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Certify results on a module

Notification
You will receive an e-mail when there are results that you need to certify in Ladok.

The mail contains information of which course and module you should certify the results
for, and who reported and marked the results as ready to be certified.

€2 Reply 52 Reply All (3 Forward G5 1M
no-reply@ladok.se 15:30
Ladokavisering, resultat pa modul att attestera -

Det finns resultat som ska attesteras i Ladok.
Kurs: SWS001, Statsvetenskap |

Modul: 1001, Politisk teori

Klarmarkerat av: Eva Allsmaktig

hitps://'www.start.ladok.se

Detta meddelande &r automatgenererat och gar inte att svara pa.

There are results to certify in Ladok.
Course: SWS001, Political Science |
Module: 1001, Politisk teori
Marked ready by: Eva Allsmaktig

hitps:/iwww start ladok se

Last updated: 2019-08-15

Version of Ladok at the latest update: 1.30.0



Certify results on a module (cont.)

This section describes a new version of the home page. Some universities are using
the original home page and others are using the new home page. Check with your
university which home page to use.

How to: certify results of a module

1. Login to Ladok and select "Beta home page” in the top right corner

Your preference is saved in the web browser in your computer, which means that you
only need to select home page once.

2. You will see a list on the home page of all courses where you can report or certify
results. The courses from the current semester are automatically shown.
Click on a course to certify results on (marked with an orange symbol).

3. All modules (parts of the course) are shown to the right of the home page.
Click on ”Certify” in the row of a module to start certifying results on it.

Original homepage | Beta homepage 1

ROV EENE AT Course information  Follow-up  System administration ~ ~~

# Home page = & Student & Course W Course packaging  [*] Activity sessions Reports ~  Advancei

= \

i : Originalh Beta h )
& Welcome If you are going to certify results on a Tl s e
course instance from a previous
A semester, select the semester here first
Do you only want to see and then click on the course. —
courses with a task to do (e.g. hstance
certify)? Click on "to do” here! If there is more than one
& My courges & My courses (organisation ri ] = Notified results from Ladok that need to be cert version of the course,
you need to select the
PPTRE] /12018 | V12018 | Spring semester 2019+ correct version here
To-do SVS001 Political Science 1 30.0 hp /
Course instances 1/ 1+ Shortcuts « | Version: 1
Activity sessions
Political theroy 7.5 hp 1001 3
Swedish politics 7.5 hp 1002 Report | | Certify |
SVT086 Methods in the Study of Pelitics 15.0 hp —
Comparative Politic. | Certify |
SVS001 Political Science | 30.0 hp Aternational politics 7.5 hp 1004 [ Ceriy |
| Certify | >
SVS003 Political Science Il 30.0 hp Results on course | Report | [ Certy |




Certify results on a module (cont.)

4. You are now re-directed to the certifying list of the module. All results (grade +
examination date) that are marked as ready on the module during the semester are
listed.

& Political Science | 30.0 hp SVS001

# Report & Certify Ll Results follow-up & Participation ™ Activity sessions W Results annotatic

Overview / Political theroy 7.5 hp 1001

Display participants for instance

42555 [ 2018-01-21 - 2019-06-09 | 100% | Mormal teaching Examination date = date of the exam or ins

last task performed on the module

Save (Ctrl+S M Ceriify @ ' Remove ready mark for results [ Display compressed mfe Number of search r

L3

[l Personal identity no. * Name “*  Grade * Exdate Status

T Filter by status

)  19410331-9036 Andersson, Hanan B v |[* | 9p19-06-04 | & |* & Marked as ready @ S
[ 19410126-7013 ﬂ Andersson, Sofia D v |* | 2p19.06-10 | & |* & Marked as ready @ S
O | 19400721-9142 Carlson, Pontus 4 D v * 2019.06-04 B * & Markedasready @ A S
0 19401201-9149 ) Ferm, Anna c " [2019.06.04 | @ |° @ Markedasreaty® T s
] 19400617-8307 Jonason, Matilda FX v " | 2019.06.04 B & Marked as ready @ S
[ 19400927-9169 Laike. Alexandra D v " | op19-06-04 | &® |* & Marked as ready @ S

Symbols in the reporting list

A number of symbols may be shown in the certifying list. Click on the symbols to find out what they
mean. Some common symbols:

= Accredited education
The “T” symbol is shown if the student has gotten a part of the module accredited.

