
Meeting group settings instructions for Electronic Meeting System (e-Meeting) - (for secretary) 

1. Open Internet Explorer. Enter URL “www2.kmutt.ac.th” and select “ส ำหรับคณำจำรย์และบุคลำกร (For 
faculty and personnel)” tab.  

 
 

 

2. Select “My Portal ส ำหรับบุคลำกร (for personnel)”. 

 
 



3. Login with (“your username”).(“first 3 letters of your surname”)@kmutt.ac.th and click Next button. 

 
 

 

 

 

4. Enter your password, then click Sign in button. 

 
 

 

 

 

 

 

 



5. Select the checkbox whether if you want to stay signed in or not. 

 
 

 

 

 

6. When enter “My Portal”, e-Meeting is located under “Unsupport SSO”. Then, click e-Meeting icon. 

 
 

 

 

 

 

 

 

 

 



7. Login with your username and password. 

 
 

 

 

 

8. The website will redirect to the main window of e-Meeting. 

 

 

 

 



9. Create the meeting group by clicking “ตั้งค่ำใช้งำน (Settings)” tab on the top menu -> “ตั้งค่ำประเภทกำร
ประชุม (Meeting type settings)” on the left menu. 

 

 

 

 

10. Click “เพิ่ม (Add)” button. 
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11. Fill the information: Group name in Thai and English. 

• Select group type -> กลุม่ถำวร (permanent group) 

• Select meeting type -> กำรประชุมแบบเป็นทำงกำรเตม็รูปแบบ (formal meeting) 

• Fill in the agenda time duration 

• Maximum number of board committees (fill in as ‘0’ if not specified) 

• Select which department to be under 

Then, click “เพิ่ม (Add)” button. 

 

 

 

12. If there is an appointment document that needs to be uploaded to the system, go back to “ตั้งค่ำ
ประเภทกำรประชุม (Meeting type settings)” and select the desired meeting group (If there is no 
appointment document, skip to 16.). 

 



13. Click   icon to upload the appointment document. 

 

 

 

 

14. When the new window pops up, click Browse button to search for the file in the computer. 
Note: The attached file type must be .pdf or picture file type only. 

 

 

 

 



15. Select the file, name the file, click “แนบไฟล์ (Attach the file)” button, and click “ปิดหนำ้ต่ำง (Close the 
window)” button. 

 

 

 

 

16. Then, the website will redirect to the meeting group information screen. Click “สมำชิก (Member)” 
button to add a member to the meeting group. 
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17. Click “เพิ่มสมำชิก (Add member)”. 

 

 

 

 

18. Fill in the member name that you want to add, then click “ค้นหำ (Search)” button. 

 

 

 

 

 

 

 



19. Select the position of the meeting. 

 

 

 

 

20. Select the desired person and click “ยืนยันกำรเลือกสมำชิกกลุ่ม (Confirm group member selection)” 
button.  
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21. Click “เพิ่มสมำชิก (Add member)” to add committee members 

Repeat process 18-21 until all committee members have been selected. 

 

 

 

 

22. When all members are selected, you can sort them in order.  Then, click “บันทึกกำรแก้ไขข้อมูล (Save 
changes)”. 

 

 

 

* * * * * * * * * * * * * * * * * * * * The meeting group setting is complete * * * * * * * * * * * * * * * * * * * * 
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