How to create agenda and invitation for Electronic Meeting System (e-Meeting) — (for secretary)

1. Open Internet Explorer. Enter URL “www2kmutt.ac.th” and select “dmsunmnarsduazynains (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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Sign-in options

4. Enter your password, then click Sign in button.
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5. Select the checkbox indicating 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 agenda : Clicking “3suUuUU (work system)” tab on the top menu -> “N13UT%9

113¥N135UT8YN (Create meeting agenda)” on the left menu.
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10. Click “a‘%JNLEmmimizm’iﬂix‘qﬁlmi (Create new meeting agenda)”
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11. Select the meeting agenda, No., date, time, and meeting location.
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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 “Uufintaya (Save)” button.
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13. If there is any sub-agenda, click “ Wiunseeos (Add sub-agenda)” button for each main agenda.
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14. Fill in the topic and details of the sub-agenda, then click “ﬁuﬁﬂ%’aga (Save)” button.
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15. After clicking “ﬁ’uﬁﬂ%’aaﬂa (Save)” button, | a I Icon will pop up for uploading the attachment in

case if there is any agenda that needs to be uploaded.
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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.
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17. Select the file, name the file,

window)” button.

click “wuulig (Attach the file)” button, and click “Uantindng (Close the
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18. If you want to add main agenda items, click “ Wi5z9dn (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.
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20. After filling details of all agenda items, click “ﬂuﬁﬂ%’aga (Save)” button, then click “@luasuy (Send

to sign)” button to send the agenda to the person’s signature.
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21. Click “Lﬁ@ﬂ@'%ﬂt.aﬂamaa (Choose the recipient)” button.
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22. Select “ﬁuwmﬂmﬂi (Search personnel)” tab, fill in the name, then click Enter. A list of names that

matches the name text will show up.
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23. Select the desired name, click “idenuaAa”, then click “Budunsiiendsutenans/guiiRau (Confirm

the receiver/operator selection)”.
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25. Verify the sender and receiver details, and document status, then click “duanmmmé’%’uﬁwﬁu (Send

the document to the receiver shown above)” button.
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26. Another confirmation message pops up, click OK button. Waiting it backs to main agenda page.
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27. Sign the agenda : For the recipient of the document, please check the correctness of the details

before signing the agenda.
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Note: If the signer is not the person who created the agenda, click “lonasiU1-80n (Document in-

out)” on the top menu -> click “tona1s141 (Uni) (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 “eyil# (Approve)”

and the comment on the signature to “ausi# (Approve)” %38 “augy19 (Allow)” WiInAYY “aauu-d

Msl¥AMLLAY (Signed and ordered/added comments)”

HYINIIAILNR LU LADH=SRHLTRA BT

o R = 0

éiﬂu QL unn Pdnmson Ooanens

e

1.1 wamgumsuU i
wreunaie Fefieunaly udindenya- dou Teesfydnel i idls
wntlsynauntalssgy

I " J—

= o o d "
i ammn Ay FTVYUITEN 2 190 HT??U?E\!T’IFJ\?TLW"I?‘J?E‘UIH

Fuitasuu 15 wnpnnn 2560 (Lidufnaundasnaniimoduinig)

- ke Smymas Moy ® ougim O Tsigusid 1
- wnzdinE

anudilumsanny [owa v Sumuitai:
AT S = I
W SIS (1)

- awilAnesfnamsdin

- mTusTIN sl

- MmN

- fusmmeemslseyn

- shenbfadnidsems (mavan)
- afnlsdodgalers (malu)
- fwmniksAadnl sy

- szl e

ey

HaA TN [ T—
- Snafla Taidounl
- augnndumslesgnases Tna o B

= Safidaind: siTdasm!
- e Hefidaundan i
- tfinmstesn v

— I - S— — =
- dudnmslsauliine: 5 dndy | O Tmidos | W dnen | o inlionms | @) dwwds | @ ndy
<

H100% -

29. The meeting agenda has been approved.
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30. The approved agenda must show the status as in the example below.
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31. Create an invitation (internal) : Click “szUu41u (work system)” tab on the top menu -> “@¥19utlsde

WeyUseyu(nely) (Create an invitation (internal)” on the left menu.
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32. Click “ﬂ%"mLaﬂa'ﬁﬁmwu’lﬂlﬁiyﬂiz‘qﬂmi (Create new invitation)”.
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33. Select group type/meeting type, topic, and invitation type. Then, click “Juitnuasmiuneusely (Save

and continue)”.
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34. Fill in the content, then click “ﬁ’uﬁﬂ‘b’a;ﬂa (Save data)”.
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35. If you want to send an invitation to other attendees besides the list of committee members in the

meeting group, click “ Lﬁu—aﬂﬂﬁﬂ‘ﬁ’mﬂis‘l@ﬂwh (Add-delete internal meeting attendee)” button (If

there is no other attendees, skip to 39.).
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36. Fill in the desired name, then click “Auun (Search)” button.
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37. Select the desired name, then click “gué’umnﬁaﬂﬁgﬁlﬁwﬂizﬁu (Confirm the meeting attendee

selection)” button.
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38. The new attendee name will be added to the list.