A= Terminated studies

The warning triangle is shown in case the student has terminated their studies. You can still report a
result, but the examination date must be earlier than the termination date.

ﬂ = Previous result

The “R” symbol means that the student has a result on the module previously, for example:
 If the student has received a failing grade previously. You can certify a new grade for the student.

+ If a results annotation has been reported and saved previously, for example within another
instance of the course.



Certify results on a module (cont.)

5. Certify or reject the results marked as ready. You can change the grade or
examination date before certifying the result if necessary.

@ Certify the results to carry out the decision.

A. Mark the students in the list
B. Click on ”Certify”

C. Confirm the certification in the dialogue box that opens up.
Any comment you write in the dialogue box will not be shown to the student.

D. You may need to log in to Ladok again to confirm your identity (depends on the university)

The results are now certified and has disappeared from the list. The student is automatically
notified about the new result.

& Political Science | 30.0 hp SVS001
# Report H Certify Ll Results follow-up & Participation ™ Activity sessions % Results annotations |

Overview / Political theroy 7.5 hp 1001
Display participants for instance

42555 | 2019-01-21 - 2019-06-09 | 100% | Mormal teaching (] Display from all instances in 1
B I

Save (Cirl+3) I Kol emove ready mark for results || Display compressed mode Number of search results: 9

] Personal identity no. * Name *  Grade + Exdate +  Status

| Y Filter by status =

]  19410331-9036 Andersson, Hanan B v * | 2019-06-04 E * @ Marked as ready €@ Select
19410126-7013 [ Andersson, Sofia D v|* | 2019-06-10 | & |* @ Markedasready ®  Select ~
19400721-9142 Carlson, Pontus D v * | 2019-06-04 % * @ Marked as ready @ A Select ~
O A I201—9149 ﬂ Ferm, Anna C v |* | 2019-06-04 % * @ Marked as ready © Select -
mﬂﬁﬂ—BBUT Jonason, Matilda FX v |* | 2019-06-04 ? * @ Marked as ready © Select
19400927-9169 Laike, Alexandra D v * | 2019-06-04 ? * @ Marked as ready €@ Select
W | 19400613-9184 Nilsson, Rasmus A v || 7n10.n8.nA %I* & Marked as ready @ ﬁeled -

To certify a single result:
click "Select” — "Certify” in
the row of the student.




Certify results on a module (cont.)

® Reject the result by removing the marking as ready. The result will be removed, and the person
reporting results on the module can report a new result if necessary.

A. Mark the students in the list
B. Click on "Remove ready mark for results”

C. Confirm the removal in the dialogue box that shows up.
Any comment you write in the dialogue box will not be shown to the student.

The results have now been rejected and disappears from the certifying list. The person reporting
on the module and the student will not automatically be notified of the rejected result.

& Political Science | 30.0 hp SVS001

# Report & Certify Ll Results follow-up & Participation ) Activity sessions % Results annotations '

Overview / Political theroy 7.5 hp 1001

Display participants for instance

42555 | 2019-01-21 - 2019-08-08 | 100% | Normal feaching LI Display from all instances in 1
B

Save (Cir+5 | (LM @ &' Remove ready mark for results ["| Display compressed mode Number of search results: 9

1 Ppersonal identity no. = Name “*  Grade + Ex.date +  Status

T Filter by status «
19410331-9036 Andersson, Hanan

O

= @ Marked as ready @ Select =

B v© O 2019-06-04 E=
7 19410126-7013 ﬂ Andersson, Sofia D v * 20190610 B¢ & Marked as ready @ Select
¢ rednnri1-9142 Carlson, Pontus D v |* | 2019-06-04 & * @ Marked asready @ A Select ~
O A 501—9149 Ferm, Anna C v |* | 2019-06-04 & |* & Marked as ready @ Select
¥  19400617-8307 Jonason, Matilda FX v * 20190604 B " & Marked as ready @ Select

To reject a single result: click
"Select” — "Remove ready mark”
in the row of the student.

@Change the grade if there are any inaccuracies.

A. Inthe row of the student: change the grade, examination date or any title that has been
reported

B. Click on "Save” (keyboard shortcut: Ctrl + S)

The change is saved and you can certify the result (see previous page).

