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STEP 1: 
User applies for CAA Customer Portal Account. 
Refer to the Help page for guidance on acceptable username and password. 
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User receives an email to activate account. 
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User now able to log into portal and access their unverified account. 
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STEP 3: 
User clicks on “Your Services” and chooses between Flight Crew Licensing or 
Engineering.  
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User must enter personal details. 

Section 1: Personal Information 
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Section2: Upload Identity Documentation 
Please note you must submit a colour copy of your ID. 
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STEP 4: 
Personal details and ID to be verified by CAA. 
Please note that this is a manual process and therefore it may take us a few days to grant you access. You will receive an email notification when this has been done. 
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STEP 5: 
Personal details and ID have now been verified by CAA (user will receive 2 
email confirmations). 
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User now recognised by the Customer Portal (name appears). 

NAME 
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When you click on “Your Services” the service has moved from “Apply to 

Use These Services” box to “Your Services” box. Click on appropriate 

service to access e‐licensing page. 
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STEP 8: Fill in ATO and ID information 

First time users will be prompted 
to register for the e‐Exams 
account. 

User must specify which 
training organisation they 
belong to (can select No ATO) 
and also must indicate the ID 
that they would bring to an 
examination sitting.  

Please note that ALL users 
must fill in this registration 
page.  

If user does not fill in this 
page, they will be able to 
view eLicensing but they will 
not be able to submit any 
applications.  
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Upon clicking “Register” you will receive the below email and see the green confirmation 

message. 
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STEP 9: 
Click on “My Licences” and fill in in the below form to finalise the registration 
process.  
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You are now fully registered and can use eLicensing! 


