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Enabling and Disabling Feedback Studio

Media, iframe, embed and object tags are not supported inside of
a PDF.

You can switch between Feedback Studio and Turnitin Classic as many times as you wish. Simply follow the instructions

below to learn how to do this. Switching between the two will not affect a student's Similarity Score or any feedback you
may have left on a student's paper.

Toggling between Feedback Studio and Turnitin Classic

1. To enable or disable Feedback Studio from the document viewer, you can use the quick links provided.

1a. If your administrator has enabled Feedback Studio, but you'd like to return to Turnitin Classic, you can

simply navigate to the bottom footer of Feedback Studio and click Return to Turnitin Classic. This will
reload the document viewer in Turnitin Classic.

These gargantuan beasts used to dominate all the oceans of the Earth up
until the late nineteenth century, when the technology was developed to

Page: 1 of 2 Word Count: 248 Return to Turnitin Classic Q —e—— Q
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1b. If you'd like to switch to Feedback Studio from Turnitin Classic, navigate to the top of the document
viewer and click 7ry the new Feedback Studio. This will reload the document viewer in Feedback Studio.

Try the new Feedback Studio

Faacback Stucko Demo Demo Assignment - DUE 14-pe-2016  ~ e Fadmap “ Paper3

Toggling Feedback Studio in User Info Settings

1. To enable or disable Feedback Studio from your Turnitin dashboard, simply click User Info from the black
navigation bar at the top of the page. This will open the User Information/Account Settings page.

Joe Bloggs | UserInfo | Messages | Instructor ¥ | English ¥ | Roadmap | (@ Help | Logout

2. From the User Information/Account Settings page, select On from the Feedback Studio drop-down list, which
will enable Feedback Studio. Similarly, select Offto disable Feedback Studio.

Account Settings .-

Feedback Studio

RACIElearn more

Off

3. To save this change, click the Submit button at the bottom of the page.




4. Your changes will be confirmed via the red banner at the top of the page.

Your user information has been saved.,
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Setting up Your Turnitin Account

All users must create a user profile. However, if you are an existing Turnitin user, please skip to guidance on Logging In.

There are two ways for an instructor to access Turnitin:

An administrator may add the instructor to the account, where the instructor will receive an email asking them to
create their password.

An administrator may provide the instructor with an account ID and join password, allowing the instructor to join an
account via the Turnitin website.

Warning: Each Turnitin account must be assigned a unique email address in the Turnitin system. Users who have
previously created a Turnitin account must log in with the email address and password originally provided.

Setting up Your Account from Your Welcome Email

If you have received a welcome email from Turnitin, this confirms that your institution's Turnitin administrator has added
you to their account, allowing you to begin creating classes, adding students, and creating assignments.

Note: If you believe that an administrator has added you as an instructor, but you have not received a welcome
email from Turnitin, please check your spam or junk folder. Alternatively, contact your administrator to check that
your email address has been typed correctly.

To access your Turnitin account, please follow the instructions below.

1. Click the Geft Started button from your Turnitin welcome email.
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Welcome to Turnitin

Hi Joe Bloggs,

You've been added as an instructor to the account, University of Testing, by John

Smith.

As our newest instructor, you are joining a worldwide community of education

specialists. We are glad to have you with us.

Ready to set up your classes?

If you'll be using Turnitin via an integration, visit our user guidance for help using

your LMS.
Thanks,

Turnitin

turnitinJ)

2. You will be directed to a quick 4-step introduction to Turnitin, with useful guidance to familiarize you with class
and assignment creation, as well as adding your students. You can save this page for later reading, too.

At the bottom of Turnitin's Getting Started page, click the Creafe Password button to access Turnitin's account
setup pages.




@ Add Students

There are three routes available for adding students. You may find it convenient to add
students one by one, or add a large portion of students at once by uploading a list,

Alternatively, why not allow your students to enroll themselves at their own pace?

Read More ¥

Ready to Start Using Turnitin?

Create Password

Or why not download this page as a PDF for later reading?
This information and more is available at guides turnitin.corn!

3a. To create your password, enter your email address (this must be the same email address to which
your Turnitin welcome email was sent), along with your last name or family name.

3b. Click Mextto continue.

Account Setup

To set up your account, please enter your email address and last name or family name.

Email Address

Last Name or Family Name

You can find this information in your Turnitin welcome email,

If you ne longer have access to this emall, ask your Turnitin instructor to look up your email
address. If you are an instructor, please refer to your Turnitin administrator for this information.

4. Turnitin will send you an email to validate your account, with the subject: Set up your Turnitin Account. Return
to your email inbox, ensuring you check your email client's spam or junk folder for this email.




Account Setup

To validate your account, we've sent an email to: joebloggs@uni ityoftesting.com

You have 24 hours to click the link in your email to continue with your account set up.

5. Follow the instructions in your email to finish setting up your Turnitin account. This will direct you back to
Turnitin's account setup pages.

Set up Your Turnitin Account inbox x &
Turnitin No Reply <noreply@turnitin.com=> 8:06 PM (14 minutes ago) . T
to joebloggs -

Dear Joe Bloggs

To finish setting up your Turnitin account, please click here to create your password.

If you have trouble clicking on the link pravided, simply copy and paste the following URL
into your browser:

Has your link expired?

Your create password link is valid for only 24 hours. If you find that your link has expired,
click here to request a new link.

If you have trouble clicking on the link pravided, simply copy and paste the following URL
into your browser:

https:/iturnitin.com/password_reset1.ssp?lang=8&account setup=1
Thanks,

Tumitin

Note: The create password URL included in your email contains a unique ID and will expire if you fail
to click it within 24 hours. If your create passwordlink is no longer working, click the link under Has your
link expired? to request a new email.

6a. Enter and confirm your new password. Your password must be between 6 and 12 characters,
containing at least one letter and one number.

6b. Click the Create Password button to finish the account setup process. Alternatively, click Cance/to
abort.

