Leave of Absence Handbook for Student

1. Direct your browser to http://www.reg.cmu.ac.th. Click “Current Students”, then select

“Undergraduate Students” menu.
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2. Click “Login with CMU Account”
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3. Login to the system by CMU Account (email@cmu.ac.th)
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4. Click “Menu” and select “Leave of Absence”
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5. The menu tab will appear as follows. Please read the procedure on tab 1 before starting.
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes

1. swasdnadunaunisaiin 2. nsandlday 3. Usyidnsanin / Gnenusaiuzaisanin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Procedure Leave of Absence via online

1. Log in to the system to fill out the information for leave of absence via registration system (Menu “Leave of absence”)

6. Select tab 2 “Fill up the request for leave of absence form”
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STEP 1 Request for leave of absence (Not more than 8 semester)
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In case of wishing to leave for more than one semester, please specify the semester and check the selected semester must not be repeated
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7. Select semester and academic year for a leave of absence. (Maximum 8 semesters)
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STEP 1 Request for leave of absence (Not more than 8§ semester)
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In case of wishing fo leave for more than one semester, please specify the semester and check the selected semester must not be repeated
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8. Select the reason for a leave of absence.
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STEP 2 Indicate the reason for leave of absence.
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Click to select the reason
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STEP 3 Indicate parent testimonial
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9. Select parents/guardian for approving your request to leave of absence.
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STEP 3 Indicate parent testimonial.
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tilnasaa (Parent)
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10. When all information has been filled in, click “Save the request form”.
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STEP 2 Indicate the reason for leave of absence.

AdnanmnHa
Click to select the reason

\Ranmana (Select the reason)

wiana (Reason)
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STEP 3 Indicate parent testimonial.

waanilnasas
Select parent

dansinasas (Select parent)

Hilnasad (Parent)
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STEP 4 Save the request form for printing.

WuiiAd1ar RN anLédn
Save the request form Cancel

11. When the form has been saved, tab 3 “History/Check your request” will be appeared.
Download the request form by clicking on the Printer icon for printing or save the request as
a PDF. Then ask for approval from parents/ guardians ( Both electronic signatures and
handwritten signatures are permitted. If you printed out the form for signing, scan it as a PDF

file before uploading the document.)

3. szAdiasanvin / Gasuaniugnisaiin
History/ Check your request status
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Procedure Leave of Absence Fill up the request for leave of absence for
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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12. When getting the approval from parents/guardians, log in back to the system again to
attach a file of the request form. On tab 3, click “Choose File” to upload the approved form

and click “Submit your document”.

1. Muadidnaiuaaunisaiiin 2. nsandsag 3. dszidasanvin / Aaeuaaiugaisaiin
Procedure Leave of Absence  Fill up the request for leave of absence form  History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information™
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees.

13. When the file has been attached, click “Please click to confirm to send the request.”
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes

1. neanduaiunaunisaiin 2. nsanAsas 3. Usgddnsartin / dacnuaniusnisaiwn
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees.

14. Click “OK” to confirm to send the request.

Are you sure?

Confirm to send the request




15. The request will be sent to your advisor and the responsible person for the registration

system at your faculty. Students can follow document status on this tab.
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish fo attend a regular semester, should request a leave of absence within 30 days after the first day of classes.

1. eandoaduaaunisaivin 2. nsandlsay 3. isgddnsain / Gaenuaniugaisaiiin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees

16. When getting approval from your advisor, the status will change to “Waiting for approval

from the dean.
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes.

3. szAdnsanvin / Aaaudaiusnisalin

1. anduadunaunisarin 2. nsand1sad
History/ Check your request status

Procedure Leave of Absence Fill up the request for leave of absence form

Aading... uw draavinmsdnsiasnmaniunmwaailunindnun wiasdasasurlatayainaniilu "ualazaya”
Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees



17. When the approval has been completed. Your request will be sent to the Registration
officer for checking. The status will change to “ Waiting for approval from the Registration

officer”
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes.

1. uanduaduaaunisaiiin 2. nsanAniad 3. isz¥A@nsarvin / Aaeuaanusasaivin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees.

18. If the request is complete, the officer will send the notification to the student’s CMU Mail
for making the fee payment via QR Code. When the fee has already been paid, click “ After

the payment is done, click here to refresh the payment status.”
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes.

1. suasdundunaumsaiin 2. nsandisag 3. dsgidmsanvin / dacusatusaisadin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Hote: To complete the procedure. permission of parent, advisor and the dean are required. Student must pay the required fees



19. The status will change to “The payment is done. Waiting for the announcement from

Registration Office. Students can print the electronic receipt from the system.
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes.

1. seanduaduaaunisaiin 2. nsandisas 3. ds¥dtinsaniin / daaugaiugaisaiin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status
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Print the leave of absence request form. If you want to edit the information, Click on "Edit information”

anmuzmsanin

# swaindnn aminmsdnntumantsdnn DOWNLOAD sindas UPLOAD sivias

1 2-2565 fanining B <2 dhsziuua sadavilszms
File leave of absence © The paymentis done.
Waiting for the announcement from Registration Office.
@"9"9‘ version © vanituga | Print receipt

mnume - msvinnsAnndisinmanuammaiuindan dndnmdsslstusruiusaianarineses s stilinn aseuiineanud uadpehszissmion musaioun wisndausmoninsuifussn mmnds Sezdumsainmsfne Aaugsel

Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees.

20. After the university has approved the announcement, the number of an announcement

will be noticed by the officer. The status will change to “Complete”
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Leave of Absence to Maintain a Student Status (Undergraduate Level)

Students who do not wish to attend a regular semester, should request a leave of absence within 30 days after the first day of classes

1. oaufaaiunauansanin 2. asandisas 3. Usziéinsavin / Aaenuaniusaisaidin
Procedure Leave of Absence Fill up the request for leave of absence form History/ Check your request status

drading... iuw daaawinmsdnuniasnuanumwasithnindaun wineasnsudlupyaliadaiiiy "ualmiaga™
Print the leave of absence request form. If you want to edit the information, Click on "Edit information”
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Note: To complete the procedure, permission of parent, advisor and the dean are required. Student must pay the required fees



