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Employer Self-Service (ESS) Portal 

The Employer Self-Service portal provides secure, 24/7 online access so that you can complete 
servicing and view and export information on the scheme. The link to the portal is here Welcome 
- Employer Self-Service

When you go to register, make sure you have your Portal access email that has been sent from Sovereign 
as it has information you will need to gain access. If you have not received it, please check your spam.  

You will arrive at the ESS portal landing page.

On the top right, you see ‘Activate’ button. Click the same to get the following page.

Ensure to have all the required information for registration:

-	 Your email address
-	 Surname
-	 DOB
-	 Other reference number 
-	 Business Group &
-	 Activation Code 

Note: Sovereign will be providing the data in bold via an email. 

https://employerportal.sovereigngroup.com/
https://employerportal.sovereigngroup.com/
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Once you have entered all the correct information, system will take you to the Registration page 
and prompt you to create your:

-	 Username
-	 Password
-	 Password Hint 

Make sure you create a username and password that uses all the data requirements as instructed 
and click on ‘Register’ button.

Please remember:

	» That your username and password are case sensitive.  
	» That you pick a good password hint to remind you!
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Follow the instructions on the Registration page.  In this same screen, there’s a QR code shown, 
using the Authenticator app in your phone, scan this QR code to add a new account. 

You can use an authenticator app of your choice. The most popular are Google Authenticator 
or Microsoft Authenticator. If you don’t currently have one, you can down one of these via your 
mobile phone using PlayStore (Android) or iStore (Apple).

Once the account is added, Authenticator will generate a 6 digit code every 30 seconds. Insert that 
code in to the screen above to complete the registration.

This process is now complete.  You can now login to the portal.

After entering valid credentials, the system will prompt you to enter the 6 digit code.

Once you enter the valid 6-digit code, you are allowed to enter into ESS portal.


