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0. Introduction

0.1 Background
The Civil Aviation Authority of Thailand (CAAT) is implementing a new system, called “CAAT-EMPIC”, which

will be used for managing all safety oversight activities, applying for aviation security certification concern
and applying for personnel licence and certificate. CAAT-EMPIC aims to provide an efficient means of
submitting applications, managing all safety audit findings, and administering invoices and receipts.

0.2 Purpose

This User Guide provide guidance to use EMPIC to apply for skill test and to obtain Flight Crew Licence

0.3 Applicability (is subjected to)
This User Guide is applicable to persons interested in applying skill test and obtaining a Flight Crew Licence
(FCL).
0.4 Reference (Refer regulation)
1. Regulation of Civil Aviation Board No.89 regarding Qualifications of Personnel Applicants (RCAB 89)
2. Rules of CAAT on Theoretical and Practical Examination of Air Navigation B.E. 2562

3. Requirement of CAAT No.15: Operational Guideline on the Application of Personnel Licence and
Rating B.E. 2562
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1. USERNAME AND PASSWORD HANDLING

To use the WEB client, a customer must possess a username and password. To request a username and
password, please go to the website https://www.caat.or.th/th/archives/55072 and click Create Your CAAT-
EMPIC Account, then follow the steps

1.1 Create Your CAAT-EMPIC Account

If you do not already hold a CAAT-EMPIC account, please register below

Create Your CAAT-EMPIC Accotunt Sign-n 1o CAAT-EMPIC

For Uy st CART 2390 Aamaprit)

Chach Seeve For Oetiaile

‘ You wil need to upload goouments as part of this aoount Setup PIooess.

Figure 1: Create your CAAT-EMPIC account

1.2 Registration

Choose your type of registration and type of application, then follow the steps. Personnel Licence activity:

1. Personnel Licence (Issue /Endorsement/Renewal/Revalidate / Reissue etc.)

2. Skill Test for Personnel Licence

& CAAT-EMPC Rpgistration Syston

Type of Registiahon  * ) Mangmory Bl

Person v
1vpe of Applcars

Pleane win(! v

s wtoct

ANCIEN COwney
Sarsonnel Licence (s [ Engorsement / Renewal | Revalidaied / Romaue ofC )
Aenioromo IANMAK /A Mavigation Facity (Visual sean)

| Avalion Securily msteucion

| FROM Inmpociion Operator

| Desgnated Exammer Coartincale

1

ot instrucion Certifcate 1C)

ATC Ondhedob Tiaineng instoucion Comtegte (OJT1

SR SRR TS LAY TIN

- .

Figure 2: Registration
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1.3 Llogin
For an applicant with a CAAT-EMPIC account, access the WEB client as follows:
1. Open the link to EMPIC WEB Client (https://service.caat.or.th/webclient/)

2. Enter your User Name and Password and click login and the system will be displayed as shown in
Figure 3.

EMPIC=

Login

Figure 3: Login page

1.4 Forgot Password
In cases where the WEB user forgets a password, it will need to be reset. To reset a password:
1. On the Login page, click Forgot your password?
2. Fill in the information accordingly, then click Send Activation Mail
3. The Activation email will be sent to the user registered email
4. After receiving the email, click on the link that is contained in the message

5. Set a new password, and the system will be displayed, as shown in Figure 4.

EMPIC=

Forgot Your Password?

Reset your forgotten password:

Figure 4: Forgot Password
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1.5 Forgot User Name
In cases where the WEB user forgets a User Name, the user needs to click on Forgot your user name?
1. Fill in the information requested, then click Send Activation Mail
2. The Activation email will be sent to the user registered email
3. After receiving the email, click on the link that is contained in the message
4. Set a new password, and the system will be displayed, as shown in Figure 5.
Note:
1. The user name will be shown in the Reset password window

2. The Customer ID was provided in the initial Activation Message

EMPIC=

Forgot your login details?

