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1.2 Select your academic level.

1.3 Click “Login with
CMU Account”.

1.5 Select 
“Request of special late enrollment”.
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01 ACCESSING THE SYSTEM

1.1 Select the “Current Students” menu.

1.4 Click on the “Menu”.
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02 COURSE ENROLLMENT
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SPECIAL 
LATE

SPECIAL 
LATE

2.1 Select “Special Late Course
Enrollment”.

2.3 Then the system will
appear the courses.

Students who have enrolled for the
course enrollment through the

processing system or through the course
addition by responsible departments, the
enrollment results according to CMR 50

form will be shown.

Students who have not enrolled, 
no course appeared.

2.2 Check the fine details,

 acknowledge the terms 
“I agree with late

enrollment fee calculation”

 then click “Click to enroll”.
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2.4 To add more course(s), fill course no. 
or course name and click “Search”.                 

2.6  Course adding request summary will be shown. 
If students want to cancel, click
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2.5  Select the Lecture section and Lab section.
Click “Add course”.                             
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2.7 Please check all of information in the table. 
Then click “I hereby certify that it is correct” and click “submit”.

2.8 After submission, print out the “CMR 42 Course Registration Request Form” and
obtain approval from (1) the authorized person/instructor and (2) your academic

advisor. In the case of enrolling in multiple courses, students may provide separate
copies of the CMR 42 form to each authorized person/instructor. 

Prepare all required documents to be submitted to your respective faculty.

CLICK

Document List
Click this button to view 

the details of the required documents.

2.10 After submitted the documents to student’s responsible faculty, 
wait for the CMU Mail from registration office or responsible faculty 

to notify the results of the approval from the university.
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2.11 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”.
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2.14 After tuition fee payment is paid, wait for the
registration office’s staff verify the payment. If the

information is correct, there will be shown the message 
 “Course enrollment is complete”

 in step 4 and students will be notified by CMU Mail.

การลงทะเบียนกระบวนวิชาเสร็จสมบูรณ์
Course enrollment is complete.

2.12 After received the message in step 2, students can pay the tuition fee with fine
by click “Waiting for payment” in step

2.13 When you click on
Step       , the payment

methods for tuition
fees will appear as
shown in the figure.
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03 ACCESSING THE SYSTEM
Student’s Guideline for Special Late University Services Enrollment
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3.2 Select your academic level.

3.3 Click “Login with
CMU Account”.

3.5 Select 
“Request of special late enrollment”.

3.1 Select the “Current Students” menu.

3.4 Click on the “Menu”.
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4.1 Select 
“Special Late University Services

Enrollment”.

4.3 Fill the reason for request
of special late university

services enrollment. 

Then click “Submit”

04 UNIVERSITY SERVICE
ENROLLMENT

SPECIAL 
LATE

SPECIAL 
LATE

4.2 Check the fine details,

 acknowledge the terms 
“I agree with late

enrollment fee calculation”

 then click “Click to enroll”.
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CLICK

Document List
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Click this button to view 
the details of the required documents.

4.4 After submitted, print out
“General Request form” and
seek approval from advisor. 

*Electronic signature is permitted. 

After received approval from
advisor, students have to submit

documents to the student’s
responsible faculty for request

the approval of special late
university services enrollment.

Prepare all required documents
to be submitted to your

respective faculty.

4.5 After submitted the documents to student’s responsible faculty, 
wait for the CMU Mail from registration office or responsible faculty 

to notify the results of the approval from the university.
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4.6 Then, login to the system again and check the results of the approval in step 2.
There will be shown the message “The request has been approved”.
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4.7 After received the message in step 2, students can pay the tuition fee with fine by
click “Waiting for payment” in step

4.9 After tuition fee payment is paid, wait for the
registration office’s staff verify the payment. If the

information is correct, there will be shown the message 
“University Services Enrollment is complete” 

 in step 4 and students will be notified by CMU Mail.