10



Create Your Password

To finish setting up your account, please enter a password.

Your p d must be bety 6 and 12 characters in length, containing at least
one letter and one number.
Password

Confirm Password

Create Password Cancel

7. Your account setup is now complete; an email will also be sent to confirm this setup. You can now log in to
Turnitin to set your security question and answer and begin using the service.

Click the Log in Now link.

Account Setup Complete

You can now log in to your account using your email address and password.

8. Using your email address and newly created password, enter this information in the login fields provided.

11



Login to Turnitin

Email address

Password (Login to Turnitin)

Would you like to create your user profie? Click here.

Forgot your password? Click here,

Login

9. After login, you have the opportunity to amend your name and email address, should any of this information
have been entered incorrectly.

9a. You will be asked to provide an answer to a security question, should you need to reset your Turnitin
password.

9b. Click Mextto continue.

12



Welcome to Turnitin!

You have been added as an instructor to the account University of Testing.

Before you can get started, we want to confirm your user information and give you the
chance to sat up your secret question and answear. Pleasa feal free to change any other
information as needed.

‘When you are done, click “next” to continue.

your amail
joebloggs@universityoftesting.com

Secret question «
| Please select a secret question.

aw

Question answer «

your first name «

Jog

YOUr [ast name «
Bloggs

Next

10. Click the / Agree -- Continue button to accept Turnitin's user agreement and enter the Turnitin service.
Alternatively, click / Disagree -- Logout.

User Agreement

Our user ag| has been up Please read our user agreement below and
agree or disagree to its terms and conditions:

Turnitin.com and its services (the "Site" or the "Services") are maintained
by Turnitin, LLC ("Turnitin"), and offered to you, the user ("You" or
"User"), conditioned upon Your acceptance of the terms, conditions, and
notices contained herein without modification (the "User Agreement"). You
should review this User Agreement carefully before accepting it. If You
breach the User Agreement, Your authorization to use the Site will
automatically terminate. Acceptance of Terms You accept this User
Agreement by using the Services or clicking to accept or agree to the
Terms, where this option is made available to You by Turnitin in the user
interface for any Service. You may not use the Service and may not accept
thig TTeer Aereement if (1) Yon have nrevionglv heen infarmed by Tirnmitin

[IAgree — Continue |  |Disagree — Logout




Setting up Your Account Using a Join Password

If you are new to Turnitin and have not been added to an account by your account administrator, you must create an
instructor profile. To create your own instructor account, your account ID and account join password are required.

Note: The account ID and account join password is needed to ensure you have authorization to join an account,
and can only be obtained from your account administrator. Instructors wishing to access Turnitin must contact the
appropriate personnel at the institution to receive the account ID and join password. Turnitin staff cannot
distribute this information to any user.

Account administrators may distribute this data or may add instructors to a Turnitin account themselves, which
will send an automatic welcome email, allowing access to the account.

1. Go to www.turnitin.com and click on the Create Accountlink

Create Account Log In

2. Click on the instructorlink

Please select whether you will be using

Student
Instructor

Teaching assistant

14
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3. The Create a New Instructor Account form must be completed

Create a New Instructor Account

Account ID information

To join an account as an you will need a and ID combination,
which you should have recelved either from your account administrator or from the
instructor of the class for which you are a teaching assistant.

If you do not have this combination, or your combination appears to be incorrect,
please contact your administrator or instructor.

Account ID
| [

Join password
User Information

Your first name
Your last name

Display names as

(® First name (Space) Last name (example: John Smith)

4. Enter the account ID number and account join password for the institutional account

l coun ‘

Join password

| |

5. Enter the user first name, last name, and a valid e-mail address to use as the login for Turnitin

15



User Information

Your first name
Your last name

| |

Display names as

® First name (Space) Last name (example: John Smith)
O Last name (Space) First name (example: Smith John)
O Last name(No space)First name (example: SmithJohn)

Email address

5b. You can also chose what format you would like your name to be displayed within Turnitin

Display names as

@ First name (Space) Last name (example: John Smith)

O Last name (Space) First name (example: Smith John)
O Last name(No space)First name (example: SmithJohn)

6. Select a password for logging in. The password must be six to twelve characters including at least one
letter and one number. The password is case sensitive.

Enter your password

| |

Confirm your password

| |

7. Select a secret question from the pull down menu and enter the answer. This answer is not case sensitive.
Click on next to continue

16



Secret question
( Please select a secret question. o]

Question answer

8. At the bottom of the screen you will find the User Agreement for Turnitin. To continue using Turnitin, the
user must click on the / agree - - create profile to access Turnitin

TurnitinUK (www.turnitinUK .com) and it
"Services") are maintained by iParadigms,
to you, the user ("You" or "User"), conditi
the terms, conditions, and notices containe
(the "User Agreement").

You should review this User Agreement
You breach the User Agreement, Your ¢

I: | Agree —- Create Profile :I | Disagree -- Cancel

Training Video: Creating a New User Profile

Media, iframe, embed and object tags are not supported inside of a PDF.
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Logging In

This page was not added to the PDF due to the following tag(s): article:topic-guide
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Resetting Your Password

This page was not added to the PDF due to the following tag(s): article:topic-guide
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Joining an Account

The join account and join account (TA) tabs allow an instructor to join an additional Turnitin account. Some instructors
may need to join multiple departmental or campus accounts or may be employed by multiple institutions.

If upon first login, there are no accounts available in the Instructor homepage, you must join an account in order to
create a class and assignment.

Join an Account as an Instructor

1. To join an account as an instructor, click the Join Accounttab from any page

turnitin'@

Dashboard All Classes Join Account Join Account (TA)

2. Enter the Account ID and Join password via the Join a Turnitin Account form. You must have the Account ID
and Join password to hand in order to proceed. The ID and password is available from your account administrator
only.

