Manual for the Use of the Educational Service System via the Internet
Foreword

This manual for course enrollment via the Internet was prepared by the
National Institute of Development Administration (NIDA) for its students use the
enter the education service system. It provides students with guidance in course
enrollment, inspection and search for different kinds of information and other services
related to their studies through the web site http://reg.nida.ac.th/registrar/home.asp.
The manual is composed of two parts as follows.
Part 1 : Basic information of the registration and processing system.
This part concerns basic information about the education service system via
the Internet and about assumptions before entering the system. The aim is to educate
students to have an understanding of entering the system and of terms used in the
menu.
Part 2 : Procedures and practice for the initial use of the system
This part deals with procedures and practice for the initial use of the system.
It describes in details different steps for entering the system, from entering the system,
and carrying out different tasks until quitting the system.
The Registrar and Statistics Section under the Education Service Division,
NIDA, hops that this manual will be useful for students who want to use the system.
Educational Service Division
National Institute of Development Administration
September 2011
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Manual for Using the Educational Service System via the Internet
Part 1: Basic Information about the Registrar and processing System
1.1 the Educational service system via the Internet
The educational service system via the Internet is the service system for
students via the Internet which provides services in registration, registration
inspection, check or search for class/examination schedule, academic calendar,
student records, expenses/costs, grades, graduation check, and others related to
student’s education. This Education Service Division’s Website is
http://reg.nida.ac.th
1.2 Assumption
 Hints for entering the system
Before entering the education service system through the Internet,
students must have a basic shall in computer use, use of the Internet
and the program Microsoft Internet Explorer version 5.0 or higher
They must adjust the width of the screen area to 1024x768 pixels and
know how to use the browser for the Internet Explorer Version 5.0 or
higher, which is suitable to show the out come. When the system is
entered but is not used for more than 15 minutes, the user will be
logged out automatically

Note: Students who use Microsoft Internet Explorer version 7.0 and encounter the
problem of using the educational service system can see the correction method from the
following link. http://reg.nida.ac.th/download/IE7Llx.pdf

1

Menu and Meaning
Menu
Login

Meaning
: Click to log in

>
> Course - Class
> Calendar

: Click to find out the courses offered
: Click to see the details in the academic
calendar
: Click to find out the study
programs offered
: Click to the list of enquires

> Program Information
> Q&A
> Change Password
> Student Bibliography
> Enroll
> Enrollment Result
> Study / Exam Timetable
> Debt/Scholarships
> Studied Result
> Comprehensive Exams

: Click to change the password
: Click to the student history
: Click to make a regular registration
: Click to see the registration result
: Click to see the clan/examination
: Click to see the costs/scholarships
: Click to see the grade
: Click when wanting to apply for
comprehensive examinations
: Click to check graduation

> Graduation check
> Course Search
> Learn Time Table
> Search Teach Time

: Click to search for courses
: Click to see the class timetable
: Click to see an instructor’s class
schedule
: Click to see details of timetables for
classroom use
: Click to write some specific requests

> Room’s Timetable
> Petition
> Suggestion
> Login Statistic
> Instructional materials

: Click to express opinions
: Click to see the download instructional
: Click to see the download instructional
material
: Click to press the intent to attend the
graduation ceremony
: Click to quit the system

> Graduation Ceremony
> Logout
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Part 2: Steps and guidelines for initial use of the system
Students can enter the Education Service system via all computers that link
with the Institute‘s network and/or the Internet by imposing Location or Website in
the Address to http://reg.nida.ac.th and then push the Enter button. The system will
take the student to the general information page that all students can access.
See Figure 1