[J 19401127-9090 Wieczorek, Frida | B v [* | 2019-06-04 @ |* & Marked as ready @ Select =

Save B




Certify a course result

A course result can be reported and certified when a student has received a passing
grade on all mandatory modules, and the results have been certified.

How to:
You will receive an e-mail when there is a course result you need to certify.

1. Login to Ladok and select "Beta home page” in the top right corner

Your preference is saved in the web browser in your computer, which means that you
only need to select home page once.

2. You will see a list on the home page of all courses where you can report or certify
results. The courses from the current semester are automatically shown.
Click on a course to certify results on (marked with an orange symbol).

3. All modules (parts of the course) are shown to the right of the home page.
Click on ”Certify” in the row of the course result to start certifying the results.

Rty trato @ Course information  Follow-up  System administration

# Home page & Student & Course e Course packaging [ Activity sessions Reports ~ Advanced ~

If you are going to certify results on a SrginationepagellB=talhomerage

course instance from a previous
semester, select the semester here first
and then click on the course.

A Welcome

Do you only want to see
courses with a task to do (e.g.
certify)? Click on "to do” here! If there is more than one
version of the course,

tan Search

& My course & My courses (organisation ri = Notified results from Ladok that need fo be cerj
you need to select the
HT2018 | VT2018 | Spring semester 2019 + correct version here
To-do SV7086 Methods in the Study of Politics/15.0 hp
Course instances 1/1 Shortcuts » | Version: 1
Activity sessions
Qualitative methods 15.0 hp 8601 [ Certiy |
186 Mothod i the Stud of P - Quantitative methods 15 0 hp 8602 [ Centiy |
Certify 2 .
Results on course ' 3 --Certif)r
SVS001 Political Science | 30.0 hp 1

SVS003 Peolitical Science Il 30.0 ho



Certify a course result (cont.)

4. You are re-directed to the certifying list of the course result. You can:

* See the results reported on the modules of the course. Select which modules to be
shown by clicking ”Show modules”

* See any examination points reported on a module by ticking the box ”Show
examination points”.

If the student has received results on modules from different course versions they may be marked
with "Discontinued” in the field of a module. See next page how to handle this.

5. Certify or reject the results. You can change the grade or examination date before
certifying the result if necessary.

Certify the results by marking the students and clicking “Certify” or by clicking
“Select” — “Certify” in the row of a single student. Log in to Ladok again to
confirm your identity.

(X) Reject the result by marking the students and clicking on “Remove marking as
ready” or by clicking “Select” — “Remove ready marking” in the row of a single
student.

@ Change the grade, examination date or any title if they are incorrect. Change in
information on the row of a student and click “Save”. Then certify the result.

The results are now certified and has disappeared from the list. The student is
automatically notified about the new result.

& Methods in the Study of Politics 15.0 hp SV7086

# Report & Certify Ll Results follow-up & Participation [ Activity sessions % Results annotations % Employet

Overview [ Methods in the Study of Politics 15.0 hp SV7086

Display participants for instance

42606 | 2019-03-25 - 2019-06-0~-—+2ac | Mprmal teaching 4 O Display from all instances in current cours
5
Ve
Save (Ctrl+S 0 o' Remove ready mark for results Show module (2/2 )~ | [ Display compressed mode [ Show examination points
¥ Personal identity no. * Name *  Qualitativ... 15.0 hp Quantitati... 15.0 hp Grade # Exdate +  Status

T Filter by sta
* @ Marked as 1

W 19400228-7086 Bergstrom, Tove B A 0 g - 2019-06-04 =

W  19340617-8313 Bostrom, Car A [ 0 g v * | 2019-06-09 | & |* @& Marked ast
W 19340624-8327 Granstrom, Ava c A (i JI-} v * | 2019-06-09 @ |* & Marked asr
W 19340720-7020 Hultberg, |da c A [i I} v * | 2019-06-09 | @ |* & Marked ast
W 19340813-8877 Kinna, Frida B B 0 g v *  2019.06-04 &= |* @ Markedasr
W 19400318-9083 Kinna, Ida B c 0 c v |* | 2019-06-04 &= |* @ Markedasr
W 19400208-7874 Laike, Edit E A e - v | 2019-06-09 | @@ |* & Marked ast
(=] 104ANN3TI1T TN Darann Qnafia =] =] -~ - * — x A Markad ac s



Certify results on a course with results from different versions

When you are certifying course results, you are only able to see the results of modules
within the current course version. If a student has participated on an another course
version and received a result on a module there, it will not show in the list.

