
Employer Process Change - 
How to register for the Employer Portal and 
Multi Factor Authentication (MFA)

To provide a walkthrough for the employer, shared service or payroll provider to help you understand:

•	 How you register for the first time on the Employer Portal and what information you will need.
•	 The methods of verification you have available.
•	 How you set up your Multi Factor Authentication.

Please note this will be a living document. It will present what we know now but will grow 
as other elements of the Employer Portal are refined and as processes are finalised.
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CSPS Employer process - 
Registration and MFA

Enter answers to 
chosen security 
questions and click 
“Continue”

Create password 
and click “Continue”

Input your code 
(which has a 5 
minute expiry time)  
and click “Sign in”

Choose how to 
receive an access 
code from either SMS, 
phone call, email or 
Authenticator app and 
press “Continue”

Choose three 
security questions 
and click “Continue”

Create username 
and click “Continue”

Enter your 
username and 
password and click 
“Sign in”

Enter your 
username and 
password and click 
“Sign in”

User will receive 
verification code on 
phone. Enter the 
access code and 
press “Continue”

Provide name and 
surname and then 
click “Continue”

Registration 
successful – click 
“Sign into your 
account”

Check account 
details*

Enter mobile 
number (to receive 
one-time code) and 
click “Continue” 

Accept terms and 
conditions

Choose method 
of receiving digital 
notifications – either 
SMS or email.
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Unique registration 
invitation received 
via email

1

Depending on 
which method 
you choose, 
you’ll follow the 
instructions to 
access your 6 
digit access code.
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EDIT SECURITY QUESTIONS

*Allows users to review account details and edit security questions if needed.
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