To activate your EMPIC® WEB account, please enter the
following data:

Figure 5: Forgotten User Name

1.6 Change of Password or User Name
To change the password or your User Name for your account:
1. Log in to the WEB client with your current user name and password

2. On the top right, click on the username, then select Change Password or Change User Name from
the dropdown menu

3. Input the old password and new password accordingly or the old user name and new user name
accordingly, then click Save, and the system will be displayed as shown in Figure 6.

EMP/C: Firstname Surname=

b Servien Raquesss FO"I\S

Category: -

Figure 6: Change Password or User Name
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2. REQUEST HANDLING

To access functions provided by the WEB Client, select the appropriate function from the menu bar on the
left panel, and the system will be displayed as shown in Figure 7.

EMPIC=

Do Lt ale
:
v gt Crew Pargomnel

R o Welcome at EMPIC”

There are no formas svallable in this categary. Plesse select another one

Figure 7: Menu bar

2.1 ToDo List

The ToDo list tab is used as an assignment platform. The tab displays the tasks which need to be actioned by
the applicant. CAAT will update the ToDo and Notifications list and inform the applicant when actions are
required.

To access the ToDo and Notifications list:
1. Under the menu bar on the top left of the web page, click ToDo List

2. The list of tasks will be displayed as shown in Figure 8

ToDs Lut

ToDo and Notifications

m Pict Licence - Upload sppic stion of nationeily esemption m WES

Figure 8: ToDo List
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2.2 Flight Crew Personnel

The Flight Crew Personnel tab will show your list of requests in the Flight Crew Personnel Module, as shown
in Figure 9

Lo (o

* FRaht Craw Fersocew
TIRTEY
Licences
fratvamnenty
Language
Prefiorercy Pate entar your test hers
Natings

= Sk e Nams © Name an Liesnes © Category Saatue ¢ Dwte 0 Valid uneil O

Forma
Subet Roquest

My Bequests and
Frocedures

Figure 9: Flight Crew Personnel

2.3 Service Request
1. Under the menu bar on the top left of the web page, click Service Request

2. Click Forms and Online Form as shown in Figure 10.

EMPIC=

TaDo Lt

& Flaght Crew Personnel

v Serdee Requerty
I Forms
ubima Reguest
My Reauests ana Category: Online Form

Procedures
+ Online Form

Figure 10: ToDo List
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2.4 Online Form
The Forms function provides forms for any process requiring action by CAAT. Applicant may select
1. Under the Menu bar on the top left of the web page, click Service Requests.
2. Under Service Requests, select Forms and the system will show the list of online forms in Figure 11.

3. Under Category: Online Form, click Flight Crew Licence; the system will show the (FCL) application
Forms list and click on to open the selected form as shown in Figure 12.

EMPIC=

Forms

Category: Online Form

\r Tratfic Controtiar Licence
Avzraft Mainzenancs Engewer Loencs

oraft Registration

proved Maintsnance Qrganisation)

Figure 11: Online Form

E27

Figure 12: Application Form

2.5 The List of FCL Application Forms as Below:
FCL) - Application for Endorsement of Rating (Type Rating)
FCL) - Application for Endorsement of Rating (Class Rating, IR, IP)

FCL) - Application for Endorsement of Rating (Special rating)

FCL) - Application for Flight Crew Licence, Rating Skill Test and Issue Licence.

1.(
2. (
3.
4. (FCL) - Application for Endorsement of Language Proficiency.
5.
6. (FCL) - Application for Revalidate or Renewal of Personnel Licence.
7.

FCL) - Application for Revalidate or Renewal of Rating.
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8. (FCL) - Application for Reissue of Personnel Licence.

9. (FCL) - Application for Conversion of a Foreign Pilot Licence

10. (FCL) - Application for Issue / Revalidate / Renewal of Student Pilot Licence.