The modules in the current course version where the student does not have a result are
marked as "Discontinued”.

To see the results of modules from another course version:

+ Click on the students’ personal identity number (tip: open the link in another we browser
window to easily go back to the certifying list after you have checked the results)

» Orclick on the ”i” symbol to see all passing grades for the student.

& Basic English Grammar Skills for Uni ity 7.5 hp KB149L

# Report i Certify Ll Results follow-up & Pa ™ Activity sessions ¥ Results annotations % Employees & G

Overview / Basic English Grammar Skills for University 7.5 hslKB149L

Display participants for instance

[en|

46544 | 2017-01-16 - 2017-08-04 | 25% | Normal teaching [l Display from all instances in current course version

Save W Cerlify @ o' Remove ready mark for results Show module (4/4 )~ ‘ [ Display compredsed mode [/ Show examination points

) Personal identity no. +  Name = 1701-2.0 hp 1702 - 2.0 hp 1703 - 3.0 hp 1704 - Grade + Exdate s 5
[ 19090206-9814 Alm, Aurora Discontinued Discontinued B G B v " | 2017-06-04 E * i
19090206-9814 Alm, Aurora
Save
Module Scope Edu.code Grade Date
Written Assignment 40hp 1602 @ 2016-06-05
Written Assignment |1 30hp 1703 B 2017-06-04
Portfolio of Learning Activities 0.5hp 1704 G 2017-06-04

Certify course result

Certify the results in the same way as the rest of the students (see previous page).




Results annotations and title

Results annotations are a type of notes that can support the work with reporting and
certifying of the results in Ladok. They can for instance be used to keep track of the
students achievements in the course during the semester.

Results annotations are never mandatory to fill in, and does not give any credits.

Results annotations are visible to staff working in Ladok, e.g.:
* The person who reports results

* You who certifies the results

* The administrator of the course

It is elective to make the annotation visible to the student or not. If the annotation is made
visible to the student, the student will see the note after the result is certified.

Any results annotations are listed between the students name and grade in the certifying
list.

# Report o Certify Ll Results follow-up & Participation [ Activity sessions ¥ Results annotatior

Overview / Laboratory work 5.0 hp 170A

Display participants for instance

MIFRI | 2017-08-28 - 2018-01-14 | -1% | Distance education ] Display from all insti
Save & Certify @ o' Remove ready mark for results a Display compressed mode Nun
Ll personal identity no. « Name “ | ® Field visit Hand-in paper Qrade + Exdate ¥  Status
T Filter

[  19410110-6393 Lazar, Malin B @ G v " 2017-12-03 & |- @ Marke
O | 19500505-0975 n Lorenzen, Andreas = t] G v * 2017-12-03 & ¢ & Marke
O | 19551216-2784 ‘r Nilsson, Gustaf = v G v * 2017-12-04 & ¢ & Marke
] 19410203-3877 Nygren, Frida = e G v < 2017-12-04 B ¢ & Marke
O | 19850522-9891 Persson, Tove = a U v 5 2017-12-03 @ ¢ & Marks
1 19300620-8197 Petiersson, Isabell = a U v * 2017-12-04 B ¢ & Marke
[  19820211-9296 Sahlman, Oskar - 2 ~ v* | 9m719.0n &= |+ @ Marke

View any annotation that the student has Results annotations that will become visible to the

received from a previous semester by students are marked with an eye in the menu bar. The

clicking on the "R” symbol. annotation are visible after you have certified the

results.




Results annotations and title (cont.)

Any titles (e.g. the title of a paper, thesis or a project) that have been reported on a module
or a course are shown in the certifying list.

Click on | i | to see the complete title and alternative title before you certify the result. You
can change any inaccuracies in the dialogue box before you certify the result*.

