencypay@gattacaplc.com

or call on 01489 884320
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