Figure1: Screen when first entering the system
The announcement page will pop up automatically as soon as the user enters
the website to show information and announcements of the Institute that students
should know.
In Figure 1, on the left is a menu to log in and general basic information that
all students can access: courses offered, academic calendar, study programs, and
enquires. If a student is interested in know any part in details, he/she can use the
mouse to click at the menu for details as follows:
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2.1 Login
Regarding student-related activities, e.g. course registration, checking of
registration, checking of class/examination timetable, checking of costs/scholarship,
checking of student history, checking of grades, password change, making written
requests, etc., students could do so By clicking the menu to “Login” When the
question “There is a problem with this website's security certificate.” will appear, the
student must click the “Continue to this website (not recommended).” message and
enter your “Login name and password”. It the Login name and the password are
correct, the system will allow the student to enter it.
Caution! The student must keep your password confidential, not telling it to a
friend or any person because they can use the system as if that person were the student
himself. If any loss incurs, it is the student’s responsibility.
System usage
1) Click the menu to “Login” The system will take the student to the “Log
in” “screen as seen in Figure 2
2) Type the “Login name” in the “Login name” slot and the password in the
“password” slot.
3) Click the “Login” button.
Please type the Login name and the password

Figure 2: The Log in screen to enter the system

In case that the student forgets the password to enter the educational service
system, he/she must follow the steps shown in the following link.
http://reg.nida.ac.th/download/forget password.pdf
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2.2 Course - Class
It is the menu for general information for anyone to enter. The student can
search for detailed information of each course from the menu “Course- Class” The
information consisted of course code, course title, number of credits, the School that
offers the course, the level of the program in which the course offers, number of
groups, class day/time, classroom/building, number of students to be admitted,
number of students already registering the course, number of the seats still available
for registration etc.
Method of usage
1) Use the mouse to click the menu, “Course- Class” will appear on the
screen Search for Course as seen in Figure 3.

Figure 3: Screen of the Courses Offered
2) Setting conditions for searching courses. First, identify the school that
offers the course, year/semester, province, education level. Next type the course code
and/or the course title to be searched. The student can use to identify some part of the
course code and/or the course title to be searched, such as AS*. In case that nothing
has been typed in the course Code slot and/or the Course Title slot, the system will
search for the course by not taking the course code and the course title into account.
See Figures 4 and 5.
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Figure 4: Course searched under the chosen condition

Figure 5: Details of course description when the student uses the
mouse to click at the course code

3) Press the “Go Back” button when wanting to return to the main menu.
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2.3 Calendar
This is a general information menu for anyone to use. The student can get in
to see the academic year to check the Institute’s schedules of registration time, late
registration, additional course registration, course withdrawal, examination, for
example.
Method of usage
1) Use the mouse to click the menu “Calendar”
2) The system will show different schedules in the academic calendar as in
Figure 6. It is possible to choose academic calendar information at the
“Schedule” to choose the desired out come program.

Figure 6: Academic Calendar

3) Press the “Go Back” button when wanting to return to the main menu.
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2.4 Programs Information
It is a general information menu which everyone can use. The student can get
in to see the details of programs offered at The Institute from the menu “Programs
Information”, which will show lists of programs and their stricture in details,
Method of usage
1) Use the mouse to click the menu “Programs Information”.
2) The system will take you to the page that shows the list of study programs
offered at the Institute. Here you can choose the program list of the School
you want to get detailed information by click the “School” which is a
combo box on the tip. The system will automatically show a list of
programs offered by that School, as seen Figure 7.

Figure 7: List of study Programs in each School
3) In case that you wants to see the program structure, click “Program Title”. The
screen will show courses in the program structure. Then click “Course Code” to
see individual course descriptions
4) Use the mouse to click “Go Back” to return to the screen showing the program
structure, and press the button “Go Back” when you want to return to the main
menu.
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2.5 Q & A
The menu “Q & A” provides responses to all enquiries, comments concerning
the educational system, complaints, admiration and others that enter the system. The
responsible units will respond to all the issues on the page “SUGGESTION FROM
USER” Enquiries and responses, along with the date and time will be show as seen in
Figure 8.
1) Use the mouse to click the menu “Q & A” and the system will lead you to the
screen that shows questions and answers. See Figure 8.