11. (FCL) - Application for Rendering a Personnel Licence Valid. (Validation - Organisation)

12. (FCL) - Application for Rendering a Personnel Licence Valid. (Validation - personnel)

13. (FCL) - Application for Rendering a Personnel Licence Valid. (Validation Temporary - Organisation)

14. (FCL) - Application for Rendering a Personnel Licence Valid. (Validation Temporary - personnel)

2.6 Submission of Application Form for Requesting to Proceed with FCL
1. Please read the following instructions before filling in the form and follow strictly.

2. Choose your application form, click Select file to upload your documents and click Yes when you are
done uploading.

3. Fill out your information completely.

4. click Submit to submit your request, and the system will be displayed as shown in Figure 13

b 1. (FCL) - Application for Endorsement of Rating (Type Rating)

Plaszas reac fzliowmg instruction hetars fill im the farm and foliow strctly

ocedured . soe av * 1t ¢ t completed carrectly and that all required supporting docementation s provided
B80LD 1 manddtory and reguited answer

J will not be sccepted and!
i1e change the file name and seperate flle
Parmitted file types
Maximvum size for aach fle ot can be

e e e

Mademum number of filles 1ot
. ¢ and & ] be e Saie . AaT » httpa//wwe zast or th/th/archives/3506

By submatting the applicatice. the spplicant certifies that the information givan herein i TRUE and CORRECT
1 t | -
-----
A cant ro 11 < ¥

CPL ATPL etc

¢ PLISS
mbse

) an e pp—

Select file or drop atta

Figure 13: Submission of application form
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2.7 Application Has Been Submitted, the System Will Display As:

“Your application has been submitted. In case of a question. Please quote this reference number. REQUEST-
XXXXX” and the system will be displayed as shown in Figure 14.

EMPIC= o

1. (FCL) - Application for Endorsement of Rating (Type Rating)

Veur wrp tas bewe vl it e e

......
mouLsrae

Your Data

Figure 14: Application has been submitted
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3. CHECKING THE STATUS OF SUBMISSION AND NOTIFICATIONS

3.1 Checking the Status of Submission in My Requests and Procedures Tap

A record of all requests by an applicant is stored in the My Requests and Procedures tab. Applicants can use
this function to track the progress and status of each process. To access the service request:

1. Under the Menu bar on the top left of the web page, click Service Requests.
2. Under Service Requests, select Service Requests and Procedures.

3. In the dropdown box, select a range (the interval can be customized by selecting Custom Range, then
entering the start and end dates.). Click Apply.

4. The service request will be displayed as shown in the figure15.

3.2 Checking the Notification in ToDo List on the Left Side Menu of the Screen, as Shown in the

Figure 14
ToDo List
» Flight Crew Personnel
v Service Requests
- My Requests and Procedures
orms
ubmit Request
10 Raquests snd [Last 6 Months [3) s 1200672021 12/12/2021 m
e
- L) Reference No. ~ Request ¢ Createdon ¢ Processing Status ¢

found

Figure 15: Checking the status of submission and notifications

Revision 00, 15-Dec-2021 11



CAAT CAAT-EMPIC User Guide for Personnel Licence (FCL)

4. CONTACTUS
For any queries on CAAT-EMPIC account setup/registration, please contact the CAAT-EMPIC team at:
1. empicsupport@caat.or.th; or

2. by telephone during CAAT working hours (08:30 — 16:30, Bangkok, Thailand time, GMT+7) at:

For PEL Service Holders: +66-2-568-8810

Email: pel_service@caat.or.th

For Licensing Division (LL) Holders: +66-2-568-8810

Email: pel_ll@caat.or.th

For Examination Division (EX) Holders: +66-2-568-8810

Email: pel_ex@caat.or.th

For any queries on CAAT-EMPIC operation please contact the CAAT-EMPIC team at:

1. www.empicsupport.caat.or.th; or

2. by telephone during CAAT working hours (08:30 — 16:30, Bangkok, Thailand time, GMT+7) at:
+66-94-337-7770
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