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Registrar’s Office (RO)



Part 1:

KMUTT
Registrar’s Office 



Welcome to Registrar’s Office,

(RO,  KMUTT)

Working Hours

Monday – Friday

08:30 AM – 04:30 PM

1st floor, the N-2 building (The office of the president building)

THE  HUB @ Bangmod

02-470-8354, 02-470-8421

1st floor, the PDTI building 
(The Pilot Plant Development and Training Institute Building)

THE  HUB @ Bangkhuntien

02-470-7020, 02-470-7021

Location of our offices

1

2



Contact us



King Mongkut University Technology Thonburi, KMUTT

Registrar’s Office, RO

N – status
New student

1

C – status

Current student

2

G – status

Graduate status

3







Exchange student

Full-time program 



:

:

Document preparation by 
RO

:

Contact IA to collect your 
document

http://slidehunter.com/
http://slidehunter.com/


Exchange student

Full-time program 



Remark
We cannot prepare the 

official document  
without your request.

Step 1

You are required to do the 

pre-grad system in the last 

semester (only registered 

once)

http://slidehunter.com/
http://slidehunter.com/


You please access

the system with

“KMUTT account”



Step 1

You are required to do the 

pre-grad system in the last 

semester (only registered 

once)

Remark

We cannot prepare the 
official document  
without your request.

Step 2 

You can claim your 

“Graduation letter set” 

Please click your program 

below

• Undergraduate

• Graduate (Independent 

Study, IS)

• Graduate 

(Thesis/Dissertation)

http://slidehunter.com/
http://slidehunter.com/


Undergraduate level (all programs)

(Flow chart of the graduation letter set approval)

Pre-grad system 

You please contact the relevant 
office to unlock your contingent.

1
Department

2
Default locked 
by activity

3
English test

5
Dormitory

6
Discipline

7
Unpaid tuition

4
Library

All types of contingent 
must be unlocked

Done

Locked

Unlocked

Unlocked

RO will 

prepare 
your 
graduation 
letter set

University council 
approved your degree

University council 
is in process of 
your degree approval

You can request “Letter of 
academic degree 
completion pending for the 
approval” to submit the 
document for any purposes 
instead of “the graduation 
letter set” 

University council 
already approved 
your degree

You can collect your own
“Graduation letter set” 

back

Click
this icon 

To see the sample of 
“ Graduation letter set”

Click
this icon 

To see the sample of 
“ Letter of academic degree 
completion pending for the 
approval”



Pre-grad system 

You please contact the relevant 
office to unlock your contingent.

1
Department

2
Default locked 
by activity

3
English test

5
Dormitory

6
Discipline

7
Unpaid tuition

4
Library

All types of contingent 
must be unlocked

Done

Locked

Unlocked

Unlocked

RO will 

prepare 
your 
graduation 
letter set

University council 
approved your degree

University council 
is in process of 
your degree approval

You can request “Letter of 
academic degree 
completion pending for the 
approval” to submit the 
document for any purposes 
in stead of “the graduation 
letter set” 

University council 
already approved 
your degree

You can collect your own
“Graduation letter set” 

back

Graduate level (In case of Independent Study, IS)

(Flow chart of the graduation letter set approval)

Click
this icon 

To see the sample of 
“ Letter of academic degree 
completion pending for the 
approval”

Click
this icon 

To see the sample of 
“ Graduation letter set”

back



Graduate level  (In case of Thesis/Dissertation)

(Flow chart of the graduation letter set approval)

Pre-grad system 

You please contact the relevant 
office to unlock your contingent.

1
Department

2
Default locked 
by activity

3
English test

5
Dormitory

6
Discipline

7
Unpaid tuition

4
Library

All types of contingent 
must be unlocked

Passed

Locked

Unlocked

Unlocked

RO will 

prepare 
your 
graduation 
letter set

University council 
approved your degree

University council 
already approved 
your degree

You can collect your own
“Graduation letter set” 

back

EDS office 

Done

University council 
is in process of 
your degree approval

You can request “Letter of 
academic degree 
completion pending for the 
approval” to submit the 
document for any purposes 
instead of “the graduation 
letter set” 

Click
this icon 

To see the sample of 
“ Letter of academic degree 
completion pending for the 
approval”

Click
this icon 

To see the sample of 
“ Graduation letter set”



University council 
approved your degree

back

Click
this icon 

To see the sample of 
“ Letter of academic degree 
completion pending for the 
approval”

RO will 

prepare 
your 
letter

You can request “Letter of 
academic degree 
completion pending for the 
approval” to submit the 
document for any purposes 
instead of “the graduation 
letter set” 

University council 
is in process of 
your degree approval



back

Sample of
Letter of academic degree completion pending for the approval

Logo

ANNE
*********



University council 
approved your degree

back

You can collect your own
“Graduation letter set” 

University council 
already approved 
your degree RO will 

prepare 
your 
letter

Click
this icon 

To see the sample of 
“ Graduation letter set”



Sample of

Graduation letter set

back

63*********
ANNE

Logo



Step 1

You are required to do the 

pre-grad system in the last 

semester (only registered 

once)

Remark

We cannot prepare the 
official document  
without your request.

Step 2 

You can claim your 

“Graduation letter set” 

Please click your program 

below

• Undergraduate

• Graduate (Independent 

Study, IS)

• Graduate 

(Thesis/Dissertation)

Step 3

You are required to do the 

graduation registration and 

pay for your own 

“Graduation certificate”

http://slidehunter.com/
http://slidehunter.com/


You please access

the system with

“Graduation account”

“Graduation account”

back



Step 1

You are required to do the 

pre-grad system in the last 

semester (only registered 

once)

Remark

We cannot prepare the 
official document  
without your request.

Step 2 

You can claim your 

“Graduation letter set” 

Please click your program 

below

• Undergraduate

• Graduate (Independent 

Study, IS)

• Graduate 

(Thesis/Dissertation)

Step 3

You are required to do the 

graduation registration and 

pay for your own 

“Graduation certificate”

Step 4

You can attend the 

Graduation ceremony and 

collect your own 

“Graduation certificate”

http://slidehunter.com/
http://slidehunter.com/


Graduation Ceremony



Part 2:

KMUTT
official Academic Paper



How to request online (Academic paper)

Academic paper: official transcript, letter

01
Access NEW ACIS

02
Petition for Academic paper

03
Submit your request

04 Contact RO staff

to claim your paper

Access NEW ACIS 

with your KMUTT  Account

Username: student ID No.

Password: your own password 

Click tab “Online request”

Click “Petition for

Academic paper”     

Choose types of document

Put number for its copy that

you want in 4th column

Click Submit to send us 

your request 

Contact the RO staff to claim your paper

Case WALK  IN

Contact counter at THE  HUB

Case ONLINE 

Contact us: 

website, email, LINE app., FB



Sample of 

Official  Transcript

JOHN
60*********

back

Logo



Sample of 

Letter of student status

back



Sample of

Letter of prospective graduation date

back



Please tell us how satisfied you are with this presentation

Just scan QR code or click link below

https://bit.ly/39NkyFB