20
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Join a Turnitin Account

Account ID +

Join password

3. Once you have entered the Account ID and Join password, click Submit, where you will be redirected back to
the Instructor homepage, where the account will now be accessible

Submit

Joining an Account as a TA

1. To join an account as a TA, click the Join Account (TA) tab from any page

turnitingJ))

Dashboard All Classes Join Account Join Account (TA)

2. Enter the Account ID and Join password via the Join account as a teaching assistant (TA) form. To add a new
section type class to a master class set, the TA must have the master class ID and TA join password for the
master class. This information is available from the master class instructor.

21



Master class information (step 1 of 2)

= Master class ID

* TA join password

3. Enter the Section name or number and Section enrollment password. The Section enroliment password is
chosen by you and should be distributed to anyone wishing to join this class in the future.

T o 22—

Section name or numoer |

* Section enroliment password

4. Click Submitto proceed or Cancelto abort the procedure

5. Turnitin will confirm your chosen section name or number and section enroliment password. Click Continue to
get started

Class created

Congratulations! You have just created the new class: Master Class (Sample)
If you would like students to enrell themselves in this class, they will need both the
enroliment password you have chosen and the unigque class ID generated by Turnitin:

ClassiD 4410240
Enrclment password Sample
Note: Should you ever forget the class ID, it is the number to the left of the class
name on your class list. You can view or change your enroliment password by eciting

the class.

Click the class name to enter the class and get started creating assignments.

22



Note: If you would like students to enroll themselves in this class, they will need both the enrollment password
you have chosen and the unique class ID generated by Turnitin.

Note: Should you ever forget the class ID, it is the number to the left of the class name on your class list. You can
view or change your enrollment password by editing the class.

Training Video: Joining an Account

Media, iframe, embed and object tags are not supported inside of a PDF.
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The Instructor Homepage

After logging in, you will be directed to the Instructor homepage. The Instructor homepage provides access to many
Turnitin features. The Instructor homepage lists the accounts and classes the instructor has created and any class
sections which the instructor has been assigned as the Teaching Assistant (TA) for.

If there are no accounts listed, visit the Joining an Account page for details on how to join an account as an instructor.

Home

The Home link leads back to the instructor homepage list of all accounts and classes controlled by the instructor.

(= =b L] .ll III '-|-\.-\.1--\.

NOW VIEWING: HOME

User Info

A user profile contains personal information and account settings. Click the User Info button on the system bar to open
the user profile options. The system bar can be located from the top of any page.
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Personal Information

In the personal information section of the user information page, there are a number of fields - many of which are
optional and can be filled at your own discretion.

The following is a list of required fields:

User name (Email address)
Password

Confirm password

Secret question

Question answer

Last name

First name

All other areas of the personal information section are optional.

Account Settings

The account settings section of a user profile affects how information within the profile account is presented and sets
defaults for commonly used functions. Account settings include:

Default user type — select the type of user access to default to upon login

Default submission type — select a default submission type: single file upload, multiple file upload, cut and paste
upload, or zip file upload

Items per page — select the number of items you would like displayed per page

Show page info — toggles the info messages at the top of each page on and off

Send me Email updates — choose yes to receive Email updates from Turnitin

Use homepage link — choose yes to create a homepage link. To set up a link, enter a link name and URL below.

Default language - select the language in which Turnitin will display by default for this user when logged in




Changing User Types

A single user profile can access multiple roles on any Turnitin account, including instructor, student, and administrator
functions. To access the student or administrator homepage, you will need to change your user type in the top left
hand corner of the web page. For more information on using the system as a specific user type, please refer to the
corresponding User Guide.

| Userinfo | Messages | Instructor ¥ | English ¥ | Roadmap |

Administrator

Student

Messages and Announcements

To view important Turnitin messages and announcements, click on the messages button on the system bar.

Info | Messages | Insh

Warning: Urgent notifications may appear both on the messages page and on the Turnitin user homepage. These
include messages announcing scheduled downtimes.
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Student Enrollment

Once a class and assignment have been created, the instructor or students are ready to begin submitting papers and
using Turnitin. If the instructor is planning to do the submissions of papers, please skip to the next section, Submitting
Papers.

Warning: It is strongly recommended that students submit papers themselves. This will save time and enable the
use of the PeerMark, GradeMark and Gradebook products. PeerMark, GradeMark and Gradebook products.

Enrolling Students

Students must be enrolled in a class to submit papers, access grades, or access peer review assignments. Students
can self-enroll by creating a user profile using the class ID number and class enroliment password. You can enroll
students in a class one by one or by uploading a list of e-mails and student names.

If you choose to add students to the class directly, each student added to the class will be automatically e-mailed and

provided with instructions on how to create their password. If the e-mail address entered when adding a student is not
valid, the student will not receive an e-mail. For this reason, students who do not possess valid e-mail addresses must
enroll themselves using the class ID and enrollment password.

Allowing Students to Self-Enroll

Students self-enrolling into a Turnitin class must have the numeric class ID and the case sensitive class enrollment
password. This provides a student user with authorization to access the class on Turnitin. Please do not post the class
ID and password on a publicly accessible website; this is to ensure only your students enroll in your class.

27
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1. To confirm the class ID and enrolliment password, click on the statistics icon next to the class name under the
statistics column on the Turnitin instructor homepage.

o

Statistics

2. The class ID and enrollment password are displayed as part of the class statistics.

JoindfEnrollment
password

MName

g

Sample Class sampleclass 4410382

If needed, you can change the enrollment password to remove accidental capitalization or spaces that may be causing
student enroliment issues. Changing the enroliment password after student enroliment is completed also prevents
students with forgotten passwords from enrolling multiple times and causing confusion.

To change the enroliment password, click on the edit icon for the class on the Turnitin instructor homepage. Update the
enrollment password and click on submit to save the change.

Edit

i
tarF
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For step by step student oriented instructions or student self-enroliment information, please view the Turnitin Student
User Manual, Student Quick Start Guide, or Student training video.

Enrolling Students Manually

An instructor may add students individually to the class. You must provide first name, last name, and e-mail address for
the user. A welcome e-mail will be sent to the student being added to the class.