4.8 When you click on
Step       , the payment

methods for tuition
fees will appear as
shown in the figure.
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SPECIAL 
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05 ACCESSING THE SYSTEM

5.2 Select your academic level.

5.3 Click “Login with
CMU Account”.

5.5 Select 
“Request of special late enrollment”.

5.1 Select the “Current Students” menu.

5.4 Click on the “Menu”.
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6.3 To add more course(s), fill course no. or course name and click “Search” 

6.1 Select 
“Special Late Course adding”.
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6.2 Click “Create new item”.
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6.4 Select the Lecture section and Lab section.
Click “Add course”.                             
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6.5  Course adding request summary will be shown. 
If students want to cancel, click             

6.7 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)

Prepare all required documents to be submitted to your respective faculty.
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06 COURSE ADDING SPECIAL 
LATE

SPECIAL 
LATE

6.6 Please check all of information is correct. 
Then click “I hereby that” and click “Submit”.

CLICK

Document List
Click this button to view 

the details of the required documents.
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6.8 After submitted the documents to student’s responsible faculty, wait for the CMU Mail
or responsible faculty to notify the results of the approval from the university.

6.9 Then, login to the system again and check the results of the approval in step 2.
There will be shown the message “The request has been approved”

6.10 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 CMU Mail.
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6.11 Students can check their status by logging in to the system and clicking
“คลิก/Click” to see.

06 COURSE ADDING SPECIAL 
LATE

SPECIAL 
LATE
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7.2 Select your academic level.

7.3 Click “Login with
CMU Account”.

7.5 Select 
“Request of special late enrollment”.

7.1 Select the “Current Students” menu.

7.4 Click on the “Menu”.

07 ACCESSING THE SYSTEM
Student’s Guideline for Special Late Course Section Changing
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8.1 Two menus will be shown as below,
click “Special Late Section Changing”.
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8.2 Select the desired course to change the section. 
Click “เลือกกระบวนวิชา/Click” to select the course

Note: A request form can be used to change only one course section at a time.

8.3 Select a new section for the -Lecture- and -Lab-.

8.4 Please check all of information is correct. 
Then click “I hereby certify that it is correct.” and click “Submit”.
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8.5 After submitted, print out “Request form for
Late Section Change” and seek approval from 

1) responsible department offering the class and 
2) dean of responsible faculty offering the class. 

(1 document per 1 subject)
Prepare all required documents to be submitted to 

your respective faculty.

8.6 After submitted the documents to student’s responsible faculty, wait for the CMU Mail
or responsible faculty to notify the results of the approval from the university. 
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8.7 Then, login to the system again and check the results of the approval in step 2.
There will be shown the message “The request has been approved”.

8.8 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 

“Section Changing is complete.” in step 3 and students will be notified by CMU Mail.
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CLICK

Document List
Click this button to view 

the details of the required documents.
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Section ChangingCourse
Enrollment University Service Course Adding

General request
form

General request
form

General request
form

General request
form

(print out from item 4.4)

 Letter of
explanation 
from student

 Letter of
explanation 
from student

 Letter of
explanation 
from student

 Letter of
explanation 
from student

Supporting
documents (if any)

Supporting
documents (if any)

Supporting
documents (if any)

Supporting
documents (if any)

Course registration
request form 
(CMR 42)

(print out from item 2.8)

Request form for
late class adding (
CMR 44)

(print out from item 6.7)

Request form for
Late Section
Change

(print out from item 8.5)

09 DOCUMENT LIST
FOR SPECIAL LATE ENROLLMENTFOR SPECIAL LATE ENROLLMENT
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COURSE
ENROLLMENT

COURSE
ENROLLMENT

UNIVERSITY
SERVICE

UNIVERSITY
SERVICE

COURSE
ADDING
COURSE
ADDING

SECTION
CHANGING
SECTION
CHANGING
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Certificate of
class attendance

(print out from home page)

Certificate of
class attendance

(print out from home page)

Certificate of
class attendance

(print out from home page)

(1 document per 1 subject)(1 document per 1 subject) (1 document per 1 subject)

Letter of
clarification 
from parent

Letter of
clarification 
from parent

(only undergraduate students) (only undergraduate students)
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1. Complete a General Request Form.

2. Submit the form to the Registration Office,    or send the

PDF via email / Registration Office Chiang Mai University

(Facebook page)

Registration Office Chiang Mai University

10 CANCELLATION
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IF A STUDENT WANTS TO CANCEL A SPECIAL LATE
ENROLLMENT, PLEASE PROCEED AS FOLLOWS:

0-5394-8927
kamonwan.p@reg.cmu.ac.th

Course & University Service
Enrollment (Undergraduate)
Section Changing 

0-5394-8925
achaleeporn.sook@cmu.ac.th

Course Adding

0-5394-89273
nitchakan.s@cmu.ac.th

Course & University Service Enrollment
(Graduate)
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