
 

 

    

 

 

 

 

UKCAA e-Licensing  
Candidate Site Guide 

 
 

 

 

 

 

 
 
 
 
 
Date published: 5 June 2025 
 



  

 

 

 

UKCAA e-Licensing Candidate Guide June 2025 

Uncontrolled when Printed      Page 2 of 12 

    

 
TABLE OF CONTENTS 
UKCAA e-Licensing Candidate Guide .................................................................... 3 

1 Registering for e-Licence Service .................................................................................................. 3 
2 e-Exams Account Holders ................................................................................................................. 3 
3 Apply For Licence ................................................................................................................................... 3 
4 Apply for a New Licence Rating .................................................................................................... 6 
5 Renew a Rating ........................................................................................................................................ 7 
6 Apply for a Licence Product ............................................................................................................. 9 
7 Upload Documents .............................................................................................................................. 11 
8 Add Experience Records ................................................................................................................... 11 
9 View Application Progress .............................................................................................................. 12 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

UKCAA e-Licensing Candidate Guide June 2025 

Uncontrolled when Printed      Page 3 of 12 

    

UKCAA e-Licensing Candidate Guide  

1 Registering for e-Licence Service 
Once registered for the CAA Customer Portal and approved for the e-Licensing 
service, you can now complete your e-Licensing registration. 

To register for the e-Licence service, click "My Licensing" at the top of the page.   

 

Information you provided on the CAA Customer Portal will be shown.  Click 
"Register" to continue. 

 

Note: If you wish to amend your personal details, you will need to do this via the 
CAA Customer Portal. Details of your identity document cannot be updated 
online after you have submitted them.   

2 e-Exams Account Holders 
For those of you who already have an e-Exams account, you will only need to 
register for the e-Licensing service in Tasman.  To register, refer to Registering for 
e-Licence Service section. 

3 Apply For Licence 
To apply for a new licence, click " My Licensing" at the top of the page.   
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On the next page, click "Apply for New Licence". 

 

Then select the "Licence Type" (eg ATPL(A), CPL(H)) and click “Next”. 

 

You will then be taken to the “Before You Begin” page for further information on 
the application.  Click “Next” to continue. 
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Depending on the type of licence you are applying for, you will be asked to 
complete several requirements specific to that licence.   

Once confirmed (all requirements listed has a green tick and no other warning 
messages are visible), you will be prompted to complete a declaration and 
proceed to payment cart. 
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4 Apply for a New Licence Rating 
Before you can apply for a licence rating, you will need to have made an existing 
licence application or have been issued with a licence.  This does not need to have 
been issued by e-Licensing as your previous licence history will be available in the 
system. 

To apply for a new licence, click " My Licensing" at the top of the page.   

 
If you have any existing licence, this will appear on the page.  Click the three dots 
next to the applicable licence to apply for your rating and click on "Apply for 
Rating".  
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Depending on the type of rating you are applying for, you will be asked to 
complete a number of requirements specific to that rating. 

 

Once confirmed (all requirements listed are in green and no other warning 
messages are visible), you will be prompted to proceed to payment cart. 

5 Renew a Rating 
To see a list of all the ratings you hold, click the three dots next to the applicable 
licence and click “View”. 
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On this page, you can select to either renew or revalidate your rating by clicking 
the three dots next to your chosen rating.  

If your rating is inactive, but appears as active on the system, please contact the 
CAA by emailing enquiries@caa.co.uk or calling 0330 022 1909. 

 

 

Depending on the type of rating you are renewing, you will be asked to complete 
a number of requirements specific to that rating. 

mailto:enquiries@caa.co.uk
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6 Apply for a Licence Product 
To apply for a Licence Product, click " My Licence Products" at the top of the page.   

 
Click on "Apply for New Licence Product".  

 
Depending on the type of licence product you are applying for, you will be asked 
to complete several requirements specific to that licence product.   
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When all the requirements are completed and documents required uploaded, 
you will be prompted to complete the Declaration.   

 

Once confirmed (all requirements listed has a green tick and no other warning 
messages are visible), proceed to payment cart. 
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7 Upload Documents 
To upload documents to support your licensing application, click " My Licensing" 
at the top of the page.   

 

On the next page, under “My Licensing”, select “My Documents”. 

 

Click on “Upload Document” and follow the instructions to complete the 
document upload. 

 

8 Add Experience Records 
To upload documents to support your licensing application, click " My Licensing" 
at the top of the page.   

 

On the next page, under “My Licensing”, select “My Experience”. 
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Click on “Add Experience” and follow the instructions to complete the document 
upload. 

 

9 View Application Progress 
The progress of your application is indicated by the “status” column.  

 

For further information, click on the three dots next to your application. 
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