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Business Registration Checklist 
Important Notes:  

▪ All applicants must submit their registration electronically via the Zaabai platform. 

▪ All legal documents must be uploaded in PDF format only. 

▪ Only one file per document type is allowed. Submitting multiple files for the same document may result 

in the application being rejected. 

▪ Please ensure all documents are prepared in advance to avoid delays caused by incomplete or 

incorrect submissions. 

 

Required Documents 

1. Company Affidavit Copies (ส ำเนำหนังสือรับรอง) 

• Must be issued within the last 6 months for verification purposes. 

• Upload the entire document in full color. 

• Documents must be clear, readable, and in PDF format. 

• Photocopies and black-and-white documents are not accepted. 

2. Thai National Identification Card (บัตรประชำชน) 

• Must clearly display the Personal Identification Number (เลขประจ ำตัวประชำชน). 

• The Laser Code (เลเซอร์ไอดี) on the back of the card must be included. 

3. Bank Account Details (บัญชีธนำคำร) 

• Provide accurate and complete bank account information for verification. 
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Business Registration Process 
 

Step 1: Click on “Business Login” to create your business account 

 

 
 

 

Step 2: Click on “Register your business” then “Register with email “ 
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Step 3: Once the registration is completed, the confirmation will be sent via registered email. 

 

 

 
Step 4: Create your password. 

 

• The password must be 8–16 characters long  

• Contain one digit from 1 to 9 

• One lowercase letter 

• One uppercase letter 

• One special character 

• No space 

 

 

1. Pull the VAT RET file from the server. 

1.1. First must get VAT RET file from the VM (https://10.135.4.71/ui/) 

         

 

  

 

 

Step 5: Update your personal and Business Information.   

 

Once submitted, Zaabai’s Admin team will review and verify your company. Please allow approximately 1-3 

business days for verification. You will receive a confirmation via email.  

 
 
 
Step 5: Add your personal & business information  

Click Set Password  

Create your 
password 

And click “Create 
Account” 

https://10.135.4.71/ui/
https://10.135.4.71/ui/
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Step 5: Update your personal detail.  
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Step 6:  Our team will review and verify your company within 1-3 business days.  

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please wait for admin verification, which may take approximately  
1–3 business days. A confirmation will be sent to you via email. 
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Payment Setup 

 
Step 8: Set up two-step authentication  

 

Please use one of the following authentication apps to complete the setup  

- Google Authenticator 

- Microsoft Authenticator 

- Authy 

Scan the QR code and enter the verification code generated by your authenticator app. 

                           

 

Step 7: Payment gateway onboarding set up .  

 

Click on Stripe URL 

Tap on Next 
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Step 9: Download and save the code for emergencies. 

 

 
 

 

 

 

Step 10: Update the company details with Stripe. 

 

 
 

Tap on Next 

Enter your 
Business Location 
& type 

Tap Continue  
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Step 11: Update the company details - Continue 

 

 
 

 

 
Step 12: Update the company details - Continue 

 

 
 

 

Enter your Business  
Details  

Click on continue  
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Step 13: Update your personal details: First Name & last name in Thai (Do not include Mr./Ms.) 

 

 
 

 

 

Step 14: Update your personal details: Home address and ID no. 

 

 
 

 

 

ยนืยนัตวัตน 
Verify your Identity  

คลกิเพือ่ด ำเนินกำรต่อ 

Click on Continue 
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Step 15: Update the company ownership/management details 

 

 
 
 

 

Step 16: Provide more details, i.e., website, Facebook etc 

 

 
 
 

คลกิทีน่ี่ 
Click on this 

คลกิที ่“Save” 

Click on Save 
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Vendor Profile Update Process 
Part 1: Destination  

Step 17: Update your business address and contact information 
 

 

 
 

 

คลกิที ่“Destination” 

Click on Destination 

คลกิที ่“Save” 

Click on Save 
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Part 2: Resources 

Step 18: Update your professionals/Staff who serve the service. You can set office hours for each staff member 

to match service availability.  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

คลกิที ่“Resources” 

Click on Resources 

คลกิที ่“Save” 
Click on Save 
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Part 3: Services 

Step 19: Update your services, itineraries, images, and more 

 

 
 
• Add highlights: 

 

 
 

เลอืก “Choose a Booking Engine” 

Select Choose s Booking Engine  

คลกิที ่“Services” 

Click on Services 



 

15 

 

 

• Add itineraries, meeting points, and tips (for tours, activities or events) 
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• Upload up to 4 images (max 2 MB each).  If no image is uploaded, the next steps will not be 

displayed. 

 

 
 

 

• Set up cancellation and refund policy:  

 

The vendor may offer free cancellation up to 12 hours before the confirmed appointment. If the 

customer does not show up or misses the cancellation deadline, a refund of up to the maximum 

allowable amount of 90% can be applied. 
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• Add prices and time slots for your services. 

 

 
 

 

 
 

 

 

 

Click on this  

Cli

ck 

on 

thi

s  

Click on this  

Cli

ck 

on 

thi

s  
Click on  

Save & Publish  
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Vendor Registration  
has been 

successfully created. 
 