If the e-mail address provided already exists on a user profile on Turnitin, the user welcome e-mail indicates only that
the user has been added to a class as a student.

If the Email address provided by the instructor has never been used to create a Turnitin profile before, a new user
welcome e-mail is sent. The student is provided with a temporary password for logging into Turnitin to complete the user
profile.

1. From the class homepage click on the students tab to open the student list for the class

turniting/)

Dashboard Assignments Studantn Grade Book

2. Click the add student button

Add Student Uploac

wirlraae
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3. Enter the required information - the student first name, last name, and Email address

First name

Last name

Email (User name)

4. Click submitto enroll the student. A welcome Email will be sent to the user.

submit

Enrolling Students From a List

You may upload a student list to add to a course. The student list must be one hundred (100) entries or less. Larger
classes may be separated into multiple lists, each of which can be uploaded individually.

The list must be a Microsoft Word, Microsoft Excel, or plain text (.txt) file. The first name, last name, and Email address
for each student must be provided. The formatting must be as follows:

Microsoft Word or Plain Text: John,Doe,johndoe@schoolname.edu

Microsoft Excel:
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el A | B | C I
1 |John Doe johndoe@schoolname.edu
2 |Jane Doe janedoe@schoolname.edu
3 |Joe Bloggs joebloggs@schoolname.edu
4 |Jenn Bloggs jennbloggs@schoolname.edu

Once the student list is available, the list may be uploaded from the student page of the class.
1. From the class home page, click on the students tab

. L] ~
turnitin
Dashboard Assignments Studanh Grade Book

2. Click the upload student list button

it Upload Student List En

3. Click the Choose File button and locate the file containing the student list on your computer.
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Upload Student List

Choose a file to upload:

‘{ Choose file | No file chosen ‘

4. Click submitto upload the student list file

Upload List

5. The student list will be displayed. Check the displayed list for errors. To submit this list, click yes, submit. If you
find any errors, or the incorrect file was selected, choose no, go back and make the necessary changes or select
a different file for step 3

( ) ( \
yes, submit no, go back

6. Once yes, submithas been selected the final screen will display the newly enrolled list of student users. To
return to the class student page, click the return fo students link in the top right-hand corner
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return to students

rour class.

Enrollment Emails

As soon as students are added to a class a confirmation Email is sent to the Email address provided. If the student has
an existing user profile, the confirmation Email contains only notification of the new class enroliment. If the Email
address used was not for an existing student user in the Turnitin system, the confirmation Email will allow the student to
create their password.

New student user profiles that have never logged in are indicated with a pink highlight over the enroliment date to the left
of the student name on the student list page.

Students

Enrolled Student name
20-Apr-2015  Jenn Bloggs
20-Apr-2015  Joe Bloggs
20-Apr-2015  Jane Doe

20-Apr-2015  John Doe

Re-sending New User Enroliment E-Mail

You can re-send the welcome Email to student users who have not yet logged into Turnitin. You can also change the
Email address or name information to fix any incorrect information in the event that a student no longer has access to
the Email address used initially for the user profile.
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Students who did not receive the enrollment Emails will need to check junk mail or any other mail filters (such as
parental filters on Email account) and ensure that they are able to receive Emails from noreply@turnitin.com and
helpdesk@turnitin.com before the welcome Email is re-sent.

Student users who have logged into Turnitin one or more times cannot have this information reset by yourself and must
use the Forgot Your Password? link on the Turnitin homepage.

How to Re-Send a Welcome E-mail

You can re-send welcome e-mails from the student list page of a class. To reach the student page, click on the class
name and then the gray student tab above the assignment list.

On the students page, any students who have never logged in and completed the information on the user profile will
have a pink highlight over the date in the enrolled column to the left of the student name.

To re-send the activation Email, click on the pink highlighted date to the left of the student name.

20-Apr-2015  Jol

Check the user information and make any needed changes to this information.

first name

John

last name

Doe

email (user name)

johndoe@schoolname.edu
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To send the new user confirmation and welcome Email, click on submit. A new copy of the welcome e-mail, including
temporary password, will be sent.

‘ submit |

Training Video: Adding Students to a Class

Media, iframe, embed and object tags are not supported inside of a PDF.
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Managing Classes

Creating a Class

The creation of a class or classes on the Turnitin system is the first step in allowing an instructor and students to access
and use the services available at their institution. Most instructor and student activity on Turnitin occurs within the class
or classes created by an instructor.

The class is used by the instructor to organize students and student submissions into groups. A single class may be
used for multiple courses, but is typically not recommended due to the additional challenges this can create in
organization. A class and its assignments are fully available to the instructor between the date of the class creation and
the selected expiration date. Once a class has expired, the information and assignments in the class are viewable, but
no new submissions or assignments may be made. The instructor is capable of extending the expired class to reactivate
it.

New classes should be created each semester or school year when a new group of students is in a course.
Assignments can be easily imported to a new class using the directions under the Libraries section of this user guide.
This allows users to easily add assignment sets in a new course.

1. Click the Add Class button on your instructor homepage
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2. On the next screen, enter the following information:

Class name

Enrollment password

Subject area(s) e.g. science
Student level(s) e.g. postgraduate

Class ssttings

* Class type Standard

aw

* Class name
* Enroliment password
* Subject area(s) | Select subject(s)

* Student level(s) | Select student level(s)

Note: Your class name should be between 2 and 100 characters long.

3. Select the end date for the class. Once the end date has passed, the class will not be accessible for
submissions unless the class is reactivated.

Class start date  17-Apr-2015

* Class end date 19-0ct-2015

4. Click submitto add the class. Class information will be displayed in a pop-up window containing the ID
and enrollment password for confirmation
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Training Video: Creating a Class

Media, iframe, embed and object tags are not supported inside of a PDF.

