Procedure of Request of Special Late Course Adding

1. Direct your browser to https://www.reg.cmu.ac.th

Select menu “Undergraduate Students” or “Graduate Students”.
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2. Click “Login with CMU Account”.
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Enrollment Services

Search for available course, Course Enrollment, Add, Drop, Enrollment for University Service, Enroliment
Result/Academic Record, Leave of Absence and Resignation, Course withdrawal with grade “ W " via online system,
Course Enrollment for Grade “ V “, Print out CMR50 Form (course enrollment form/receipt), Print out receipt (Pay
through QR CODE), Personal Information and other services, Login to Registration system by CMU account only
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3. Enter username and password (CMU Account) to login.

CMU Account
One account for all Services

Sign in to continue to

4. Click “Menu” tab, then choose “Request of special late enrollment” menu.
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» Credit transfer / Equivalent credit transfer system
» Request for educational documents system (Transcript, Certificate of status, ete.)
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Course  » Request for grade V (Visiting)

» Request for grade I (Incomplete)
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5. Two menus will be shown as below, click “Special Late Course adding”.
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6. Click “Create new item”.
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7. Fill course no. or course name and click “Search”.

Aunns¥UIUILI/Search by course no.

Cow

(FwinRInsiansuInin wia danssuruiTaieidenas/Search by course no. or course name)

001102 FUNDAMENTAL ENGLISH 2

Section :

wWinAsznuim/Add course @

8. Choose Lecture section and Lab section.
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9. Click “Add course”.
AunNsyuIUIzn/Search by course no.
001102

(FuniannsianssLuin wia dansrinuiiaisndenne/Search by course no. ar course name)

———————————————— WHannsznwiin / Choose course ---------------
001102 FUNDAMENTAL ENGLISH 2

Section :

uATZUINITN/Add course @

10. Course adding request summary will be shown. If students want to cancel, click

asznuimLaan/Course

a@16u/No. ASIUIAM/Course wihufafCredit naufSection
1 001102 - FUNDAMENTAL ENGLISH 2 3.00-0.00 001-000 @
AaumMsiuduinnszIuirudsAIuLA NSAINASINADUAIUASLIAIURALANGDY iy anszunuirn hitdausan!

Please check all of information before submit!

O ahwEua¥usasin/i certify that
1. asruwInndivinlarinuiniidiu Prerequisite wia/l have satisfy the prerequisite of this course

2. dlanuuaimiedalivAu 22 wibofe tumansdaziilng wialitiu 9 wihedntuanagesay (dvsuindnmszdnBaaned) wialiifu 15 wibsAaluniams
@nznalnd wialiiu 6 wnhsfnluseggsau(dwsuiindasiiadiadann) [The total credits do not exceed 22 credits in regular semester Or 9 credits
in a summer session(for undergraduate students),0r 15 credits in @ regular semester or 6 credits in @ summer session (for graduate

students)
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11. Please check all of information is correct. Then click “I hereby that” and click

“Submit”.

asznuimiildan/Course

deiu/No. nsznuinn/Course wizfa/Credit waufSection
1 001102 - FUNDAMENTAL ENGLISH 2 3.00-0.00 001-000 i
Aaumsiuduninnszuiuirudeninun nganas MUASUA f i sznuim liisausan!

) |

Please check all of information before submit!

1. pszanwiniduin ldeiuiundidi Prerequisite udh/l have S ourse

2. dlamauanhoialiiy 22 whefe lumanndnelnd wialidiu 9 mhafalumaneiau (@miuindnersdulfuane?) walifiu 15 whefalumans
dnwlnd wia'litAu 6 mihgdaluniagasau(dwiind@nsniasiadnmn) [The total credits do not exceed 22 credits in regular semester Or 9 credits
in a summer session(for undergraduate students),0r 15 credits in a regular semester or 6 credits in @ summer session (for graduate

students)
dunsuRunsznyian [ Submit

12. After submitted, print out “CMR 44 request form for late class adding” and seek
approval from 1) advisor and 2) responsible department offering the class and 3) dean

of responsible faculty offering the class. (1 document per 1 subject)

CMR 44 Request Form for Late Class Adding
(To be used only for extenuating circumstances beyond student’s control)

Date

Tople: Request for adding a class after the established deadline of semester.

To:  Dean of FACURY ...oooociiieeiciceec e e (Off@7iNG the class)
.., Sludient (D)
Facully . Major ... Advsor

CONMECT BAMESS oo ot e et e e
Telephone ..........coocvviceeeieecces e eeeeeneo. REQIStErEd fOr semester ...l
and | ensure that the tuition fees for the indicated semester have been paid

Request for adding a class : (Prerequisite must be satisfied)

CREDIT SECTION
ToT. ‘LELT. | LAB. | LECT. | LAB.

Please indicate the reason you did not register for this class by the deadiine (relevant /

COURSE CODE

supporting documents are required)

Please consider the request.

Student's SIgNATLRE ........oooiie e e e

Approval of advisor:
Advisor's signature
Approval of department offering the class:

weee. Approved / ... Denied Remarks....

Department head's signature

- - - s e ]
Approval of Faculty offering the class:

weeee Approved /... Denied REMAMKS ... .coecee i

Dean's signature ..

Electronic signature is permitted.
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13. After received all approval from 1) advisor and 2) responsible department offering the
class and 3) dean of responsible faculty offering the class. Students have to submit

documents to the student’s responsible faculty for request the approval of special

late course adding as follows:
1) Request form for late class adding (CMR 44) (print out from item 12)
(1 document per 1 subject)
2) General request form
3) Certificate of class attendance (1 document per 1 subject)
4) Letter of explanation from student

5) Supporting documents (if any)

14. After submitted the documents to student’s responsible faculty, wait for the email

or responsible faculty to notify the results of the approval from the university

Viuw uAn_ 44 tiazaanuniugay samIsWSaNIIMNAIneEs samseiunsTanE i
Print out CMR_44 and seek approval. Waiting for approval. Wait for confirmation from Reg Office.
& &2

Then, login to the system again and check the results of the approval in step2.

There will be shown the message “The request has been approved”.

ViuwW uv .44 Wazaanutiuday asuaiaGuusauua samsEiunsiauE M
Print out CMR.44 and seek approval. The request has been approved. Wait for confirmation from Reg Office.
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15. After the request has been approved, wait for the registration office’ s staff verify the
information. If the information is correct, there will be shown the message

“Completed Special Late Course Adding” in step 4 and students will be notified by

email.
VuW uziv_44 Wiazannuiudau sumpiaisuusasual viunsanuITuasiue Whunsabyieas wéaauysal
Print out CMR 44 and seek approval The request has been approved Completed Special Late Course adding.

16. Students can check their status by logging in to the system and clicking “RefNo...”

to see.

WiunszuIuian/Course adding

= A' = o . » -
famsiunssnuinudimiuauaiiouua/Added total 1 [# wiusamstwi [ Create new item

( RefNo.l )
\—/
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