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1. Key points
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• Teachers and course administrators can report results. 
• The date is always the date of the exam, i.e. the day the exam was written, the lab
carried out et cetera. (”Plussning” is an exception where the original date is not changed.)
• A given grade on a module can have three different types of status:

Draft: The result reporting has been commenced and saved, but has not been
marked as ready. In this status, the person reporting can change a given grade. It is also
possible to remove the draft. 

Marked as ready: The grades have been sent to the examiner and can be found in 
the examiners’s view. The examiner and the person who has reported the grade can
remove a grade which has been marked as ready. This means that the result is erased. 

Certified: The result has been certified by the examiner. The student can now see
the result in the student view of Ladok. An certified result can only be removed by the 
examiner. If this is done, the result is erased. 



1. Key points
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• If students have not re-registered, you may have to report results on more than one course
session. There are three ways to do this:

• If it only concerns a single student, it is easiest to look up the student in Ladok and 
report the results.

• If you are reporting an exam or a re-exam, use the specific activity session.
• If you have many students on different course sessions, you can merge course

sessions which have identitcal course version.

This manual is intended as a support for those who report results in Ladok. It does not go 
into all special cases which may come up. If you find things that are not covered by this
manual, please contact your course administrator.



2. An overview of Ladok’s Home page
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The Home page is an aid to have an easy overview of your courses and tasks that need to be done. From there, you can go straight to 
reporting results. 
All who report results and/or are examinators are assigned to their own course, which are shown on the Home page. If a course is 
missing, talk to your course administrator at your Department or School. 
Choose the semester for which you are reporting results. Then click ”To-do”. Your courses are shown if there is an examination within
the chosen semester. If you wish to see all courses that you are assigned to that have course sessions, click the tab ”A-Z”. The courses
are shown for each period. 



3. Report results
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You can choose to report results in three different ways. 
a) Via module. This works well if you want to report results on several students for the 

same module. 
b) Via activity session. This will produce a list of those who have signed up for the activity

session, regardless of which course session or course they are studying. 
c) Via student. This is best for reporting results on single students and makes it possible to 

report results for several different modules. 



3a. Report results on a module via a course
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1. Choose which period you want to report for here. 
2. Choose course if you want to report results on an activity session.
3. Choose course here.
4. Click the module for which you want to report results.



3a. Report results on a module via a course
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1. Choose Grade for the student in the roll-up list available for each student. 
2. Select several students here in order to report the same result and/or date. 
3. Choose examination date, i.e. the day the exam was taken or the lab was carried out etc. If you

choose a date at the top of the column, this date will be applied to all students who have been
selected.

4. Choose how many students you wish to see on the same page here. 



3a. Report results on a module via a course
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1. Once you have reported your grades, click ”Save” (or ctrl+s). You can do this at any point. 
2. When you have reported all grades and dates and you wish to send the results to the 

examiner, click ”Mark as ready” (which will then be a dark blue).
3. There may be certain students for whom you cannot report results, e. g. due to a leave of

studies. If you still wish to report results on the student, contact your course administrator.



3a. Report results on a module via a course
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1. Specify who or whom who have been the grading teacher.
2. Notify the examiner
3. Click ”Mark as ready and notify”
4. The examiner will now receive an e-mail that the results can be certified. 



3b. Report results on a module via activity
session
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The approach is the same as for reporting results on a module, but here, click ”Examination 
sessions and other activity sessions”. The activity session for your course will be shown
(provided an activity session exists). The advantage of reporting results via activity session 
is that all students who have signed up will be shown, regardless of which course session 
they are studying.



3c. Report results on a module via a student
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This is best course of action if you only need to report results on a single student. Find the 
student on Ladok’s Home page. You need to write the personal number using all 12 
numbers.



3c. Report results on a module via a student
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Click on your course and then the module or modules for which you wish to report results. 
Fill in the grade(s) and date(s). 
Save and Mark as ready.



4. Report results on a whole course
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When you can report results for a whole course, this is visible on your course page ”To-do” 
has an orange dot, and you can see on the course that it is possible to report results. Click
”Report results”.



4. Report results on a whole course

2020-12-15 14

Select your students and the grades you wish to report. If your course only has one module
with grades from A–F as in the example above, click ”Copy results to course certificate”.
The date will automatically be set to the module which was completed last. 



4. Report results on a whole course

2020-12-15 15

You can choose which module which is to be copied to the course certificate. If you choose
the result that the student has for TEN1, that will also be the result that the student has as 
course certificate.
Thereafter, click save and Mark as ready.



5. Special cases – versions of courses
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• A course which has changed its exam structure will have a new course version in Ladok. 
• An example: A course begins in 2017 and consists of two modules: INL1 (2,5 ECTS) and 

TEN 1 at 5 ECTS credits. In 2020, the course changes its structure. INL1 is now 4 ECTS, 
and the exam 3,5 credits. The modules change, but not the total number of credits. 



5. Special cases – versions of courses
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Here you can see that the course changed version in 2019.
If you only have one student studying the older course version, the easiest way to report
results is via the student view. If you have several students studying on the older version, 
it’s easiest to click on a course session that belongs to the older course version. In this
case, click on the 3rd course session.



6. Overview of ongoing reporting – Notify about results again
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• In ” Overview of ongoing reporting” you get an overview of all results that are marked as ready but have not yet been certified. It is 
possible to send new notifications to certifiers via this view. This function may facilitate the work for you as a reporter, since you can see 
if the reported results has been certified. The view shows who or whom and when that the notify has been sent.

• 1. Go to Course that is under Study documentation

• 2. Click on Overview of ongoing reporting

• 3. Choose the Organisation unit (department, faculty etc.) that you want to do the search on. 

• 4. You can also choose other, non-mandatory parameters: course (search by course code here or click on to search on other 
parameters), who marked the result as ready, which certifier that has been notified, or date period.

• 5. Search.



6. Overview of ongoing reporting – Notify about results again
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To notify a result again, you:

1. Mark the results you want to send a notification about

2. Click on Notify
3. Choose examiner/certifier to get the notification.

4. Click on OK (Ctrl-S)

The examiner/certifier you chose will now receive an e-mail notification about the results.
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