# Report & Certify Ll Results follow-up & Participation 9 Activity sessions ¥ Results annot

Overview / Degree Project 15.0 hp A001
Display participants for instance

HT159 | 2016-11-06 - 2017-01-15 | 100% | Normal teaching O Display from all

Save & Certify © o' Remove ready mark for results a Display compressed mode

[ Ppersonal identity no. * Name “| Title / Alternative title * (lrade + Ex.date
[ 19410801-9052 Andersson, Frida Lorem ipsum dolor sit amet, consectetur adi... | L | WG vt 2017-01-
[ 19810405-9293 Berg, Sture Praesent tempus viverra tellus nec sollicitudin. ‘ X | G Tt 2017-01-
[ 19300802-3054 Dahl, Edit Nam condimentum massa sed arcu element. .. ‘ A | G v 2017-01-
O | 19300306-4742 Ferm, Malin Fusce pharetra turpis id erat ultrices, sed ve._ .. ‘ X | WG v 7 2017-01-
| anrAnca s Acaa e Mo mm 1

* |f an incorrect title is certified by mistake, it can be rectified by users with special authorisation.



View certified results

The results follow-up lists all the certified grades within the course instance. The beta
home page provides you with a shortcut to the results follow-up.

1. Go to the beta home page and click on a course (make sure to change the period
shown on the home page if you want to see the results from a previous semester)

2. On the right side of the home page: click on Shortcuts — Results follow-up

& My courses & Notified results from Ladok that need to be certified & My ongoing cases

VT2020 | HT2019 RUF.GLR HT2018 | | Spring semester 2019 »

To-do

Activity sessions

1TE770 Analogue electronics 10.0 hp

Course instances 3/3 = Shortcuts » | Version: 1

List of participants:

Examination 5.0 hp 1000 Possibility to extract csv file (personal identity number, address, phone number, e-mail)

Summation for period:
Summation of Completed, Ready for results, Registrered, Not started, Withdrawal for select period
Results follow up:

Result on medule andr student on select course instances

Assignments 5.0 hp 1100

1TETT0 Analogue electronics 10.0 hp

Results on course

SVS001 Peolitical Science | 30.0 hp

3. You are now re-directed to the results follow-up for the course instance. You will see
the grades on the modules and the course result for all students who have or are
participating on the course during the semester.

» Select which modules to show by clicking “show module”

* You can do the results follow-up for several course instances at once by adding
more course instances in the box “Display participants for instance”

* Click “Export to CSV” to download the list to your computer to be able to work
with it in e.g. Excel.

& Analogue electronics 10.0 hp 1TE770

# Report = Certify [l Results follow-up & Participation [ Activity sessions W Results annotations % Employees =
Display participants for instance
14405 | 2017-08-28 - 2018-10-28 | 67% | Normal teaching [ Display from all instances in current course version
Issue course certificate | Show module (2 /2 )« | | Export to CSV E Number of search results: 7
1000 - 5.0 hp 1100- 5.0 hp Course resuit
) Personal identity no. “ Name “  State Y Grade “ Exdate “ Grade “ Ex.date “ Grade “ Exdate “
O  19530122-0000 Algotson, Carl-Fredrik @ Repgistered G 2016-03-24
O 19331227-0000 Andersson, Simon B Completed G 2016-03-24 VG 2018-06-25 VG 2018-06-25
0 195911240000 Asplund, Jonatan @ Registered G 2016-03-24 u 2016-06-17
O 19680908-0000 Bergstrom, Edvin @ Completed VG 2016-04-29 VG 2016-04-29
O 19670203-0000 Jansson, Tim B Completed G 2016-03-24 G 2016-09-19 G 2016-08-19
0 19351208-0000 Kling, Frank @ Completed VG 2016-03-24 VG 2016-03-24 VG 2016-03-24
O 19730311-0000 Lundstrom, Max @ Completed G 2016-03-24 G 2016-03-24 G 2016-03-24
O 193560508-0000 Moberg, William @ Completed G 2016-03-24 G 2016-03-24 G 2016-03-24
O  19620721-0000 Wieczorek, Bjorn @ completed G 2016-04-04 G 2016-09-26
O 19460801-0000 Walarb, Frank G 2016-03-24 G G 2016-03-24

a C@QIeted 2016-!\1%4

Students who have received a passing
course grades are automatically marked
with "Completed”

Accredited education and modules from
previous versions (with another set of
modules) of the course are not shown in
the results follow-up



