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1. CREATE EMPIC ACCOUNT ON WEBSITE FOR NEWREGISTER 

1.1 Go to.. h ps://www.caat.or.th/th/archives/55072  
1.2 Click Icon Create Your CAAT-EMPIC Account 

 
 
 
For Regulated Agent, Regulated Postal Authority, Known Consignor Cer ficate 

Applica on. Choose Organiza on tab and Click at checkbox Applica on type. 
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Prepare documents for uploaded on webpage, Fill in the Application Forms.  
Username and Password will be sumitted to your email later 1-3 days. 
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2. USERNAME AND PASSWORD HANDLING 
 
To be able to use the WEB client, a customer must possess a username and password. To request a 
username and password, please go to website https://www.caat.or.th/th/archives/55072 and c l ick  Create 
Your CAAT-EMPIC Account . User and Password will be granted to your email and follow the Login 
steps as below. 
 
2.1 LOG IN  
 
For users with a CAAT-EMPIC account, access the WEB client as follows: 

1. Open the link to EMPIC WEB Client (h ps://service.caat.or.th/webclient/) 
2. Enter your User Name and Password and click Login 

 

 
Figure 1: Login page 

 

2.2 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 informa on accordingly, then click Send Ac va on Mail 
3. The Ac va on email will be sent to the users registered email 
4. A er receiving the email, click on the link that is contained in the message 
5. Set a new password 

 

 
Figure 2: Forgot Password 
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2.3 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 informa on requested, then click Send Ac va on Mail 
2. The Ac va on email will be sent to the users registered email 
3. A er receiving the email, click on the link that is contained in the message 
4. Set a new password 

 
Note:  1. The user name will be shown in the Reset password window 

2. The Customer ID was provided in the ini al Ac va on Message 
 

 
Figure 3: Forgotten User Name 

 
2.4 CHANGE OF PASSWORD  
 
To change the password for your account: 

1. Log into the WEB client with your current user name and password 
2. On the top right, click on the username, then select Change Password from the dropdown 

menu 
3. Input the old password and new password accordingly, then click Save 

 

 
Figure 4: Change Password 
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2.5 CHANGE OF USER NAME 
 
To change the user name for your account: 

1. Log into the WEB client with your current user name and password 
2. On the top right, click on the user name, then select Change User Name from the dropdown 

menu 
3. Input the old user name and new user name accordingly, then click Save and Logout 

 

 
Figure 5: Change User Name 

 

…………………………………………………….. 
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3. REQUEST HANDLING   
 
To access functions provided by the WEB Client, select the appropriate function from the menu bar on the left 
panel 
 

 
Figure 6: Menu bar 

 
In cases where screens are set for low resolu on, the WEB client will display differently. For example, 
the menu bar on the top-le  panel is not displayed. To access the func ons in the menu bar, click the 
three striped icon at the top-le  corner to expand the menu bar. 
  

 
Figure 7: Three striped Icon 

 
The u li es of each func on in the menu bar are described as follows. 
 
3.1 ToDo List 
 
The ToDo list tab is used as an assignment pla orm. The tab displays the tasks which need to be ac oned 
by the operator. CAAT will update the ToDo and No fica ons list and inform the operator when ac ons 
are required.  

 
To access the ToDo and No fica ons list: 

1. Under the menu bar on the top le  of the web page, click ToDo List  
2. The list of tasks will be displayed as shown in Figure 8 
3. Click the   icon to open a task 

 
Figure 8: ToDo List 
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3.2 Forms 

 
The Forms func on provides forms for any process requiring ac on by CAAT. WEB users may select the 
desired process and take ini al ac on through this func on. To commence a service request:  

1. Under the Menu bar on the top le  of the web page, click Service Requests 
2. Under Service Requests, select Forms 
3. Under Category, choose the desired process by clicking on its name 

 

 
Figure 20: List of service requests related to SFD process. 

  



 

11 

 

3.2.1 Regulated Agent cer ficate related process 

a) Ini al of Regulated Agent (RA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Agent (RA) 
Cer ficate, the available service requests are listed. 

2. Select Ini al Issue tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area 

(RA Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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b) Renewal of Regulated Agent (RA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Agent (RA) 
Cer ficate, the available service requests are listed. 

2. Select Renewal tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area  

(Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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c) Replacement of Regulated Agent (RA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Agent (RA) 
Cer ficate, the available service requests are listed. 

2. Select Replacement tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in the data in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 

  



 

17 

 

3.2.2 Regulated Postal Authority (RPA) cer ficate related process 

a) Ini al of Regulated Postal Authority (RPA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Postal Authority 
(RPA) Cer ficate, the available service requests are listed. 

2. Select Ini al Issue tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area  

( Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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b) Renewal of Regulated Postal Authority (RPA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Postal Authority 
(RPA) Cer ficate, the available service requests are listed. 

2. Select Renewal tab under the cer ficate. 

3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area  

( Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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c) Replacement of Regulated Postal Authority (RPA) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Regulated Postal Authority 
(RPA) Cer ficate, the available service requests are listed. 

2. Select Replacement tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area  

( Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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3.2.3 Known Consignor (KC) cer ficate related process 

a) Ini al of Known Consignor (KC) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Known Consignor (KC) 
Cer ficate, the available service requests are listed. 

2. Select Ini al Issue tab under the cer ficate. 
3. Click on  to open the selected form. 

 
 

Figure 21: Arrow Icon 
 

1. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
2. Click Select File to add a achments, or drag & drop the files into the a achment area  

( Applica on form) 
4. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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b) Renewal of Known Consignor (KC) cer ficate 

3. Under SFD (Avia on Security and Facilita on Standards), select Known Consignor (KC) 
Cer ficate, the available service requests are listed. 

4. Select Renewal tab under the cer ficate. 
5. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
6. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
7. Click Select File to add a achments, or drag & drop the files into the a achment area  

( Applica on form) 
8. Click Submit bu on to submit the form. A reference number will pop up at the top-right of 

the window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 
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c) Replacement of Known Consignor (KC) cer ficate 

1. Under SFD (Avia on Security and Facilita on Standards), select Known Consignor (KC) 
Cer ficate, the available service requests are listed. 

2. Select Replacement tab under the cer ficate. 
3. Click on  to open the selected form. 
 

 
Figure 21: Arrow Icon 

 
4. Fill in Company Name in the provided field (Text in bold indicates that the field is mandatory)  
5. Click Select File to add a achments, or drag & drop the files into the a achment area  

(Applica on form) 
6. Click Submit bu on to submit the form. A reference number will pop up at the top-right of the 

window screen. 
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Figure 22: Submit Application online 

 

 
Figure 23: Reference number 

………………………………….. 
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4. CONTACT US 
 
For any queries on CAAT-EMPIC account setup/registra on, 
please contact the CAAT-EMPIC team at: 
 

empicsupport@caat.or.th 
 
or by telephone during CAAT working hours (08:30 – 16:30, Bangkok, Thailand me, GMT+7) at: 
 

For Regulated Agent, Regulated Postal Authority,  
Known Consignor 

Tel. (+66)-2-568-8800  
ext. 2906, 2905, 2904 

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

www.empicsupport.caat.or.th 
 
or by telephone during CAAT working hours (08:30 – 16:30, Bangkok, Thailand me, GMT+7) at:  
+66-94-337-7770 

…………………………………………………….. 
 