Figure 8: List of enquiries and response of the chosen month

2) Use the mouth of click the sign to see the enquiries and responses of the
previous month and to see those of next month
3) Click the button “Go Back” to return to the main menu.
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2.6 Change Password
The menu will appear on the screen when you have already log in. This will
be used when you want to change your password for logging in. The new password
should consist of letters and/or digits and should not be too short (at least 6 letter or as
appropriate).
Beware!! If you want to change your password, you should use the password
that you can remember accurately and that is convenient for your.
Entering the system
1) Use the mouse to click the menu “Change Password”, the system will take
you to the “Change Password” screen. See Figure 9.
2) Type your current password in the slot “Old password”
3) Type the new password in the slot “New password”
4) Type the new password on more time in the slot “Confirm new password” to
prevent a typing mistake
5) Click the button “Change Password” to complete the procedure.

Figure 9: Password Change Screen and Procedure
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2.7 Student Bibliography
The student can retrieve your history and correct some information permitted
by the Student Service Division.
Entering the system
1) Use the mouse to click the menu “Student Bibliography”, the system will
take you to the screen showing the student’s personal information: education,
address, student status, etc. See Figure 10.
2) To correct the information, use the mouse to click the slot for information to
be corrected. The Student service Division will permit the student to correct
only some information. After correction and check for accuracy, click the
button “SUBMIT”.

Figure 10: Student History
3) Click the Button “Go Back” to return to the main menu.
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2.8 Enroll
The student can make enrollment by choosing the menu “Enroll” and the
system will take him/her to the “Registration” screen. (This menu will disappear
upon the completion of registration or after the date specified in the calendar.) On
the left hand side of the menu are functions for registration, e.g. study program,
search for courses, calculation of expenses, class/examination schedules, and
confirmation of registration.
Entering the system
1) Use the mouse to click the menu “Enroll”, the system will take you to the
registration screen, which will show conditions for registration via the
Internet. After studying the conditions and deciding to make registration,
click “Registration”. If not, click “Cancel”, and the system will take you
back to the main menu
2) You can type the course code in the slot “Course Code”. In case you do
not know the course code, type the symbol (*) more specific, type the first
two letters of the course code, followed by* (e.g. HR*). Then, click the
button “Search” to find the course to register. See Figure 11

Figure 11: Registration Screen
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3) The screen will show the searched course as seen in Figure 12. Click the
of the course code to register to store in the registration list.
picture
After you choose the course, the system will show the details of the
course, i.e., course code, course name, group, number of credits, type of
registration, date and time, classroom, and calculation of expenses. For
calculation of expenses, click “Calculate Enroll Fee” to figure out and
show all the registration expenses.
 To register more courses, follow the same steps.
 To case any course from the registration list, click “[delete]”
 **Two more buttons the student should know are (1) the button
“Check” which is used to click whether there is overlapping of class
schedule among registered course, or to check if the registration of a
particular course was completed, and (2) the button “Insert” in case
the student must make registration as planed.

Figure 12: Courses Search and placed in the Registration List.

4) After checking to make sure that there is no problem in registration, click
the menu petition “Enrollment Confirm” on the left. The system will
take you to the screen showing all the registered courses. After checking
for correctness, click the button “Enrollment Confirm” on the top.
5) After clicking the button, the system will show the confirmation of the
registration in that particular semester, along with the total amount of
money to be paid. This means that the registration procedure has been
completed. The student can click the button “Enrollment Result” to see
the registration result and to print the form of payment at the bank.
6) Click the button “Go Back” when you want return to the main menu.
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2.8.1 Program Structure
This is a menu under the registration menu to show the program
structure in the student’s field of study, the screen will show different course
categories, consisting of course codes, course titles in Thai/English, and
number of credits. The student can also click to the course description
Entering the system
1)
Use the mouse to click at the menu “Program Structure” and the
system will take the student to the screen that shows the structure of
the study program, which shows course codes courses titles in
Thai/English, and the number of credits. See Figure 13.
2)
Use the mouse to click “Course Code” to see the course
description.
3)
Use the mouse at “Go Back” to return to the registration screen.

Figure 13: Illustration of Study Program
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2.8.2 Course Search
In case that you do not know the course code, you can choose the menu
“Course Search” to find the course to be registered. This menu can be found in
both the sub-menu of the registration menu and the main menu screen. The steps
of searching for a course are the same as the menu “Course - Class” as seen in
Figures 14 and 15
Entering the system
1) Use the mouse to clock at the menu “Course Search”, the system will take
you to the search screen. The same procedures as the menu “Course Class” are applied, but this part will directly show the Year/semester to
register. See Figure 14.