Expired Classes

Every class created on Turnitin has an end date. When the end date is reached, the class expires and is limited to read-
only access and will no longer appears on the active classes list.. The students and instructor will no longer be able to
submit papers or peer reviews, create assignments, or mark any of the papers using GradeMark.

To view expired classes only, click on the Expired classes tab on the Turnitin instructor homepage. The A/l Classes tab,
to the left of the Expired Classes tab, will list both active and expired classes.

| All Classes Expired Classes | Active Classes

Reactivating an Expired Class

An expired class can be only reactivated by the instructor. The edit icon can be used to reactivate the course by giving it
a new end date. The instructor can change the end date of the class from the class update screen. Once the end date
has been changed, the instructor must click on submit fo save the new end date and reactivate the class.
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Copying a Class

Turnitin allows instructors to easily copy classes for reuse in another semester or year. When a class is copied the
instructor is prompted to enter a new class name, enrollment password, and the start date for the first assignment in the
class. The remaining assignment and discussion dates for the class will automatically be set based on the start date you
set for this assignment.

1. Click on the class copy icon to the right of the class name

it Copy Del
; i

2. On the next screen, edit the following information:

Class name

Enrollment password

* Class name | Copy of Sample Class

* Enroliment password | sample

3. Select the start date and time for the first assignment for the class

* First assignment start date 24-Mar-2015 4:11 am
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4. Click Save to copy the class or Cance/to abort the process

oo

5. You will then be directed to the copied class' page, where you can review the dates for the assignments in the
copied class. Edit any assignment dates by clicking on the More actions link to the right of the assignment, and
then select Edlit settings from the dropdown menu.

[ More actions «

T

Submit

Delete assignment
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Class Calendar

The class calendar automatically tracks important dates for the Turnitin assignments created in a class. It also allows an
instructor to add class notes, announcements, and holidays. If an instructor has prepared a syllabus document for the
class, the instructor can also upload the class syllabus to the calendar area. Turnitin assignments created in a class. It
also allows an instructor to add class notes, announcements, and holidays. If an instructor has prepared a syllabus
document for the class, the instructor can also upload the class syllabus to the calendar area.

Students access information posted to the class calendar from the student class calendar option that is available to
students on the class homepage.

Accessing the Class Calendar

To access the class calendar, the instructor must log into Turnitin and click on the class name to enter the class. Once
the class is open, click on theTurnitin and click on the class name to enter the class. Once the class is open, click on the
calendartab to open the class calendar.

jew gradebook libraries calendar discussion pref

e ——

When the calendar opens it will display the current month and year. The instructor can move between months of the
year by clicking on the month tabs along the top of the calendar.

Sunday Monday Tuesday Wednesday Thursday
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To change the year view, use the year pull down menu to select a year to view.

July Aug Sep Oct MNov Dec

ay Wednesday Thursday Friday

Assignment Dates

Assignments and peer reviews created by an instructor automatically become part of the class calendar. A link appears
for each assignment’s date. The link displays the assignment or peer review title. To view a summary of an assignment
or review, click on the assignment or review title on the class calendar.

2!

start: Essay Final
post: Reviaw

Calendar Entries

Class Notes - class notes uploaded to the calendar are accessible to students enrolled in a class. The instructor can add
a single set of notes to a calendar date or can upload notes for multiple dates using the bulk upload feature.

To add a single class note document

1. Click on the date on the calendar for the day the note pertains to

11 f12 13
: Eg=ay Final

post: Roview
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2. From the calendar entry page, click Browse to select a note document to upload. Accepted file types
are Microsoft Word, Corel WordPerfect, RTF, PDF, plain text, and HTML

class notes

attach class notes
{ Browse... | )

3. Click submitto upload the note to the class calendar

A notes icon will appear on the appropriate date on the class calendar for each set of notes that were submitted.
To display a note, click on the note pad icon for a date.

11 1 1 14
stare-E5s0y Final

post: Review

Announcements

Announcements can be added to the class calendar by the instructor. Students will see an announcement icon and be
able to view the announcement by clicking on the icon after the student accesses the class calendar page for the class.
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Adding an announcement to the calendar

1. Click on the date on the calendar for the day the announcement pertains to

et ESsay Final

post: Heview

2. On the calendar entry page, enter a title and additional information for the announcement

title:

info:

3. Click submitto add the announcement to the class calendar

An announcement icon will appear on the class calendar along with a linked announcement title. Students or the
instructor can view the full announcement detail by clicking on the link.
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To delete an existing announcement, click on the date of the announcement. The screen will display all announcements
that have been added to the selected date.

To delete an announcement click on the red x icon to the right of the announcement.

current annoucements: Conferences %

Holidays

From the entry page, holidays can be added to the class calendar. If the class does not meet on a specified holiday, it

can be designated as a day off.

To add a holiday to the calendar

1. Click on the date on the calendar for the day the holiday pertains to

11 13
;rt.' Essay Fina

post: Review

2. On the calendar entry page, enter a name for the holiday in the holiday field
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holidays

haoliday name

3. Click submit to save the holiday onto the calendar

The name for the holiday will appear on the class calendar and the day will be given a light blue highlight for emphasis.

25 26 27 28 29

Memorial Day

Uploading a Syllabus

If a class syllabus has been written, an instructor can upload it to the class calendar. Students can view and download
the syllabus from the student view of the class calendar.

To upload a syllabus

1. Click the syl/labus button on the class calendar page
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2. From the syllabus page click the Browse button and locate the file to upload. Accepted file types are Microsoft
Word, Corel WordPerfect, RTF, PDF, plain text, and HTML

‘ @ Eruw;e..._:DZrm:

3. Click submit to add the document as the class syllabus

Brose... submit »

r"

The syllabus will be posted to the syllabus page. If another syllabus is posted it will replace and overwrite the current
syllabus. Only a single document at a time will be available on the class syllabus page.

Calendar List

The calendar can also be viewed in list mode. The list mode displays all assignments and entries for the current
calendar year. Dates that do not have assignments or entries are excluded from the list.

