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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.

Welcome to InTime
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Your InTime Password & Payment Information
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Hi
Congratulations on your new contracting role — we're delighted to have you on board!

To keep your timesheet process simple and stress-free, we use InTime for timesheet management. With InTime you can:

« Create and submit timesheets quickly for approval
« Track your hours securely, anytime
« Get automatic reminders so you never miss a payment

Yourusemameis

A new password will be sent to you separately. Once you have it, please log in here to submit your timesheets and update your password to something memorable.
If you have any questions, we're here to help — just email us at onboarding@matchtech.com

Kind regards,
The Matchtech Team

Matchtech Group (UK} Limited, 1450 Parloway, Solent Business Park, Fareham, Hampshire, PO15 7AF, United Kingdom (registered in England - no 04426336). Matchtech is a subsidiary of Gattaca Plc.
Opinions, conclusions and other information expressed in this email are not given or endorsed by Matchtech unless otherwise indicated by an authorised representative independent of this message.
The contents of an attachment to this email may contain software viruses, which could damage your computer system. Whilst Matchtech has taken every reasonable precaution to minimise this risk, we
cannot accept liability for any damage that you might incur as a result of software viruses. You should carry out your own virus checks before opening any attachment.

To update your preferences or unsubscribe, please click here. For more information about how we handle, manage and protect your personal data, and your rights in relation to this please view our Privacy

Statement here . In light of changes our Privacy Statement has been updated effective from May 2022.
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Hi

Your InTime password s

For your security you will be promoted to change this password the first time you login and you will find your user name in the previous email from us.

Key information - Getting paid
To ensure a smooth payment process, here's what you need to know based on your contract type:

Limited, Deemed & CIS Contractors

+ Self-billing limited contractors - Verify your invoice before payment is processed. Once paid, you'll receive a text and email notification when your remittance is available.
* Non-self-billing limited contractors - You'll receive an advice note confirming the amount being processed, prompting you to upload your purchase invoice. Once uploaded, payment
is processed, and you'll get a notification when your remittance is ready to view online.
+ Deemed contractors - Your payslip will be available on your online portal.
+ CIS contractors - Your CIS statement will be accessible via your online portal.
PAYE Contractors

* View payslips online and receive text/email alerts when they're available.
+ Submit holiday claims online and track your acerued holiday hours via your payslip.

Umbrella Contractors
= You'llreceive an email notification once your timesheet has been processed and sent to your umbrella provider.
Expense Users

= Ifyou have approved expenses, you can now submit and manage them online from any device, anytime.

If you have any questions, we're here to help & best of luck in your new role! — just email us at onboarding@matchtech.com

Kind regards,
The Matchtech Team
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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.

Welcome to InTime
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Hi
Congratulations on your new contracting role — we're delighted to have you on board!
To keep your timesheet process simple and stress-free, we use InTime for timesheet management. With InTime you can:

« Create and submit timesheets quickly for approval
« Track your hours securely, anytime
» Get automatic reminders 50 you never miss a payment

Your username is: M.Test1

A new password will be sent to you separately. Once you have it, please log in here ti mesheets and update your password to something memaorable.

If you have any questions, we're here to help — just email us at onboarding@matchtech.com

Kind regards,
The Matchtech Team

Matchisch Group (LK) Limited, 1450 Parkway, Solant Business Park, Farsham, Hompahice, PO15 TAF, United Kingdom {(registarad in England - no 04426336). Matchiech is a subsidiary of Gatisca Plc.
Opinions, conclusions and other information expressed in this email are not given or endorsed by Matchtech unkess otherwise indicated by an authorised representative independant of this message.

The contents of an attachment to this email may contain software viruses, which could damage your computer system, Whilst Matchtech has taken every reasonable precaution to minimise this risk. we cannot accept liability for any damage that you might incur as a result of software viruses. You should carry out your own virus

checks before opening any attachment.

To update your preferences or unsubscribe, please click hare. For more information about how we handle, manage and protect your parsonal data, and your rights in relation to this please view our Privacy Statement hgre . In light of changas our Privacy Statamant has been updated effective from May 2022




3. Enter your assigned Username

Click the Username field to begin entering your username received in your welcome email, and
select 'Next".

2 RSM Intime Login x 4+
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A ) https://customerportal.matchtech.com/login/auth

MY < Quick Tip: Add customerportal.matchtech.com to your browser bookmarks for faster access to the InTime Portal.
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Log in to InTime

M.Test1

Fargotten Password?