Figure 14: Search Screen
The Gradual School of Human Resource Development Academic Year 2006/2
Use the mouse to click at the course code to see the details of that course

Figure 15: Individual Course in the study Program
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2) Use the mouse to click at “Course Code” to see the details of the course,
date/time, classroom, number of seats and click “SELECT” to register that
course, which will be automatically placed in the registration list.
See Figure 16.

Figure 16: Details of the course
3) Use the mouse to click at “Go Back” to return to the registration screen.
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2.8.3

Study Timetable
This menu shows the class/examination schedule of the course you have
chosen to register.
Entering the system
1) Use the mouse to click at the menu “Study Timetable” and the system will
take you to the screen of class/exam schedule of the course chosen to register.
See Figure 17.

Figure 17: Class/examination schedule of the registered course
2) Use the mouse to click at “Go Back” to return to the registration screen.
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2.9

Enrollment Results
This is the menu in which the student can chick the result of the registration, it
will shows all the registered courses.

Entering the system
1) Use the mouse to click at the menu “Enrollment Results”,
the system
will take you to the screen that show the result of registration as will as all the
registered courses. See figure 18.

Figure 18: List of the registered courses

2) Use the mouse to click the symbol
to print the receipt issued by the
bank and the menu “Point” to see the grade of the registered course.
3) Click the button “Go Back” to return to the main menu or “Logout” to get
out of the system

18

2.10

Study / Exam Timetable
The student can check the class/examination schedule of the registered
courses. The system will show all the registered courses at the current
year/semester, those in the past and next year/semester. It will display the
course title, day/time for the class/examination.
Entering the system
1) Use the mouse to click at the menu “Study / Exam Timetable”, the
system will display the class/examination schedule of the registered
course. See Figure 19.
2) Use the mouse to click at the sign to see the previous academic year
and click at the sign to see the next academic year or at the figure to
choose the semester, and click at “Learn Time Table” when you want
to find out the class schedule. The steps will be later described in the
“Learn Time Table” menu.

Figure 19: day/time for the class/examination
3) Click at the button “Go Back” to return to the main menu screen
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2.11 Debt/scholarship
The student can check the expenses/fund at the menu “Debt/scholarship” which
will display the expenses to be paid and the educational fund the student receives.
Normally, the system will show the expenses/fund on the first screen when the student
login in case that there is a debt outstanding.
Entering the system
1) Use the mouse to click the menu “Debt/scholarship”, and the system will
take you to the screen displaying the expenses/fun. It will show all the
debt outstanding and the fund the student receives. See Figure 20.

Figure 20: Educational expenses and fund

2) Click at the button “Go Back” to return to the main menu screen.

Note : The Institute will acknowledge the payment on the next day after it has received
the report of payment from the bank. The student can check the acknowledgement via
the website.
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2.12 Studied Result
The student can check your grade from the menu “Studied Result”.
The system will display all the grades of the current year/semester and in the previous
years.
Entering the system
1) Use the mouse to click at the menu “Studied Result”, and the system will
take you to the “Grade” screen, which consists of the course code, course title,
credits, and grade of each course, including the grade point average displayed in
consecutive year/semester. See Figure 21.

Figure 21: Grade from Each Course

2) Click at the button “Go Back” to return to the main menu screen.

2.13 Application for Comprehensive Examinations
The Institute provides several channel for students to apply for taking
comprehensive examinations. Students can make an application only when the
School has sent the application schedule to the Educational Service Division, which
will open the system for application. However, the applicant must be qualified to take
the comprehensive examinations.
Steps for applying to set for the comprehensive examinations can be found
from http://reg.nida.ac.th The Educational Service Division will display these steps
on its first page for student’s convenience.
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2.14 Graduation Check
The student who wants to know the grade of his/her registered courses
and whether he/she has already fulfill the program requirements can check the
information from the menu “Graduation Check”. The system will automatically
display the program structure, number of credits to be completed and number of
acquired credits, including all details about the grade.
Entering the system
1) Use the mouse to click at the menu “Graduation Check” and the system
will take you to the “graduation Check” screen. This system will display
the program structure, the total required credits for graduation and the total
acquired credits, along with other details related to grades. The student
can choose such a display by clicking at the combo box on the top
“PLEASE SELECT”. See Figure 22.

