Guide to SU-IT Accounts (for university staff)

B 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”

Air quality in campus : Sanamchandra Palace | US AQI = 55 (Moderate PM2.5)

E SU Web Portal FAQ HELPDESK CONTACT @

© Gavayadudsldvie a
® Update yastuSHurBNenderioulns

o] o crouvalad
0 WUADNSSUTRSIUaYNLINLNY ® Google Play @& App Store

138uRdnlu. auravasls. d:luendndalu

Account Activation

Account Activation If you don't have an SU-IT Account

:count Recovery

If you don't have an SU-IT Account, you cover an account

. . tor t as previously
need to register to activate you
need to register to activate your account * = Jistered and a d but currently

anot be accessed. Reset and reactiva... G
(]

3. It takes you to SU-IT account activation form as shown in the next page.

- Account Activation Mode NEW [_J RECOVERY

e s e o0
v NI I .
- personal ID number for Non—Thai (14
- First name in English (without title
- Last name in English I NONE
- Registered mobile phone number

B | conFirm
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https://portal.su.ac.th/

Instructions on activating SU-IT account for the first time

1.

2
3.
a

L N o U

ltem Account Activation Mode, click M NEW.

ltem Primary Current Status, select Staff.

ltem Country (Nationality), other nationality please choose Other and select yours.

Item SU Personal ID (acquire this from HR division or ICT Service counter, Bureau of

Digital Technology).

ltem First Name (English) fill your first name (exclude title).
ltem Last Name (English) fill your last name.

ltem Date of Birth (AD Year) choose your date of birth DD/MM/YYYY.

ltem 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.

Click CONFIRM.

For verification, An OTP Code will be sent as a SMS message to your registered mobile phone

VN Your mobile phone number

i [T
(52 TN | © (00 [

wiatdunsnsradau swa OTP azgndaudaniiu SMS ludwneaulnsdvivasnamuildameidoueililuszuu

09XXXXXXX9

An OTP verification code has been sent.
You should obtain the OTP code in the receiving SMS message on your mobile phone.
If you do not receive it, you can request a new one again in 4:42 minute(s).

PCVV

D X TS

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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Setup password for your SU-IT account
festiaeiudmiunisldeausududaduean

°
Confirm New Password ®
RO

CONFIRM

Password must contain the following (s¥@uszRaIUsEnauAIY) :
X A lowercase letter (f1dAwsnmdinguiiuian) a-z

X A uppercase letter (fn8nwsa1wdanguitusiliial) A-Z

X A number (f7Lav) 0-9

X A special character (fadnuseiiAw) L@ # S% A& () (J[1:";'<>,. 2/~ _+-=|\

X Minimum 8 characters (an1ug7 liiiiosndn 8 fadnws)

W/ NOT contain any part of first name or last name (dosliivsznaudediuladrunilcvastioniounana)

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.

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.
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Your SU-IT Account Information
deyadrdguesinifldnuleiivenu
NAME SURNAME

SU-IT 1D (FodryTdldlei)

or SU Services Ex. 55'0 (Single Sign On),
ISU Web Portal, Net Authen, WiFi,
REG, SU Smart App, etc.

Microsoft Office 365 Services SURNAME_N @ SU.AC.TH
ooaqle G Suite Services SURNAME_N @ SILPAKORN.EDU

*  WARNING! You must safely keep the password of your SU-IT account in secret. Do not let anyone know

the password definitely. Remermber that you have to be fully responsible to any consequence of the account
usage either by you or someone else.

o Audeulll Arsazdoan mﬁmﬁiam’ur wiunsdnlgtuddldlefivasannanl? muﬁmaav Ao yanllaeeli
uAA& fufvnswlaudnun A m FIEAS Ansfudnrausanisnssinlas | JNLUME«‘Iﬂh fluuaﬂr‘n IJI\N"I‘IJLHUUJ'*.?
loflvaspanafioumivitaandugdnssinmsiaslaefionssenanadrsl fasTiinnsdllae |ﬂ~3r4

o For newly activated account, please allow up to 2 hours for the preparation of all cloud services
(Ex.Office365,G Suite) to be co-wnple;ed_

o dwmdudn@ndeldemdundiduesausn ngnsaiszunnliiiu 2 dlus Jeazanunsadnldeuinngeineg vy
Cloud (i Office365, G Suite) Taptinsauysal

* You can use your same SU-IT account password for all applicable services or for more corwenience via SU
Web Portal.

. ﬂgumminlmwumm‘ﬂmmmmnumamumau‘lmmamﬂﬂuwmaunﬂuwmﬂumamﬂmwu‘svumnaq il
{Apadias wioannsmdnld usiumaa SU web Portal mlﬁ]uﬂuﬂnanm-'mu'anm'ua.rﬂ-'ﬂ'm'i.un'mmnu_lﬁm‘s
AN45) ?.I‘r]dllﬁ']')ﬂ-’lU"Ial;lﬁ”m‘i'U'F]mllﬂaﬂ"Idﬂ‘mﬂ’)u

Visit | SU Web Portal

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, Goosgle Drive, and so on.

o
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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”

Air quality in campus : Sanamchandra Palace | US AQI = 55 (Moderate PM2.5)

E SU Web Portal FAQ HELPDESK CONTACT @

© Gavayadudsldvie a

® Update yastuSHurBNenderioulns

@ wuionssutRS UaYnLINLY . G;og’le Play o Ap;;Slore
L lg_Uuﬁ‘(:l.fl[Mu. aaurava:ls. d:ligndncialu

SU Account Services

Account Activation ‘count Recovery

If you don't have an SU-IT Account, you cover an account that was previously

need to register to activate your accoun!

