Procedure of Request of Special Late Course Section Changing

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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Change || * Consultation booking system (Reg-Clinic)
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» Request for educational documents system (Transcript, Certificate of status, ete.)
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» Request for grade I (Incomplete)
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5. Two menus will be shown as below, click “Special Late Section Changing”.

{L Registration Office CMU

adnzidauradnivue tlunsalies
Special Late Enrollment

wiuasznuimuaadiwue unsdiies
Special Late Course adding
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6. Click “Create new item”.
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7. Click the course that student would like to change section. (1 document per 1

subject)

AsELIUITIMaInEd oy

No.

1
2
3

CourseNo

001101 - LISTENING AND SPEAKING IN ENGL
356102 - ORNAMENTAL AQUATIC ANIMALS
801100 - ARCHITECTURE IN EVERYDAY LIFE

Section
004-000
001-000
002-000

8. Choose new lecture section (-Seclec-) and lab section (-Seclab-).

deiu/No.

1

nszinuian/CourseNo

001101 - LISTENING AND SPEAKING IN ENGL

I \danasynuin/Click I s
\aanasyuuin/Click
\@annaszanuim/Click
old section New Section
004-000 -Seclec- v -Seclab- v
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9. Please check all of information is correct. Then click “I hereby certify that it is correct”

and click “Submit”.

aeiu/No. Aszuuian [CourseNo old section New Section

1 001101 - LISTENING AND SPEAKING IN ENGL 004-000 010 v 000 v

mMsuldgunaunsanuimannsainlaasasas 1 nsanuiriniu
Request form for section change per 1course

s ldasagaunssnwinidanisousanud | | hereby certify that it is correct.

fudunnsulasusaunsnanuin/submit

10. 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)

Request Form for Late Section Change

(Refer to the University calendar for period/deadiine)

May 3, 2023
Topic: Request a section change dfter the established deadine of semester 3/2565
To: Dean of the Faculty Humanities

| J— ] S Student ID.

Faculty .. v Maor . Advisor's name.
Contact Address Telephone. Registered for semester 3/2565
and | ensure that the tuition fees for the indicated semester have been paid

Request for changing section of the same class as follows
Course number........ 00T02...... From (old) section...... - Instructor's signature.

To tnew) section........ - Instructor's signature.

Please indicate the reason you did not switch the sections for this doss by the deadline

Please consider the request

Student’s signature.....

Approval of department offering the class:
O Approva O e Remarks

Department head's SIgNOMUTe.........ov..c.corrcee

Approval of Faculty offering the class:
O eprovs O peres Remarks:

DEAN'S SIGNAMULE. ...

Electronic signature is permitted.
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11. After received all approval from 1) responsible department offering the class and
2) 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 section

changing as follows:
1) Request form for Late Section Change (print out from item 10) (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)

12. 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.

Yiuw dzauldsuaaunsninuizi SEMSWASAINANKINENEY samssiumsiauEa i
Print out Form for Late Section Change and seek approval. Waiting for approval. Wait for confirmation from Reg Office.
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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”.

Wiuw dzauldsusaunsanuin lasuapiaiGuusanuan sanmsEwiumsiaaEmaim
Print out Form for Late Section Change and seek approval The request has been approved. Wait for confirmation from Reg Office.
PN
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13. 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 4 and students will be notified by email.

Wiuw dmanldsueaunsainuin lasuayiaiGausanual uldgueaunsanuiznuasiniua dunsaivitds wiaauysal
Print out Form for Late Section Change and seek approval The request has been approved Section Changini is complete.

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

to see.
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