Figure 22: Graduation Check Screen
2) Click at the button “Go Back” to return to the main menu screen.
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2.15 Learn Time Table
The student can search for his/her class schedule from the “Learn
Time Table”. The system will display the class/examination schedule of the
registered courses.
Entering the system
1) Use the mouse to click at the menu “Learn Time Table” and the system
will take you to the “Search for Class Schedule” screen. Type your student number
or/and first name, last name, status, school. Indicate the number of the courses to be
displayed in order to search for the class schedules. See Figure 23. You can use the
symbol * in making a search, e.g. 49*, som*, *pong. Then click at the button
“Search”

Figure 23: Search for Class Schedule

2) The screen will display the result of the search from the given information.
When you want to see the class schedule, use the mouse to click at
“Student Code”, the screen will show the class/examination schedule of
the registered courses. The screen will display the similar result as the
menu “Studied Timetable” You can choose to display the result by
year/semester.
3) Click the button “Go Back” to return to the main menu screen.
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2.16 Search Teach Time
The student can search for the class schedule of his/her instructor from the
menu “Search for Instructor’s Class Schedule”. The system will display the class
schedule of the instructor that the student wants to know, including the office, office
hours and e-mail address.
Entering the system
1) Use the mouse to click at the menu “Search Teach Time” and the system will
take you to the search screen as sun in Figure 24
2) Type the first name-last name of the instructor you want to search for or use
the symbol* (like the search in other menus). Indentify the number of
instructors to search and click at the button “Search”. When the system will
display the result of the search, use the mouse to click at the name of the
instructor whose class schedule you want to know. The system will show the
instructor’s class schedule, office, office hours, and e-mail address.

Figure 24: The Screen Displaying the Instructor’s Class Schedule

3) Click the button “Go Back” to return to the main menu screen.
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2.17 Room’s Timetable
The student can search for the classroom time table from the menu
“Room’s Timetable”. The system can provide the classroom time table of all the
current year/semester or in the previous year.
Entering the system
1) Use the mouse to click at the menu “Room’s Timetable”, and the system
will take you to the screen displaying the time tables of different buildings
of the Institute. You can choose one of the two display formats: Show
once room and Show all room.
2) Use the mouse to click at the “building Code” to see the information
about the classroom use of that particular building. The system will
display the table of classroom use. But in case that you choose to see the
use of an individual classroom, you can do se by clicking “classroomChoosing Slot” on the top. See Figure 25.

Figure 25: Time Table of the Use of Classroom and Building at the Institute

3) Click the button “Back” to return to the main menu screen
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2.18 Petition
The student can write some specific requests via the menu “Petition” to send
into the system free of charge. As for any request that requires fee payment, the
student must still contact the Educational Service Division. However, the follow-up
can be made through the system.
Entering the system
1) Use the mouse to click the menu “Petition” and the system will take you
to the screen that displays a request from through the Internet. The from
consists of the date (the current date), type of request, year/semester, and
blanks to fill up. See Figure 26.

Figure 26: The Request Form for the Internet
2) Choose the type of request from combo box. Identify the year/semester
and fill out the form, using not more than 100 characters. The system will
display the number of letters while you are filling out the form. There is a
button for counting the number of letters.
After checking the
completeness, click the button “SUBMIT” to send the request to the
system
3) Click at the menu “Petition Result” to find out the result of the request via
the Internet.
4) Click at the button “Go Back” to return to the main menu screen.
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2.19 Suggestion
This is a menu for students to express their views or to make enquires via the
Internet. The student can identify to whom he/she wants to send his/her opinion.
Entering the system
1) Use the mouse to click at the menu “Suggestion” and the system will take
you to the screen for writing a message. The system will display the
current date, month and year, and blanks to fill up. The message must not
contain more than 255 letters. The number of letters will be shown at the
button while you are typing the message. The screen will also display the
combo box for indentifying the receiver. After checking the completeness
of the message, click at the button “SUBMIT” as seen in Figure 27.