To switch to the calendar list, click the list button on the calendar.
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' syllabus

Jun July Aug Sep Oct Nov Dec

The calendar list mode works similarly to the calendar mode. Any item can be viewed by clicking on it. To update an
item, click the ypdate icon to the right of the item.

To switch back to the calendar view, click the calendar mode button.
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Master Classes

If sections of a class are taught by other instructors or by teaching assistants, a class with sections can be created on
Turnitin. A top-level master class is created to oversee the section classes. From the master class, the instructor
creating the master class can set up sections for the other instructors. These instructors are referred to in the master/
section class system as Teaching Assistants (TA’s).

The master class instructor can set up sections for each TA, or each TA can create a section by using the master class
ID and a TA join password set by the master class instructor. The master class instructor can set class preferences,
create and ‘push’ assignments to the sections, reassign a section to a new TA, or access the section.

Each TA can only access a single section of a master class. The same TA user may be added to multiple sections if
needed.

Adding a Master Class

There are two ways for an instructor to add a master class: creating a master class from scratch, or converting an
existing standard class into a master class.

Creating a New Master Class

To create a new master class from scratch, click on the add a class button on the instructor homepage of Turnitin.
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On the add a class page, use the class type: pull down menu and select master class.

* Class type + Standard H

Enter a name for the master class and a TA join password. The TA join password is provided only if TA’s are creating
their own sections in the master class. The TA join password, combined with the master class ID number, should only
be provided if a TA is joining manually.

* Master class name

* TA join password

Warning: Do not provide the TA join password or master class ID to students. Each section will have an individual
section class ID and section enrollment password that is used if students are manually joining the class on Turnitin.

Click the submit button and a new master class will be created. New master classes created from scratch do not have
any sections. To create sections, please see Adding Sections in this chapter.

Converting a Standard Class to a Master Class

An existing standard class can also be converted to a master class. The assignments and any papers, students, and
grade information in the standard class are placed in an automatically created section of the master class.

To convert a regular class into a master class, click the edit icon to the right of the class name on the instructor
homepage.




status statistics edit delete

active ul

Ensure the correct class is being converted by checking the class name. To convert the class immediately into a master/
section class, click the convert to master class button at the bottom of the page.

Convert to Master Class

Any existing students, papers, grades, and assignments from the standard class are moved to a newly created section
beneath the new master class. To access the existing information, click on the name of the section.

class ID class name

2270277 Class Demo < add section

zusabunitim, D.)

The master class instructor is automatically assigned as the TA of the converted class. The TA or other class
information can be changed by clicking on the update icon to the right of the newly created section class.

Adding Sections

New sections can be added to a master class in two ways. A section can be manually created by the instructor of the
master class, or the master class ID and TA join password can be distributed to the TA’s, which will allow the TA’s to join
themselves to the master class and create their own sections.

Manually Creating New Sections




New sections can be manually created by the master class instructor. TA users can be assigned one or more sections
which they will be able to access through Turnitin. Only one TA can be assigned per section. Only the master class
instructor will be able to view the submissions in the sections.

To create a section and add a TA

1. Click the add section link to the right of the name of the master class

 ID  class name

& add section

277  Class Demo

Q60 Section 1

(Tur

2. On the add section screen, enter all of the following information:

TA’s first name
TA’s last name
TA’s e-mail address (for notification or new user password e-mails)

* TA's first nama
* TA's |last name

* TA's emaill address

3. Click Submit to continue

owes (D
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4. On the next page enter the required section information:

section enroliment password

name for the section

Section name or number

* Section enrolimant passwaord

5. Click submitto add the section to the master class and send the assigned TA a welcome notice or new user
notification e-mail. The TA will only be e-mailed a password if they have no user profile existing under the e-mail
provided for them in the TA information section

owne D

Each new section will appear on the instructor homepage for the master class instructor, listed in smaller print beneath
the master class. When a section is added, an e-mail with the section information will be sent to the TA. If the TA does
not have a user profile with Turnitin under the e-mail address that was provided, Turnitin will generate a new user profile
for the TA and include the new user password in the e-mail sent to the TA.

Allowing TAs to Create Sections

To allow TA’s to create their own sections under a master class, the TA’s must be provided with the master class ID
number and the TA join password set for the master class.

For new TA users who do not have an existing Turnitin profile, the TA will use the standard instructor join process. When
prompted for an account or class ID and join or enrollment password the TA will provide the master class ID and TA join
password.




For users who have an existing instructor profile on Turnitin but need to join a master class as a TA, an existing profile
can join a class as a TA.

To join a class as a TA with an existing Turnitin user profile, the instructor will log in and click on the join class (TA) link
on the instructor homepage. The instructor is then prompted to enter the master class ID and TA join password for the
course, after which the instructor will be able to set up a TA section in the master class.

Administering a Master Class

The master class instructor is provided with many options for handling assignments in the sections and the master class
itself. These options include:

creating template assignments that become part of the class assignment library. The TA’s with sections in the
master class can then create their own assignments or select the template assignments from the class assignment
library

create complete assignments and add them to some or all of the sections of a master class

create partial assignments (e.g. assignments containing selected preferences but no dates) and add them to some
or all sections to accommodate different class schedules

creating assignments that are ‘locked’ against changes by section TA’s and adding these assignments to the
sections of the master class

Creating Assignments in a Master Class

Assignments that are intended to be used in many or all sections of a class should be created by the master class
instructor within the master class. For an overview on assignment creation, please see the section on creating
assignments in Chapter 1.

To access the master class assignment page, click on the name of the master class on the instructor homepage.




class ID class pan
22702 Class Demo 4Padd section
2035960 Section 1 (Turnitin, D.)

Adding Assignments to Sections

After creating an assignment from the assignment creation page, the push assignments to sections window will load.
From this page, the assignment can be pushed to the sections of the master class.

To add an assignment to one or more sections, place a check mark in the check box next to the section name and click

on submitto push the assignment to the selected sections.

