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Note: Sample data has been used to depict the example in this document  
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How do I login to the employee portal for the first time?

STEP 1

Activate the link sent to your email address. This is the address supplied by your employer 
to Immedis during onboarding.

Hi <Employee’s name>,

Your employer <Customers’ name> has requested that you be assigned an 
account to access your payroll details on Immedis platform. Immedis 
platform will allow you to view your online payslips as well as other aspects 
of your employment.

To access and set a password for your portal, please click 
on https://portal.immedis.com/#/account/create?k=dA/mipWE/0i77VODy2
2Pbw

If you are concerned about the legitimacy of this communication, please 
contact your employer’s HR/Payroll department to confirm its authenticity; 
if you require any password set up support, please 
email password.reset@immedis.com.

Upon activation, for future use, you can login in here: portal.immedis.com

If you have received this email in error please 
inform password.reset@immedis.com and delete this email.

Kind regards,

Immedis.

If you try to login into the portal without 
already activating your account, you will see 
an error message indicating the email or 
password used are invalid. 

A reminder email with a new activation link 
will be sent to you. This is triggered when you 
attempt to login without having activated your 
account.

https://portal.immedis.com/
mailto:password.reset@immedis.com
http://portal.immedis.com/
mailto:password.reset@immedis.com
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The account activation reminder email sent to you will contain the following:

STEP 2

Once you have activated your account, you will 
need to create a password. 

Username = your email address.

Your password must contain a minimum of: 
8 characters
1 uppercase letter
1 lower case letter
1 number
1 of the following symbols: !?@$#
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STEP 3

You will be redirected to the login page. After entering your new password, you can 
successfully login to the employee portal.

You will also receive a Password Reset confirmation email after successfully resetting 
your credentials as a security precaution. This will contain the following:
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How do I reset my password?

STEP 1

Go to https://portal.immedis.com/#/account/login
• Click on Forgot Password?
• Enter your email address
• Validate the ReCaptcha and click ‘request new password’

You will see a message appear, indicating that a password reset email has been sent to 
your account:

https://portal.immedis.com/
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STEP 2

The email contains a link that you will need to follow in order to reset your password.

STEP 3

Create your new password which must contain a 
minimum of:
8 characters
1 uppercase letter
1 lowercase letter
1 number
1 special symbol ( ! ? $ # @).

When a valid password is entered, the ‘Reset’ 
button will appear in yellow. Click to ‘Reset’. 

You will be redirected to the main login screen and will see a message advising that 
your password has been changed successfully. 
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What if I am locked out of my account?

If the details you enter are incorrect, you will see an error message indicating that the 
email address or password used are invalid: 

You have 10 attempts before you are locked out of your account.

If after 10 attempts this happens, you will receive an email including a link for you to reset 
your password.

Follow the link and the steps as laid out in page 5-6 to reset your password.
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How do I see my payslip?

You must be logged into the Employee Portal. 

1. Navigate to Payroll Documents – Payslips

2. Click on the icon for the month you want to view. 

3. The payslip will then appear on the screen. 

You can print or save the payslip to your device. 

If you decide to save your payslip, you can save to either a preferred location, or pick a save 
location. This is determined by the settings within your browser and not by Immedis. 
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Where can I see the Year End Documents?

Once uploaded, you can see the year end documentation under Payroll Documents - Year 
End. Simply click on the icon for the file you want to view. 

Again, you can either download or print the files. If you save, they will automatically save 
to your preferred location, or you can select a save location. 




