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

1. Open Internet Explorer. Enter URL “www2.kmutt.ac.th” and select “dmsunninaisduazynaing (For

faculty and personnel)” tab.
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2. Select “My Portal dm¥uyaains (for personnel)”.
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3. Login with (“your username”).(“first 3 letters of your surname”)@kmutt.ac.th and click Next button.
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Signin

Can't access your account?

Sign-in options

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

< @kmuttacth
Enter password

Password

Forgot my password
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5. Select the checkbox whether if you want to stay signed in or not.
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Stay signed in?

Do this to reduce the number of times you are asked
to signin.

‘ Don't show this again

e Privacy & cookies

6. When enter “My Portal”, e-Meeting is located under “Unsupport SSO”. Then, click e-Meeting icon.
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7. Login with your username and password.
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8. The website will redirect to the main window of e-Meeting.
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9. Create the meeting group by clicking “famldau (Settings)” tab on the top menu -> “AIANUIZLANNIT

Uszaul (Meeting type settings)” on the left menu.
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10. Click “wiiy (Add)” button.
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11. Fill the information: Group name in Thai and English.

« Select group type -> ﬂfjum?i (permanent group)

- Select meeting type -> N13UszuLUULTUNIINISANFULUL (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 “ Wil (Add)” button.
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12. If there is an appointment document that needs to be uploaded to the system, go back to “#9A1
. . ” . . .
Usstamnisusetu (Meeting type settings)” and select the desired meeting group (If there is no
appointment document, skip to 16.).
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13. click B icon to upload the appointment document.
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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.

HVANINADLAG LU AT WIENRHLIRA YT

Anmanmanasssuy s wamad - 0an

e [ @ CRYPTBOT Hi-Secure e-Office - Interet Explorer

- urnsmailunamus o5 8 S——
- samml i L
- AT |
= gradusmasinens

T L e vilsdouseds :I
Y

- @anlfiumasuaana L T
T e — 3 AU 058 U
- damndeanmal g - = s a8
S | aifidfoyanls= Wionanansdoussis
- ilmanunsnanmas
- diAn B
- dammeEaimE ) -
e — 1 o HaioneTmelussuy
- Fanilesasnm i e 4
- uausingd Sl
£ szvummsamanaeady
- wiipusiaig

| izt |

+ LiEllenaTsnieuensuy

)

- iwammwiodn Faonans = \

- MM, . .
enlud =

wnahis | | e |




15. Select the file, name the file, click “wuulyla (Attach the file)” button, and click “Yantinsna (Close the

window)” button.
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16. Then, the website will redirect to the meeting group information screen. Click “@1%n (Member)”

button to add a member to the meeting group.
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17. Click “iiinaun®n (Add

member)”.
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18. Fill in the member name t

hat you want to add, then click “Aun (Search)” button.
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19. Select the position of the meeting.
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20. Select the desired person and click “§u5uﬂﬁiL§aﬂﬂmﬂ%ﬂﬂ@:m (Confirm group member selection)”
button.
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21. Click “Lﬁmm%ﬂ (Add member)” to add committee members

Repeat process 18-21 until all committee members have been selected.
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22. When all members are selected, you can sort them in order. Then, click “ﬂ'uﬁmmnuﬂ‘u%’aga (Save

changes)”
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