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Employer Portal Guide:
How to Log in to the Employer Portal

This guide provides clear instructions for your authorised employer representatives to log in to
and access the Paywise Employer Portal.

By following the steps outlined, users can ensure secure access to all portal features and information
for seamless salary packaging management.

Step-by-Step Procedure )

Step 1: Activate Your Employer Login
Before you log in, ensure your employer login has been activated.

Didn’t receive an activation email? No problem - just contact our Payments and Payroll Team
or your Account Manager and we’ll help you out.

When you receive the email, make sure to activate your account within 24 hours, as the link will expire
after that time. If it has expired, simply request a new link.
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Step 2: Access the Employer Portal
You can access the Employer Portal in one of the following ways:

1. Email Notification. When you receive a Payroll Deduction Advice (PDA) notification email,
click the hyperlink provided to be redirected to the Employer Portal login page.

2. Web Access. Visit paywise.com.au, and select ‘Employer Login’ from the homepage menu.
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Step 3: Log in to the Portal
Before you log in, ensure your employer login has been activated.

1. Enter the email address registered with Paywise and the password.
a. Click ‘Log In’ to proceed.

Upon successful login, you will be directed to your Employer Portal, where you can:
¢ View and download PDAs and other relevant reports
e Switch between entities using the option under ‘Settings’

Updating Your Employer Portal)

Add or Remove Users

Need to update authorised users? Just contact our
Payments and Payroll Team and we’ll take care of it for you.

Resetting Your Password

1. Click ‘Settings’ on the homepage of your portal
2. Select ‘Change Password’ and follow the prompts

Two-Factor Authentication (2FA)

For extra security, we offer optional two-factor authentication - it’s easy to set up
and is an added layer of protection. If you wish to have 2FA disabled, contact our
Payments and Payroll Team.

Troubleshooting

1. Verify your login credentials. Ensure your username and password are correct,
and that your account is activated.

2. Check your internet connection and browser. A stable internet connection
is required. For best performance, we recommend using Google Chrome.

3. Clear your cache.
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Support is available to assist you with Employer Portal-related issues.

€2 1300 138 441 B pda@paywise.com.au

Alternatively, you can also reach out to your appointed Account Manager
for additional support.
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