Employee Portal User Setup Guide v5.2
The City of Surrey Employee Portal provides staff access anytime, anywhere, and on any device to frequently
used City applications. The Portal gives you access to CityNet, PeopleSoft, and FMS; with more applications
being added soon.
The first step to accessing the Employee Portal is to set up your account for additional security verification. This
is a one-time set up to further secure your account. You will need a computer or device, which is external to the
City’s network, your City of Surrey network username/password to login, and a phone (land or smart phone) to
verify your account.

STEP 1:
Go to www.surrey.ca and scroll down to the bottom of the page. Click the “Employee Portal” link as shown
below:

Or simply go to: www.surrey.ca/employeeportal
This will open the following screen:
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STEP 2:
Click the “Terms and Conditions” link to read it, and then click the “checkbox” to accept.
Enter your City of Surrey username and password and click the “Sign in” button.

STEP 3:
Click “Set it up now” to setup your account for additional security verification.
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The following screen will open:

You will see there are 3 different methods to set up additional security verification:
1. Authentication Phone: Receive a “call” or a “text message” on your mobile/smart phone.
2. Office/Home Phone: Receive a “call” on your office phone or home phone.
3. Mobile App: Receive a “Notification” or a “Verification Code” on your smart phone. Note: If you select
this option, download the Microsoft Authenticator App from your app store; Google Play or Apple App
Store.

STEP 4:
In this guide, we will show you method “1. Authentication phone”, “Call me” to set up your additional security
verification. By using this method you will receive a call on your mobile/smart phone to verify your account.





Select “Authentication phone” from the drop down menu.
Enter your phone number in the open field. NOTE: For the phone number you provide, make sure that
you are near the phone as you will receive a call to verify your account.
Select “Call me” method.
Click “Contact me”.
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STEP 5:
You will receive a call on your mobile/smart phone to verify your account. Answer the phone call and press # to
confirm.
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STEP 6:
After “Verification successful”, click “Done”

CityNet homepage will launch on your computer for you to access applications.



If you experience any issues please contact IT Service Desk at:
IT-ServiceDesk@surrey.ca or 604-591-4444
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