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1.Logging into the 
Academic Document Request System

Log in with 
CMU Account
for student with

status

Login with personal account
for users who registered with 

academic document request system

If you've registered but forgotten your password, 
select "Forgot Password" to create a new one.
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If your Citizen ID/Passport information
exists in the system: You can create 
an account by filling in the required

information. 
The staff will verify and confirm account

creation within business hours (08:30 - 16:30)
and notify you via email.

Create an account for new user
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Proceed in the Online System for Student's Personal
Record Change or Correction. The system will notify you

via email. Once your record is complete, 
return to the academic document request system to

create an account for new user.
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Create an account for new user
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If your Citizen ID/Passport information is not found in the system: 
The system will prompt you to click a link to access the Online System for Student's Personal

Record Change or Correction via “Click here”

If you receive an email requesting a correction to an attached document file, 
go to the "Upload additional documents" menu. Upload the correct document file

and wait for an email confirming the review.
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If choosing postal delivery, you will need to fill in 
the shipping address or select an existing address from

the system and click "Save".
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Once logged in, the home page will display your student information. 
Select the "Request Documents" menu to proceed.

Choose Document Delivery Method: 
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Select the student ID for which you want to request documents. 
If requesting for multiple student ID with the same delivery method, 

you can do so in one request.

Choose document and Number of copies. 
Then click "Click here to add item".
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Summary of Document Request: The system will summarize of all requested
documents, including examples, processing time, quantity, and fees. 

You can click the “red trash can icon” to cancel any document. 
Or click "Save to confirm the request document".
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Payment: Choose one of four payment channels:
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Satisfaction Survey: Evaluate your satisfaction with the online document
request system and provide any comments or suggestions to help

improve future services. Click "Save" when finished.
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Waiting lists for fee payment: These are requests that have confirmed but 
have not yet been paid. You can either pay the fees or cancel the request. 
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3.Checking Academic Document
Request Status 

You can check requests that have not yet been paid and 
those that have been paid in the "Document Request List" menu.
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Paid lists/Documents Status: For fully processed requests, 
the system will show the document status, provide a tracking number 

(for Thai Post tracking), and allow you to print a receipt.
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documents being 
prepared.
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4.Checking Document Delivery Status
(Thai Post) 

Go to the Academic Document Request System website.
Choose Document Delivery Status

Enter your student ID and click "Search". The system will display all tracking numbers
for your past online requests. Select the desired tracking number.

The system will redirect you to the Thai Post website, which will show the delivery
information for that document. 

Note: Information will be displayed on the Thai Post website for 
no more than 3 months after the information is entered into the system.  
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