Figure 27: The Form for Expressing Opinions

2) Click at the button “Go Back” to return to the main menu screen.
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2.20 Login Statistic
The student can check the information about his/her system use firm the menu
“Login Statistic”. The screen will display date, time and the IP Address that he/she
used to enter the system
Entering the system
1) Use the mouse to click at the menu “Login Statistic” and the system will
take you to the screen that that displays the date, time, and IP Address that
you sue to enter the system from the latest date back to previous dates.
Use the mouse to click the sign to see the information of the previous
month and click the sign to see that of next month. See Figure 28.

Figure 28: Login Statistic

2) Click the button “Go Back” to return to the main menu screen.

2.21 Instructional Materials
The student can download the instructional materials of your registered
courses. This depends on whether that course has the instructional materials to
download from the system or not.
Entering the system
1) Use the mouse to click the menu “Instructional materials” and the
system will take you to the screen displaying the instructional materials in
his/her registered course.
2) To download the instructional materials, use the mouse to click at the
desired file name and press “save” to download the file.
3) Click the button “Go Back” to return to the main menu screen
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2.22 Graduation Ceremony
The student can show your intent to attend the graduation Ceremony
via the Internet and can check and correct some part of your history that the
Educational Service Division allows the student to correct by yourself.
Entering the system
1) Use the mouse to click the menu “Graduation Ceremony” to express the
intent to join the ceremony. (This button will display the from only
during the set period.)
2) Enter the screen to confirm the attendance. The screen will display the
student’s current home address and office address for him/her to check the
correctness. It incorrect, the student can correct the information in only
parts that he/she is allowed to do by himself/herself. It there is any
mistake on the part that he/she is not allowed to correct by himself/herself,
the student must contact the Education Service Division. See Figure 30.

Please complete the parts that have the sign * and press the “Record” button.

Figure 30: Student History
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3) After completing the form and checking for correctness, click at the button
“Submit” to record the information and confirm the intent.

4) Click at the “Print your invoice payment” to get the bill to pay at the bank.

5) To correct the current home address and office address, click at the button
“Edit”
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2.23 Entering the System (Log out)
This is used whom the student wants to log out or does not want to use,
or has completed to job. Click at the menu “Logout” on the left hand side of
the top of the main menu screen. See Figure 31.

Figure 31: Log out
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Conditions for Registration via the Internet
1. The student contacts his/her school and show the intent to choose the course to
register before registration via the Internet.
2. The student must make registration via the Internet himself only. He/She is
not allowed to have any person do this for him/her. If there is any mistake, it
is the student’s responsibility
3. The registration can be made only writing the period set by the Institute. Late
Registration will be fined. In the latter case, the student must notify an official
at the Educational Service Division before registration. If a student does not
make enrollment in any particular semester, he/she must pay a fee to maintain
the ‘student’ status.
4. The student can change or cancel the registered courses. After he/she is sure
about what course to take, he must press the button “Confirm” and print the
bill. After that he/she must contact his/her school if he/she wants to addwithdraw any course, change the group, or the course status.
5. The student must pay the bill at the bank specified in the bill. If he does not
make payment at the specified time period, the registered courses will be
cancelled and the student must make registration again by contacting the
school only.
6. After the payment at the bank, the system will adjust the registration
information in the next working day (except the official holiday)
7. The registration will be completed only when the Institute has received the
fee.
8. Please log out every time your job has been complete for information security.
Warning!
1. The student must register in accordance with the educational plan specified by
the study program later than scheduled or the credits cannot be counted in the
program. The student must be responsible for such a deed
2. Any course that has less than 5 students, that course will be closed. The
student must follow the announcement in order to add-drop courses.

The student can follow the Institute’s news/announcements and other
information about education. He/She can download the request forms from
the website of the Educational Service Division URL:http://edserv.nida.ac.th