Important Motice: This site requires the use of cookies to secure your access and to store your display
preferences. Mo identity or personal information is stored and no third party cookies are used. By logging
in via this page you are agreeing to the use of cookies for these purposes

Copyright @ 2025 InTime. All Rights Reserved.



https://customerportal.matchtech.com/

4. Enter Password

Type in the temporary password sent o you by email and select ‘Log in'

I matchtech

Welcome M. Test1 Not you? Click here

Password

|

v

Forgotten Password?

Important Maotice: This site requires the use of cookies to secure your access and to store your display
preferences. Mo identity or personal information is stored and no third party cookies are used. By logging
in via this page you are agresing to the use of cookies for these purposes.

Copyright @ 2025 InTime. All Rights Reserved.




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'.
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Your Password has Expired!

Your password has expired and you must choose a new password before you can login. Please enter a your current password
and choose a new password below. You will be redirected to the login page once your password has been successfully updated.

Current password™ | Your TempOI’Ory pGSSWOI’d

Mew password™ |

Re-enter new Password*| | NEW pOSSWOFd

| Save [ Cancel |

Passwords Rules

Your password must be between 10 and 50 characters long and contzin at least each of the following:

Numbers

Upper case letters
Lower case letters
Symbols

LRI 1

Fasswords cannot contain:

Spaces

Alphabetical sequences

Mumerical sequences of length 3
Qwerty keyboard sequences

Four repeated characters

Accented letters, e.g. 3 €

The following characters: £ - € < >

* 2 2 ® 2 % @



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.

I matchtech I matchtech

Log in to InTime Welcome M.Test1 Not you? Click here

I

Forgotten Password? Fargotten Password?

Important Motice: This site requires the use of cookies to secure your access and to store your display Important ND[ICE‘.‘Z_ Th'? site requires !he use _Df ?OGI{'GS to secure 5,“0“’ access a.nd to store your d'SD.IaY
preferences. No identity or personal infarmation is stored and no third party cookies are used. By looging preferences. Mo identity or personal information is stored and no third party cookies are used. By logging
in via this page you are agreeing to the use of cookies for these purposes. in via this page you are agreeing to the use of cookies for these purposes.

Copyright © 2025 InTime. All Rights Reserved. Copyright © 2025 InTime. All Rights Reserved.



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:

I matchtech

Multi-Factor Authentication Setup

We take security sericushy to protect your account. That's why we have a feature called multi-factar
authentication (MFA) to add an extra layer of protection.

MFA works like having multiple locks on your door instead of just one. It requires you to provide
two or more pieces of evidence to prove that you are the rightful owner of the account.

Here's how it warks:

1. Enter your username and password as usual.
2. Below that, you'll be asked to provide a code which is generated by an authenticator app or

SEMt a5 a text message.
3. Once you've entered the second factor correctly, you're in!

Why is this important? Well, even if someone somehow manages to get your password, they won't
be able to access your account without the additional verification. It's an added security measure

to keep your information safe.

Choose your authentication method:

Choose...

Authenticator App

5M5




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.

[o Download Authenticator Aph

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

Google Authenticator

g Microsoft Authenticator

/ 9 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

Choose your authentication method:

Authenticator App v

1f you get an Invalid Code message but
you're sure it's correct, try waiting a few
seconds then check it again.

Please note, this porticulor QR code will
not be shown again.

\&

[e Generate Code in App \

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

17:0 a T B
Authenticator Q +
InTime
E.Onel

[=]=]

273 981 (o

/

0 Enter Authentication Guide \

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

"Check" and "Continue”

Please scan the QR Code above using /

the Authenticator app on your phone |

“then enter the generated code:

273981

If you get an Invalid Code message but
you're sure it's correct, try waiting a few
seconds then check it again.

Please note, this particulor QR code will
not be shown again.




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

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”

Choose your authentication method:

Follow the instructions to set up/his
authentication method
= -
073 2

Then check the code you receive:

SMS

You will receive a text message with your
authentication code.

Matchtech

Your InTime login
code is 213009

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

applicable field and select “Check" and
“Continue”

Follow the instructions to set up this
autnentication metnod
07] 2

hen check the code you receive



mailto:agencypay@matchtech.com

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.

I matchtech

Welcome M. Test1 Not you? Click here

---------------

Authentication Code Send SMS

\ I T

Trust this device for 30 days®

Forgotten Password?

Important Maotice: This site requires the use of cookies to secure your access and to store your display
preferences. No identity or personal information is stored and no third party cookies are used. By logging
in via thiz page you are agreeing fo the use of cookies for these purposes.

* Mot recommended on shared or public devices

Copyright @ 2025 InTime. All Rights Reserved.
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Still have
questions?

Please email us at:
agencypay@gattacapic.com

or call on 01489 884320
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