@Eﬂay

pus section name

Section 1

Section 2

Ll I” push assignment dates

section instructor
Turnitin, D

Turner, A

assignment status
not pushed

not pushed

By default, all sections are marked to receive the assignment. To not have the assignment pushed to a section remove
the check mark from the check box before clicking submit. The assignment will not be pushed to that section.

The master class instructor has the option of allowing the Section TA’s to choose their own assignment dates or to push
the assignment dates the instructor set in the assignment creation process. The default is to not push assignment dates.
If the instructor decides to push assignment dates, place a check mark in the check box next to the push assignment
dates option. Click on submitto save the assignment and push the assignment to all the checked sections.

push
"
|7

submit 4 - Essay

section name
Section 1

Section 2

h assignment dates

section instructor
Turnitin, D

Turner, A

assignment status
not pushed

not pushed

Adding Assignments Without Dates
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Assignments created in the master class can be pushed to the sections without dates. Assignments pushed without
dates must be given a date by the class TA before the assignment becomes active and available for students. Students
will not be able to submit papers or use the assignment until the assignment is given dates. Assignments without a date
appear in the section class highlighted in red.

To push an assignment without dates, ensure that you un-check the box next to the option Push with dates?.
Assignments pushed when this box is un-checked will not have dates within the sections.

The Master Class Homepage

The master class homepage displays all assignments created in the master class. The assign to sections column shows
whether an assignment has been pushed to sections and whether it has been pushed to all or only selected sections.

master class assignments

# assignment assign to sections st
Assignment Demo 05-(

WR 1 (Review) o (full)

not pushed indicates that an assignment has not been pushed to any sections
partialindicates that an assignment has been pushed to at least one section but not to all sections of a master class

fullindicates an assignment has been pushed to all sections of a master class

The assignment push page can be returned to by clicking the push to sections button next to an assignment at any time.

= assignment assign to sections sif
Assignment Demo 05-
WR 1 (Review) o fun

If an assignment has been previously added to a section, the assignment can be pushed to the section a second time
with any new changes made to the assignment. This is only available if the assignment has not been modified by the TA
and if no students have submitted to the assignment.
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If the TA has made any changes to the assignment or students have submitted a paper, the assignment is locked. The
messages on the push page next to each assignment will inform the master class instructor if an assignment is
unmodified or if it has been locked.

Note: If changes must be made to a locked assignment, access the assignment through the section or sections it has
been pushed to and make any necessary changes through the sections directly. Changes cannot be made from the
master class.

Student Enroliment

The master class does not allow students to enroll. Student enroliment is handled in each section individually - students
can even be enrolled in multiple sections of the same master class, and will see each section as a separate class.

Student enroliment into sections can be handled in the same ways as students enrolling into standard classes. The
student users can be provided with the section ID and the section enrollment password, or can be manually enrolled by
the instructor. Providing students with the section ID and section enroliment password may save the most time for the
instructor. Students enrolling in a section class on Turnitin use the standard steps for joining a class, which can be found
in the Student User Manual or the Student QuickStart Guide.

Students can also be added to the section class by the TA or by the master class instructor. Students can be added one
by one or as a list. Step by step instructions for adding students individually or creating a student list for upload can be
found in Chapter 1: Getting Started in this manual under Enrolling Students.

The master class instructor may also add students to sections by using the master class student page interface. The
master class instructor can then upload individual students or a list of students to be added to a specific section of a
master class.

To add students from a master class

1. Click on the name of the master class to add students in




Class Demo

d section

. Section 1 (Turnitin, D.)

= s =

2. Click on the sfudents tab on the master class homepage

B renview

FRAAT LICVATIR I, LR IE © DR Wiy 4

3. Click on add student or upload student list button as appropriate for the method of adding students
the instructor wishes to use at this time

Tadd student | | upload srﬁe@w

uggr B gmail sddrass

@ no students enrclled in this class. We recommend you ha

uging the class ID snd class enrollment password you creal

4. Continue with the standard process of adding a student as outlined in Chapter 1, section Enrolling Students in
this manual

The student or list of students will be added to the master student list and the section class student list. New students
will be e-mailed a new user welcome notification. Students with an existing profile will receive a notification e-mail that a
new class has been added to their student user homepage.

Grade Book




If the Turnitin grade book product has been purchased for the account, the grade book tab on the class navigation bar is
available. Click on the gradebook tab and get a quick overview of the grades in the sections of the master class.

students peer review Gdeb{h libraries calendar

\—/

F> ENGLISH 1

To view detailed grade information for a student or section, click on the student or section name to jump to the
appropriate section’s grade book page.

(cumulative gradebook for:) Class Demo (Master Class)
student name section average ;f;f?:us‘?:::n abs|
Argus, Ellen B1% 85%  5/16
Bing, Rachel Sectlon 1 85% B5%  8/16
Brown, Buster Section 1 76% 85% 2/16
Franks, Emmanuel Sectlon 1 91% 85%  14/16

Calendar

The master class calendar functions similarly to the class calendar. For more information, please see the section on the
class calendar in this manual.

Any announcements, notes, or holidays that are added to the master calendar will appear in the calendars of all sections
of the master class.

To view the master class calendar page, click on the calendar tab in the class navigation bar.

gradebook libraries (aienbdiacussion preferences

\_______/
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Preferences

The master class preferences page allows a master class instructor to determine which Turnitin products or features are
available in section classes and set limits to the capabilities assigned to TA’s for all sections of the master class.

To access the master class preferences page, click on the preferences tab on the master class homepage.

libraries calendar discussion preferences

\__/

In addition to the standard class preference options, the master class instructor can select to:

lock assignment information on sections
lock assignment dates on sections
allow or disallow section TA ability to create or delete assignments

lock settings for sections
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general proforences:
[ let students submit discussion topics?
[ lock assignment dates in sections?

™ leck assignment infa in sections?

