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Information about exams 

 
When an exam in digital Exam is made visible by your exam administrator, you will receive an e-mail 
from the system. Then you will be able to see the exam in question in your overview in Digital 
Exam: 
 

 

 
 
By clicking the exam, you will open a view of the exam information which your exam 
administrator has prepared for you: 
 

 



Digital Exam – SDU Updated: 27-04-2020 

2 

 

 

 
 
 
Here, you will be able to see some information about the exam, such as: 
 

• Grading type  
• Conditions for handing in 
• Which examiner and censor will be examining you 
• The exam administrator for the exam. By clicking the name, you can see the person’s e-

mail address.  
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The exam is in progress 
 
As soon as the exams starts, the status of the exam is changed to ”Exam in progress”: 
 

 
 
 
Clicking the exam while it is in progress will produce this screenview: 
 
 

 
 
Here, you can access information on the exam. 
 
You can access your exam questions, if this is relevant for your exam. 
 
This is also where you can hand in a blank exam, in case you wish to do so. 
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Filling out assignment information 
 
By clicking the next tab, you will access a screenview in which you must fill out information on 
your assignment: 
 

 

 
Some examples: 
 

• Noting the ”title” of an assignment 
• Noting “number of characters”. 

 
Some information may be obligatory, meaning that you cannot hand in unless you have filled 
them out. 
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Upload assignment 
 
When you are ready to hand in, you must upload your assignment. This is done in the tab 
”Upload hand-in”: 
 

 

 
Here, you must upload your assignment as well as any attachments. Please note the mention 
of which format your assignment must be. Attachments can be handed in in any format. 
Click the ’Browse’ button and find the file you wish to upload. 
 
Important: Uploaded files are not handed in. In order to hand in, you must complete the entire 
flow, and you must do this every time you edit your assignment. 
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How to hand in 
 
 
When you wish to hand in your assignment, you must proceed to the ”Confirm” tab: 
 

 
 
Here, you have the option of clicking your assignment and browsing the files you have 
uploaded as well as checking that you have provided the right answers to the assignment 
information. 
 
To hand in your assignment, click ”Submit hand-in”: 
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Receipt for assignment 
 
You have handed in when you see and receive the below receipt: 
 

 
 
On the receipt, you can see exam information, assignment materials, your assignment and 
your assignment information. 
 
If it says that ”Your hand-in has been received”, all is well, and your assignment has been 
received. If you have handed in late, this will be evident from the receipt.  
 

Changing your mind on handing in 
 
If you have handed in, but change your mind, you always have the option of either editing your 
assignment or deleting it. This is done by either clicking ’Edit hand-in’ or ’Delete hand-in’. 
Important: Every time you edit your assignment, you must run the assignment flow all the way 
through and receive a new assignment receipt, otherwise you have not rightfully handed in. 
 
 

Grading is in progress 
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When you have handed it and are waiting for grading, your overview will look as follows: 

 

 
 
 
Status for the exam is ’Assessment in progress’. If the exam administrator makes it available, 
you will be able to see the deadline for grading. The grade itself cannot be found in Digital 
Exam. You must find it in your Student Self Service. 
 
 

The grade is ready 
 

When your grade is ready, the exam status changes: 

 

 
 
It will now say ”Assessment ready”. 
 
If you receive feedback from your examiner in the system, you will be able to access it under 
the column ’Feedback’. 


	Digital exam for students – take home assignments
	Information about exams
	The exam is in progress
	Filling out assignment information
	Upload assignment
	How to hand in
	Receipt for assignment
	Changing your mind on handing in
	Grading is in progress
	The grade is ready


