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OKTA  
Self-registration guide 
 

This guide provides the steps and screen shots to support new users to: 

a) Register and create a new OKTA account 

b) Verify their account on the Okta Verify app (mobile phone required) 

c) Access the PSP Information Quality Reports on the Federated Analytics Platform 

 
  



  

2 

a) Register and create a new OKTA account 

An email will be sent from Okta 
to your work email address. This 
is the start of the self-
registration process.  

1. Read the email and click the 
Link to commence self-
registration 

This is 1 of 3 auto-generated Okta emails sent to you for self-registration purposes 
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The link will take you to the DCJ 
portal.  

2. Enter your work email  

3. Create a password (that 
meets the secure criteria) 

4. Enter your first name and last 
name 

5. Select FAP in the App 
Selection drop down box 

6. Click Register 
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Set up multifactor authentication 
is required for security.   

7. Click ‘Configure factor’. 

 

  

b) Verify account on the Okta Verify app (mobile phone required) 

Authentication is via the Okta 
Verify app: Steps 8-17 require 
using both your computer and 
mobile phone 

8. Using your mobile phone, 
download the free Okta Verify 
from the App store but do not 
open the app until step 11 
(Okta account verification). 
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Confirm your mobile phone device 
type on the monitor 

9. Select your device type 

10. Click Next 

 

 

 

Okta account verification 

11. Open the Okta Verify app on 
your phone 

12. Click the plus icon (+) on the 
top right to add new account 

13. Select Organisation 

14. If you can see the QR code on 
your monitor, click Yes, Ready 
to Scan 

If you are unable to locate the QR 
code on your monitor, please 
contact your DCJ Contract 
Manager and we will work with 
you to resolve access issues 
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15. Scan the code on your screen 
with your phone’s camera 

 

On your mobile phone  

16. Click Allow to let Okta Verify 
send you push notifications 
(this is required for security) 

17. Your account should now be 
added - Click Done 
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Okta will provide options for you 
to recover your account should 
you forget your Okta password 

18. Select a forgot password 
question from the drop-down 
options and enter your answer 
to the selected question - this 
is a security question in case 
you forget your Okta login 
password 

19. Select a picture you can 
remember as your security 
image 

20. Click Create My Account 

 

 

 

 

 

 

 

 

 

An email will be sent to your work 
email address to verify your email 
address 

In the email, click Verify Email 

This is 2 of 3 auto-generated Okta emails sent to you for self-registration purposes 
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You will now see a tile ‘FAP 
Application’. This is ‘holding’ tile – 
it does not access the reports.  

At this point, DCJ will need to 
approve your Okta profile and add 
the new tile to your Okta account.  

This process is usually quick, but 
at times, may take up to 24 hours.  

21. Log out of Okta so DCJ can 
add the tile to your account   

 

You will be notified via email 
when the process is complete.  

 

 

 

 

 

 

 

 

 

 

 

 

This is 3 of 3 auto-generated Okta emails sent to you for self-registration purposes 
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c) Access the PSP Information Quality Reports on the Federated Analytics Platform 

After you receive an email 
confirming Okta account 
approval, you will be able to 
access the PSP Information 
Quality Reports via the new tile 
added to your account.   

22. Log into Okta via 
https://portal.dcj.nsw.gov.au/  

23. Click PSP Information Quality 
Reports 

Set up email authentication  

24. Click Configure factor 
25. Click Send me the code  

Set up email authentication  

26. Click Configure factor 
27. Click Send me the code 
28. Find the 6 number code sent 

to your work email address 
and enter the verification 
code 

29. Click Verify 

 

https://portal.dcj.nsw.gov.au/
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You will now be able to access 
the PSP Information Quality 
Reports 

 

NOTE: Self-registration for Okta 
is a one-time event, after you 
have an approved Okta account 
and access to the tile, you will be 
able to login to Okta and navigate 
easily to the reports via the PSP 
Information Quality Reports tile  

 

 


