
Leave of Absence Handbook for Student 
 
1. Direct your browser to http://www.reg.cmu.ac.th. Click “Current Students”  
and select education level. 

 
 
2. Click “Login with CMU Account” 
 

 
 
 
 
 
 
 
 
 

http://www.reg.cmu.ac.th/


3. Login to the system by CMU IT Account (@cmu.ac.th) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Click “Menu” and select “Leave of Absence” 

 
 
 
 
 
 
 
 
 



5. The menu tab will be appear as following. Please read the procedure before start. 

 
 
 
6.  Select tab 2 “Fill up the request for leave of absence form”  and select semester and 
academic year for leave of absence. (Not more than 8 semester)  
 

 

 
 
 
 
 
 
 
 
 



7. Select the reason to leave of absence. 

 

 

**For Undergraduate Student Only**  

  Select parent/guardian for approving your request to leave of absence.  

 
 

 
8. When all information has filled up, click “Save the request form”.  

 
 
 
 
 

 

 

 

 

 

 

 



**For Undergraduate Student Only**  

- Download the request form by click on Printer icon for printing or save the request as a 
PDF. Then ask for approval from parents/guardian (Electronics signature is permitted or, if 
signing on the paper, scan it as a PDF file before upload the document.) 
- Log in back to the system again for attach the request form file. On the third tab, click 
“Choose File” to upload the approved form and click “Submit your document”.  
- When the file has been attached, click “Please click to confirm to send the request.” 

 

**Remark1 ** Student can edit the request form by click “Edit information”  

**Remark2 ** Student can cancel the request by click “Cancel request” 

**Remark3 ** If the request form has not been upload, student cannot make a confirmation. 

 

 

9. The request will be send to the advisor and the responsible person for the registration 
system of faculty to ask for the approval. Students can check the status at this tab. 

 

 



10. Once the request has been fully approved, the system will forward it to the officer for 
document verification. If all documents are in order, the officer will send a notification to 
the student's CMU Mail for the student to log back into the system to proceed with paying 
the leave of absence fee via the QR Code. After the payment is completed, please click 
"After the payment is done, click here to refresh the payment status." 

 

 

11. The status will change to “Announcement is prepared by the Registration Office.”  
Student can print the electronics receipt from the system. 

 

 

 

 

 



12. After the university has approved the announcement, the number of announcement. 
will be noticed by the officer. The status will change to “Approved by the University” 

 

 
13. Completion of the Leave of Absence Request Process  
 
 
 
 


