
How to create agenda and invitation 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 indicating 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 agenda : Clicking “ระบบงำน (work system)” tab on the top menu -> “กำรบรรจุ
วำระกำรประชุม (Create meeting agenda)” on the left menu. 

 

 

 

 

10. Click “สร้ำงเอกสำรวำระกำรประชุมใหม่ (Create new meeting agenda)” 
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11. Select the meeting agenda, No., date, time, and meeting location. 

 

 

 

12. The system will initially set the main agenda as the first agenda. Then, select the agenda name and 
type the details in the text box and click “บันทึกข้อมูล (Save)” button. 

 

 



13. If there is any sub-agenda, click “เพิ่มวำระย่อย (Add sub-agenda)” button for each main agenda. 

 

 

 

 

14. Fill in the topic and details of the sub-agenda, then click “บันทึกข้อมูล (Save)” button. 

 



15. After clicking “บันทึกข้อมูล (Save)” button,               Icon will pop up for uploading the attachment in 
case if there is any agenda that needs to be uploaded. 

 

 

16. Once the upload window pops up, click “Browse” to search for the file in the computer. 
Note: The attached file type must be .pdf or picture file type only. 

 

 



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

 

 

 

 

18. If you want to add main agenda items, click “เพิ่มวำระหลกั (Add main agenda)”. 
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19. Select the main agenda name, then fill in the details in the text box. Keep going until all agenda 
items are filled. 

 

 

20. After filling details of all agenda items, click “บันทึกข้อมูล (Save)” button, then click “สง่ไปลงนำม (Send 
to sign)” button to send the agenda to the person’s signature. 
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21. Click “เลือกผู้รับเอกสำรเอง (Choose the recipient)” button. 

 

 

 

 

22. Select “ค้นหำบุคลำกร (Search personnel)” tab, fill in the name, then click Enter. A list of names that 
matches the name text will show up.  

 



23. Select the desired name, click “เลือกบุคคล”, then click “ยืนยันกำรเลือกผูร้ับเอกสำร/ผู้ปฏบิัติงำน (Confirm 
the receiver/operator selection)”. 

 

 

24. Select the document status. For the meeting agenda, the status must be “อนุมัต/ิอนุญำตและลงนำม 
(Approved/Allowed and signed)”. Then, click “บันทึกกำรแก้ไข (Save changes)” button and click “ปิด
หน้ำต่ำง (Close the window)” button. 
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25. Verify the sender and receiver details, and document status, then click “ส่งเอกสำรตำมผู้รับข้ำงต้น (Send 
the document to the receiver shown above)” button. 

 

 

 

26. Another confirmation message pops up, click OK button. Waiting it backs to main agenda page. 

 

 

* * * * * * * * * * * * * * * * * * * * Adding agenda is complete * * * * * * * * * * * * * * * * * * * * 



27. Sign the agenda : For the recipient of the document, please check the correctness of the details 
before signing the agenda. 

 

Note: If the signer is not the person who created the agenda, click “เอกสำรเข้ำ-ออก (Document in-
out)” on the top menu -> click “เอกสำรเข้ำ (ปกติ) (Document-in (Normal))” on the left menu. Then, 
select the agenda item  that needs to be signed. 
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28. If the agenda details and attachments are all correct, select the approval status to “อนุมัติ (Approve)” 
and the comment on the signature to “อนุมัติ (Approve)” หรือ “อนุญำต (Allow)” แล้วกดปุ่ม “ลงนำม-สั่ง
กำรให้ควำมเห็น (Signed and ordered/added comments)” 

 

 

 

29. The meeting agenda has been approved. 
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30. The approved agenda must show the status as in the example below. 

 
 

* * * * * * * * * * * * * * * * * * * * Sign the agenda is complete * * * * * * * * * * * * * * * * * * * * 
 

 

31. Create an invitation (internal) : Click “ระบบงำน (work system)” tab on the top menu -> “สร้ำงหนังสือ
เชิญประชุม(ภำยใน) (Create an invitation (internal))” on the left menu. 
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32. Click “สร้ำงเอกสำรจดหมำยเชิญประชุมใหม่ (Create new invitation)”. 

 
 

 

 

 

33. Select group type/meeting type, topic, and invitation type. Then, click “บันทึกและทำขั้นตอนต่อไป (Save 
and continue)”. 

 
 

 

 



34. Fill in the content, then click “บันทึกข้อมูล (Save data)”. 

 
 

 

 

 

35. If you want to send an invitation to other attendees besides the list of committee members in the 
meeting group, click “เพิ่ม-ลดผู้เข้ำร่วมประชุมภำยใน (Add-delete internal meeting attendee)” button (If 
there is no other attendees, skip to 39.). 

 
 



36. Fill in the desired name, then click “ค้นหำ (Search)” button. 

 
 

 

 

37. Select the desired name, then click “ยืนยันกำรเลือกผูเ้ข้ำรว่มประชุม (Confirm the meeting attendee 
selection)” button. 

 
 

1 
2 



38. The new attendee name will be added to the list. Click “ปิดหน้ำต่ำง (Close the window)” button. 

 
 

 

 

 

39. Click “บันทึกข้อมูล (Save data)” button, then click “ลงนำมเอกสำร (Sign the document)” button. 

 
 

 



40. Click “เลือกผู้รับเอกสำรเอง (Choose the recipient)” button 

 
 

 

 

 

41. Select the document status. For the meeting invitation, the status must be “รับทรำบ/ให้ควำมเห็น/เพื่อ
โปรดด ำเนินกำรและลงนำม (Agreed/added comments/to proceed and sign)”.  

 
 



42. Click “บันทึกกำรแกไ้ข (Save changes)” button and click “ปิดหน้ำต่ำง (Close the window)” button 

 
 

 

 

 

43. Verify the sender and recipient details, and document status, then click “ส่งเอกสำรตำมผู้รับข้ำงต้น 
(Send the document to the receiver shown above)” button. 
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44. Click “ลงนำมเอกสำร (Sign the document)”. 

 
 

 

 

 

45. Wait until it redirects back to the main page. 

 
 

 

* * * * * * * * * * * * * * * * * * * * Sending an invitation (internal) is complete * * * * * * * * * * * * * * * * * * * * 