O]

3. It takes you to SU-IT account recovery form as shown in the next page.

1 Account Activation Mode 0O NEW & RECOVERY
IO Primary Current status | Stafr | Student]| Exstate] | Alumait] psu1 | Guese|

3 Country (Nationality) m | - Select - A |

8 Maobile Phone No. (for OTP) Registered mcobile phone number for OT

9 CONFIRM
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https://portal.su.ac.th/

Instructions on recovering SU-IT account in case of forgetting Username/Password:

1.

2
3.
q

L N o W

ltem Account Activation Mode, click /] RECOVERY
ltem Primary Current Status select Staff

ltem Country (Nationality), other nationality please Other and select yours.

Item SU Personal ID (acquire this from HR division or ICT Service counter, Bureau of

Digital Technology).

ltem First Name (English) fill your first name (exclude title).
ltem Last Name (English) fill your last name.

ltem Date of Birth (AD Year) choose your date of birth DD/MM/YYYY.

ltem 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.

Click CONFIRM.

For verification, An OTP Code will be sent as a SMS message to your registered mobile phone
wiatdunsnsiadau sia OTP azgndadudaninu SMS Tudmmneaulnsdnivasnaunuildamedoueililussuu

10

11
12

Your mobile phone number 0 9XXXXXXX9

An OTP verification code has been sent.
You should obtain the OTP code in the receiving SMS message on your mobile phone.
If you do not receive it, you can request a new one again in 4:42 minute(s).

pow
Ceores _ EIEIEIE

- N

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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Setup password for your SU-IT account
sstianuduiunsldusuiulydveswnn

Setup New Password ®
Confirm New Password ®

14 CONFIRM

Password must contain the following (WaHu9zABIUsENOUAIY) :

w ar

X A lowercase letter (fadnusaTwdnguiiasiian) a-z

X A uppercase letter (fRgnwsnTwidanguiiuilve) A-Z

X A number (@a1a1) 0-9

X A special character (f18nussfiaw) @ #HS % A& O {3[):";'<>,. 7/~ +-=|\

X Minimum 8 characters (A21ug17 140841 8 §a9nws)

/' NOT contain any part of first name or last name (daslivssnaudedniladiunilsvasdousounuana)

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.

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.
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Your SU-IT Account Information
toyadrdgueslgigliinilofivenu
NAME SURNAME

SU-IT ID (Fevrytislulein

or SU Services Ex. SSO (Single Sign On),
5U Web Portal, Net Authen, WiFi,
REG, SU Smart App, etc.

Microsoft Office 365 Services 16 SURNAME_N @ SU.AC.TH
oogle G Suite Services SURNAME_N @ SILPAKORN.EDU

*  WARNINGI You must safely keep the password of your SU-IT account in secret. Do not let anyone know
the password definitely. Remember that you have to be fully responsible to any conseguence of the account

usage either by you or someone else.
»  Anfeull auasdaaivinmsiaiudmiunadiladn sl asnauoiliotvsUaoni v daeuli
yaratuiuniulauirua Nl aaesdasiuAsvauReninisilag sulusaifintivonmsldaudyddld
Tofvasnnnatiouniisvnauiudnssinmsedasionasndnislfaslidnsdlan idu

s For newly activated account, please allow up to 2 hours for the preparation of all cloud services
(Ex.Office 365,G Suite) to be completed.

o dwmdundndaldmluaiduadausn nguasaussnaliviv 2 99Tus Sagaunsadildemuuiaiedag vy
Cloud (wtiu Office365, G Suite) Tiatiauysnl

* You can use your same SU-IT account password for all applicable services or for more convenience via SU
Web Portal.

o auannsnlinuinddldnuhuivsiahuinalifae i udussutauniiflumadildanussuudag i
fundias widsannsadnldssnmis SU Web Portal Faduaudnansiiardnnuamuazanlunsdidsins
Anaq veauminendvdmivanlAedansuiou

Visit | SU Web Portal

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, Goosgle Drive, and so on.
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Troubleshooting guide

Case no.l: 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.

Your SU-IT account has been already activated. No need for reactivation.
Uil gulefivesnauasgname DounelaldeudountiiluGeudesuda
sdaifausuduiesdesamadoundaldnuluisnads

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.

wam'smmﬁauﬁua:uamﬁamﬂm‘suummmuwmﬂummad
TusamsaaspunazAiiunslnidnads
nail mﬂmm"l,ummmLUﬂlmmumﬁlﬂ 9199zl wamnwauamammaﬂuﬂ‘nngaal'Iuﬁ']waua‘uaaW"rmmaa
‘[mamwmmaﬁﬂ's"LmJLLauuﬂﬁﬂmmwawﬂww Wsaﬂauamamum%duamﬁmwia:ummﬁmmﬂaaumnmmuma‘ia
Iﬂanimmuwa"lwmmawmmmmmwnwmaam‘uwmaumammummrﬂwaua’lwaﬂmaqma"lfu
- YAAINS, BANYAAINT (Staff Ex-Staff) finke (Contact) ntsauAudea w3e neaninensuysd
- lindnw, Awdii (Student,Alumni) Ansia (Contact)Na1UTMITIUIYINIT
- yaAan1euan (Guest) fiasa (Contact) M4 uilvaviin1sauls

Verification for account activation is FAILED! Please recheck your information and try again.

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.

Account recovery is failed. Your SU-IT account has never been activated previously.
Lilawsedaniiunsiiudadld deswnaadildwesmadoudaldududdldnulefivneuniil

o
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