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Guide to SU-IT Accounts (for university staff) 

 
▪ Registering SU-IT Account 
▪ Recovering SU-IT Account 
▪ Troubleshooting guide 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Important Information 
 

o Personnel information is under supervision of the 
Division of Human Resources, Silpakorn University. Ask 
HR staff of your affiliation to check for the readiness.       
 

o In case you are currently a student or alumni who 
already have SU-IT Account: you DO NOT have to 
register as a new user. Check your personnel 
information readiness with HR. When it is done, contact 
ICT Services staff to update your SU-IT account. 
 

o Contact ICT Services staff at: 
https://www.facebook.com/Bureau.of.Digital.Technology.
Silpakorn.University 
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Registering SU-IT Account 
for a new staff of Silpakorn University 
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Registering SU-IT Account for a new staff of Silpakorn University 
1. Go to URL : https://portal.su.ac.th 
2. On SU Account Services, click at “Account Activation” 
 

 
 

3. It takes you to SU-IT account activation form as shown in the next page. 
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https://portal.su.ac.th/
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Instructions on activating SU-IT account for the first time 
1. Item Account Activation Mode, click  NEW. 
2. Item Primary Current Status, select Staff. 
3. Item Country (Nationality), other nationality please choose Other and select yours. 
4. Item SU Personal ID (acquire this from HR division or ICT Service counter, Bureau of 

Digital Technology). 
5. Item First Name (English) fill your first name (exclude title). 
6. Item Last Name (English) fill your last name. 
7. Item Date of Birth (AD Year) choose your date of birth DD/MM/YYYY. 
8. Item Mobile Phone No. (for OTP) fill your mobile phone number which is registered 

to HR division. In case the number is incorrect, or you prefer to change phone number, 
please contact HR division. 

9. Click CONFIRM. 
 

 
 

10. Your number will appear in the field Your mobile phone number. Please verify and 

click Request OTP.  
11. You will get your OTP with reference ID on your mobile phone. 
12. Input your OTP code in the field Enter OTP Code. 
13. Click CONFIRM. 
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Recommendations 
- Do not use the same password for different accounts of yours.  
- Turn on 2-step verification if it is provided. 
- Access any of your accounts regularly. 
- Logout from the services every time you finish using them. 
- Avoid choosing “Remember me” option on any websites or any devices. 
- Do not write down your password on a paper or any unprotected document files. 
- Do not disclose your password to any person. 

 
 

14. Setup your new password and confirm the password. Your password must contain the 
following conditions shown in the box. (Once you follow all conditions correctly, you 
will get all green right marks). Click CONFIRM. 
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15. Your SU-IT account SURNAME_N will be displayed to you. You can use this to access 
university services e.g. SU Web Portal, SU-WiFi connectivity, Staff info Service, SU iThesis 

16. Once you successfully created your password, you will get two official accounts i.e. 
SURNAME_N@SU.AC.TH and SURNAME_N@SILPAKORN.EDU (when this process is done, 
you are ready to access SU Wi-Fi / SU Web Portal immediately. However, you must wait 
for about 2 hours to be able to access to other services). 
- Account SURNAME_N@SU.AC.TH is for Microsoft Services such as Microsoft 365, 

Microsoft Teams, OneDrive, and so on. 
- Account SURNAME_N@SILPAKORN.EDU is for Google G Suite services such as Gmail, 

Google Classroom, Google Drive, and so on. 
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Recovering SU-IT Account 
for a new staff of Silpakorn University 
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Recovering SU-IT Account for a new staff of Silpakorn University 
1. Go to URL : https://portal.su.ac.th 
2. On SU Account Services, click “Account Recovery”  

 

 
 

3. It takes you to SU-IT account recovery form as shown in the next page.  
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https://portal.su.ac.th/
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Instructions on recovering SU-IT account in case of forgetting Username/Password: 
1. Item Account Activation Mode, click  RECOVERY 
2. Item Primary Current Status select Staff 
3. Item Country (Nationality), other nationality please Other and select yours. 
4. Item SU Personal ID (acquire this from HR division or ICT Service counter, Bureau of 

Digital Technology). 
5. Item First Name (English) fill your first name (exclude title). 
6. Item Last Name (English) fill your last name. 
7. Item Date of Birth (AD Year) choose your date of birth DD/MM/YYYY. 
8. Item Mobile Phone No. (for OTP) fill your mobile phone number which is 

registered to HR division. In case the number is incorrect, or you prefer to change 
phone number, please contact HR division. 

9. Click CONFIRM. 
 

 
 

10. Your number will appear in the field Your mobile phone number. Please verify and 

click Request OTP.  
11. You will get your OTP with reference ID on your mobile phone. 
12. Input your OTP code in the field Enter OTP Code. 
13. Click CONFIRM. 
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Recommendations 
- Do not use the same password for different accounts of yours.  
- Turn on 2-step verification if it is provided. 
- Access any of your accounts regularly. 
- Logout from the services every time you finish using them. 
- Avoid choosing “Remember me” option on any websites or any devices. 
- Do not write down your password on a paper or any unprotected document files. 
- Do not disclose your password to any person. 

 
 

14. Setup your new password and confirm the password. Your password must contain 
the following conditions shown in the box. (Once you follow all conditions correctly, 
you will get all green right marks). Click CONFIRM. 
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15. Your SU-IT account SURNAME_N will be displayed to you. You can use this to access 
university services e.g. SU Web Portal, SU-WiFi connectivity, Staff info Service, SU iThesis 

16. Once you successfully created your password, you will get two official accounts i.e. 
SURNAME_N@SU.AC.TH and SURNAME_N@SILPAKORN.EDU (when this process is done, 
you are ready to access SU Wi-Fi / SU Web Portal immediately. However, you must wait 
for about 2 hours to be able to access to other services). 
- Account SURNAME_N@SU.AC.TH is for Microsoft Services such as Microsoft 365, 

Microsoft Teams, OneDrive, and so on. 
- Account SURNAME_N@SILPAKORN.EDU is for Google G Suite services such as Gmail, 

Google Classroom, Google Drive, and so on. 
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Troubleshooting guide 
 

Case no.1: If you already have an SU-IT Account, you cannot apply for a new one. 

You will get the message “ Your SU-IT account has been already activated. No need for 
reactivation.” You have to recover your account by following the recovering procedures.   

 

 
 

Case no.2 : Your information is not matched with the university database. You will 

get the message “ Verification for account activation is FAILED! Please recheck your information 
and try again” Please recheck your information as following:  

- Students: You can self-recheck by browsing to https://reg.su.ac.th. Choose SU-IT 
Account menu. If you want to update or correct your information, please contact 
the Division of Academic Administration, Silpakorn University. 

- Staff: Please contact the Division of Human Resources Division, Silpakorn University. 
 

 
 

Case no.3: You have never activated your SU-IT Account but you clicked Account 
Recovery button. You will get the message “Account recovery is failed. Your SU-IT account 

has never been activated previously.” Please return to the Registering SU-IT Account procedure.  
 

 
 