Click “YUnniinsing (Close the window)” button.
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42. Click “Jufinnisunily (Save changes)” button and click “Yaniinang (Close the window)” button

Gaulomaduanme [ Suihuananseuaiiy v A
ﬁwﬂuﬂ'z"wmmi”'!m%al-'i‘u- V”-uﬁau- V”-ﬂ- V|| m |
Hoamunlazm AuLANNT dannau:
- SEOAERSIANSE ANERSANTUNS QA
- saaERs1Asd ranwadluin HesTuas P
o - P i i >>
- gahamansanst nanwmasivassa Toidsdna
- mans1anst nanwadtiugns fusrsas - .
- grhumaanast nannaslseasy Ausmuun | damwpna>> |
- dihamansiatsdama d@alasine ) -
- saudaERsIANsd Aaneadlngsdl ashinus P
- SRS 1ATsE AaneRsAIng wiildy b
- anvsdstlinasal Isewsia
- wonw Thes ¥
- Weilsa uaAug
snuta disunns - Tsiaulad it daunnnsfsensdin andinaidli "Enter’
'S
Muamiam?uaainféﬁﬁunl D I
ey
. . . au
“F"l" unna/miwow/adudlfou ang doulamsfuenms Hunad-nasdnade 0
wumang aigdamas it huian s Sunsu/ i e e suasacus ~| [sudhuanasiuay V[ w-v]da v O
wutis spulsen dnoouihod dnnouifiand Sunmu/ i/ aTsar i suasasu | [Fudhuanasiuaiiy 0
it udsanu ihnesiimed dilhnasismd suns e i iallsaidiunsuesau V‘ ‘?mﬂmaﬂmsm'uaﬁu O
W mdiss ssnafedy dhnositanad dubaniiined Summu/ /e Tsasudunsuasasu | [Fudhuanansuatiy O
™
RI00% ~
. . . . « ! Yo ¥ v
43. Verify the sender and recipient details, and document status, then click “@%4@n@13MUHITUVINAY
. ”
(Send the document to the receiver shown above)” button.
Hi-Trusted
*‘“""q CRYPT

uvn?mnﬁ'mnnTuTaﬁws:ﬁumiﬁuu%—

Aamsmsesssuy Iefsm oo - 0on >

agice 0T

@ oo S dum Pdamson O oanenszuy

!numu a

HUUSIMARESAM S LIRS

dezmmensts  annsnadydayn(muli)

difa - el ugarnn  (hnawihemed, dultnsaihwad)

- damsfsndy/undn/nun
= pszmuIAEAn TeRAs

- 1mmm -

- T -

= iAWIULASTufinasud

- ulsninaing .

winmand nigdnmee (hnaituwmed. thesann .S il (haewituned . duin wiwadites v (insitmes . dulh wAMudes wnain (hnsitmod . dulh

1) - (Funnyliamudiu/sillsnduiunsn: | aanfmed) - (Fnnylianaduii il aenifumed - (Fnnyldenudu/ialysmduin ) nanfuned) - (Fnnyldanusiu/siallwmai
EETaH)] AHURETHTH) AR AVURERTH)

- Tumadawingfinandy

- A ninnig
 maamzm TR
- Rz

- pusiA T iz
- meusTIEEL s
- menlfusans

B

Al lsilfudfuer

Eantdhumanizom EanduEnmniavumman

Fandummimpese

- afrmiadadnlem (mavan)
= ﬁ?ﬁwi‘-iﬁn@wﬂ?‘:@ (malu) {{ st
- wiksfavadiniledlad

- Anniksdadinl

- aanzdinilemszasTha

- sugnadumalsmezacTna
- MR,

- dufinmalem

studnmlemu e

= i
<




44, Click “asuuenans (Sign the document)”.

- mausranasile

- meawilfivsnane

- Al

= iefasiy-Tufimlsm

- Afembsadniesny (mowan)
- afvnlsAngales (nul)
- ianainl i 4

- Awnmibsdadnleim

- aanzdiuilemazzlna

- sugnadimed e e

- mauAnA ST

- difinmailezyn

- sludinmslssswansn Tl
<

wumransanasaEn Y uUTRa

V@ ‘CRYPTBOT Hi-Secure e-Office - Internet Explorer — - -
AR A -
HonTudwisAafideaniamam
ilsziamesams BRI

anmY ssfuumesmslssyinaamagayeuy adid 33 DR 7325‘285727
I

anmewEn sufumasnassnasmanaussuy ndaf 33I .
e——

HIAGHA  ATRNTIM TR A Fugaiie slasan (LENFIE RN

anEnTEnTILL
®10% -

100%

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