STUDENT’S GUIDELINE FOR COURSE ADDITION BY RESPONSIBLE DEPARTMENT
In case of “Indicate section number”

HOW TO LOG IN

1. Students can access the system from the registration office website at
http://www.reg.cmu.ac.th For change the language, click the flag on top of the page. Then,
click on “Current Student” and Choose level of students or access directly at

https://www1.reg.cmu.ac.th/webreg/en/undergraduate-students/
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2. Click “Login with CMU Account”
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Enrollment Services
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e Course Enrollment, Add, Drop

Enrollment for University Service

Search for available course

Personal Information and Academic Records

Leave of Absence and Resignation

Course withdrawal with grade * W ~ via online system
Course Enrollment for Grade " V ~

Request for a Deferred Evaluation (request for Grade " | *)
Print out CMRS0 Form (course enrollment form/receipt)
Print out receipt (Pay through QR CODE)

other services

Login with CMU Account
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3. Login

the system with CMU IT Account (@cmu.ac.th)

CMU IT Account
One account for all Services

Sign in to continue to

4. After logging in successfully, click on “Menu” then select “Course Addition and Section

Changing by Responsible Departments”
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» Consultation booking system (Reg-Clinic)

» Credit transfer / Equivalent credit transfer system
» Request for educational documents system (Transcript, Certificate of status, etc.)
» Registration for graduation system (Last semester that students expecting to graduate)

» Curriculum Guide and Enrollment Recommender System for Degree Completion

» Personal information

» Request for Student Identity Card

» Update personal information (Thai students)
» Message from Advisor, Department, Faculty
» Leave of absence

» Resignation

» Academic results (Grade GPA GPAX)

» Class and Exam timetable
» Search for available courses
» Course enrollment / Course withdrawal (without receiving grade W)

» Enrollment for the University Service

[ » Course Addition and Section Changing by Responsible Departments ]

» Late enrollment

» Request of special late enrollment



5. The window will be shown as follows,
1) Add new course: To add a course.
2) Section changing request: To change the section.
3) Check Status: To follow up your request.

4) Search all courses which open on that time.

For English, click on “TH/EN” button at the top right corner.
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Online Application for Course Addition & Section changing Request to be Approved by Responsible Department r

Summer Session, Academic Year 2023

Period: 15 - 18 April 2024
Start: 09:00.00 | End: 23:59.00
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Search All Courses

6. 1) Read the instructions before adding courses.

2) Fill up the course details. Correct course number is the first priority.

[ Make a request

Please fill out course information

Course number

tourse number. 2

Section Search

Indicate section number without search L4

Section (lec-lab)

lec lab

Reason for Course Addition & Section changing Request
Please type Reason.

%

* Type 6 digits of course number to be
added.

¢ Select section search and indicate

section number.

* Click blue "Send" bar.

o If the course offers more than 1
section, Student can choose up
to 5 sections

°

If the course requires lab
enroliment in addition to lecture,
further step is included in the
system.

o

If Student do not know course
number to be added, you can
search in menu "Search All
Courses".



7. Select “Indicate section number without search”

Make a request Instruction

» Type 6 digits of course number to be

Please fill out course information added

® Select section search and indicate
section number.

Course number Click blue "Send" bar.

001202 o If the course offers more than 1
section, Student can choose up

to 5 sections.
gection Search \ .

If the course requires lab
Indicate section number without search v encolenent in, a.ddition k? lecture:

further step is included in the
--- Please Select Condition --- system.

o St do ot know course
Search for all available sections number to be added, you can
Search for available section by Dates/Times search in menu "Search All
Search for available section by Instructor’s name ) Courses:
ason Tor Lourse Aaaition & Section cnanging

test

Vi

8. Fill in the section number on field “Section (lec-lab)”

Make a request Instruction

* Type 6 digits of course number to be

Please fill out course information edded

Select section search and indicate
section number.

Course number Click blue "Send" bar.

001202 o If the course offers more than 1
section, Student can choose up
to 5 sections.

Section Search

o

If the course requires lab
enrollment in addition to lecture,
further step is included in the
system.

Indicate section number without search v

Section (lec-lab) If Student do not know course

number to be added, you can
search in menu "Search All
Courses”.

o

lec .. lab ..

Reason for Course Addition & Section changing Request

Please type Reason..



9. Fill in the reason for requesting to add courses on the field.

* Type 6 digits of course number to be

Please fill out course information ockied

Select section search and indicate
section number.

Click blue "Send" bar.

Course number

001202 o If the course offers more than 1
section, Student can choose up
to 5 sections.

Section Search

o

If the course requires lab
enrollment in addition to lecture,
further step is included in the
system.

Indicate section number without search v

Section (lec-lab)

If Student do not know course
number to be added, you can
search in menu "Search All
Courses”.

o

lec .. lab ..

Reason for Course Addition & Section changing Request

Please type Reason..

10. Click "Send"

Type 6 digits of course number to be
added.

Please fill out course information

Select section search and indicate
section number.

Click blue "Send" bar.

Course number

001202 o If the course offers more than 1
section, Student can choose up
to 5 sections.

Section Search

o

If the course requires lab
enrollment in addition to lecture,
further step is included in the
system.

Indicate section number without search v

Section (lec-lab)

If Student do not know course
number to be added, you can
search in menu "Search All
Courses”.

o

lec .. lab ..

Reason for Course Addition & Section changing Request

Please type Reason..

</ Send




11. Check your request summary, click "confirm request" If the summary is correct or click

“Back to previous page” to edit or cancel

@ Request Checking

Please check your request summary

requests for addition of 001202

Student ID : in Summer Session, Academic Year 2023

Z Lecture section : 1 section

g required Credit Room
Course title " Dates Times ~ Instructor
section (lec-lab) (Location)
ENGL IN PROF CONTEXTS 001 000 3 0] M-F 0800 - 0930 RB5309 Instructors

D Reason for Course Addition & Section changing Request

test

d9 Confirm Request € Back to previous page

12. Click “Confirm”

P

Confirm request ?

*Once the request is confirmed, your
submission cannot be changed. Decision of
department is final*

Check again




13. Then the system will show Course Addition Request Status page

- Green Channel, Course successfully added

- Blue Channel, Waiting for approval

Course Addition & Section changing Request status

Summer Session, Academic Year 2023

Added : O course(s)

2 Section Credit Room
Course no. Course title (lec-lab) (lec-lab) Dates  Times (Loketian) Instructor Type Confirm Date

No added course

IO Waiting : 1 course(s)

Section(s)

selected Date request sent Detail

Course no.

0oto1 3 sec 17 Apr 2024 (09:56:48) [ see der

€ Go to home page

14. When the request is completed, a CMU mail (@cmu.ac.th) notification will be sent to

the students and the responsible department as follows:

- Students will be notified “Course addition is waiting for approval from the

responsible department”

- The responsible department will be informed that “Student’s request to add

a course is waiting for your approval”

15. When the responsible department makes an approval, an e-mail notification will be sent

to the students and their advisors as follows:

- Students will be notified “Course addition by responsible department is

successfully added”

- Advisor will be notified that “Course addition by responsible of (Course name) for

MI/MS oo student id.....ccccoeueee. is successfully added.

16. All courses added by responsible departments will be processed again by the registration
office at the end of adding period. Student are encouraged to check the summary of your

enrollment before making tuition payment.