[ sections can create/delete assignments?
enable these products:

[ grademark

' peer review

[ gradeboak

[ discussion boards

distributed grading B

[ leek for sections?

class link URL:

class link name:

These settings allow the master class instructor to enable or disable certain capabilities of the TA users in the sections
of the master class. This can be used to prevent changes from being made to required settings on assignments. Click
on the submit button to save any changes made to the class preferences.
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Managing Assignments

This page was not added to the PDF due to the following tag(s): article:topic-guide
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Creating a Paper Assignment
Creating an Assignment

All submissions by students are made to assignments in a Turnitin class. Assignments for a given class are created,
displayed, and modified from the class homepage.

1. To reach the class homepage, you must firstly access the main homepage by clicking the A/f Classes tab from
the top of any page

turnitin @
Dashboard .NI Classes Join Account Join Account (TA)

2. From the main homepage, the instructor must click on the name of the class to view the class portfolio

Class name

Sample Class

Note: An instructor with GradeMark or grade book available, will be required to set a post date on an assignment.
This post date and time must be after the start date, but can be set before the due date of the assignment.
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3. In the class portfolio, click on the Add Assignment button

2. If you have not yet created an assignment for this class, please continue to Step 4. If an assignment has
been created, select Paper Assignment by clicking on the radio button next to Paper Assignment

@ Paper Assignment

The paper assignment type is the base assignment for all other assignments types (PeerMark, Revision, and
Reflection). When creating a paper assignment, there are three dates that instructors will need to set: the start
date, the due date, and the post date.

3. Click on the Next Step button
| Wext Step |

4. On the next page, enter the Assignment title.

If you are a grade book user, you may also enter an option point value. This is the maximum number of points a
student can receive from an assignment. E.g. 100. By setting a point value, this allows the grade to be set by
rubrics (if used) and be sent to the grade book




Assignment titte @

Point value @

Optional

5. Select the start and due dates for the assignment. Specific times are also selected. Students are only able to
submit once the start date and time has passed. After the due date and time, students will be blocked from
submitting papers, unless late submissions are enabled

Start date @

[ 17-mpr2015 |

at (8 2] : (o1 3] [am 3]
Due date @

[ 24-npr2015 [

at (11 3] : [s8 3] [Pm 3]

5a. GradeMark and Grade book users must select apost datefor the assignment. The post date is the date
and time that students can begin viewing the comments and grades that you have left on their papers in
GradeMark. The post date can be set before the due date

Post date @
[ 25-Apr2015  |[T]

at (12 3| : [0 ] [ Aam 3|




6. Select whether the assignment will require Originality Reports for submissions or whether any file type can be
uploaded. The default option is to Allow only file types that Turnitin can check for originality. For assignments that
do not require Originality Reports, you can can select Allow any file type. This allows instructors to

leave feedback on every file type.

@ Allow only file types that Turnitin can
check for originality
O Allow any file type ©

Training Video: Creating an Assignment

Media, iframe, embed and object tags are not supported inside of a PDF.

Advanced Assignment Options

When creating a paper assignment, the user may select to view and change any of the advanced assignment options.
The advanced assignment options are viewed by clicking the + Optional Settings link.

1. Enter special instructions to your students about the assignment

Enter special instructions @
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2. Select whether you wish to allow submissions after the due date of the assignment. If set to Yes, students will
be able to submit to the assignment after the due date, providing they have not previously made a submission. If
set to No, students will not be able to submit after the due date of the assignment.

Allow submissions after the due date? @
{ 1Yes

(= No

Originality Report Settings

Select whether you would like Originality Reports to be generated for submissions to the assignment. If you have
chosen to set this to Yes, continue to step 2. If you prefer to set this option to Mo, please skip to step 3.

Originality Report

Generate Originality Reports for submissions? @
@VYes

8 Mo

If the assignment is set to accept any file type Turnitin will only generate Originality Reports for the following file types:

Microsoft Word, PowerPoint, WordPerfect, PostScript, PDF, HTML, RTF, OpenOffice (ODT), Hangul (HWP), Google
Docs (submitted via the Google Drive submission option), plain text files.

Report Generation and Resubmission Options

Select from the dropdown list when, after student submission, that you would like Originality Reports to be
generated. There are three options for this assignment setting:




Immediately (first report is final) - Originality Reports for all submissions will be generated immediately. Students
cannot resubmit papers. Submissions must be deleted by the instructor to enable resubmission.

Immediately (can overwrite reports until due date) - Originality Reports for the initial submission by each student
user to this assignment will be generated immediately. Students may resubmit as often as the student wishes
until the assignment due date. Originality Reports for the second or subsequent submission will require a 24
hour delay before the Originality Report begins processing. Only the latest submission is available to the
instructor or student. Previous versions are removed. Originality Reports will regenerate within an hour of the
due date and time to allow student submissions to compare against one another within the assignment. A
change in the Originality Report similarity index may result from the regeneration of the reports. This option is
typically used when students are self-reviewing and revising their submissions and able to view the Originality
Report. No resubmissions are allowed after the due date and time of the assignment.

On due date - Originality Reports will not be generated for any submission until the due date and time of the
assignment. Students may resubmit as many times as needed until the due date and time without receiving
reports. Resubmissions may not be made after the due date and time of the assignment.

Generate Originality Reports for student submissions @

+ immediately first report is final

immediately (can overwrite reports until due date)

on due date
flsaen  Exut i for al

—a

Note: If an instructor chooses to grade without a student submission and the Immediately first report is final is
selected, students will not be able to submit to the assignment once the Grading Template is created.

Excluding the Bibliography

Select whether you would like text appearing in the bibliography, works cited, or references sections of assignments to
be excluded from being checked for matches in the Similarity Index when generating Originality Reports. This setting
can be overridden in individual Originality Reports.

Exclude bibliographic materials from Similarity Index for all papers in this assignment? @

@Yes
No




Excluding Quotes

Select whether you would like text appearing in the quotes of an assignment to be excluded from being checked for matches in
the Similarity Index when generating Originality Reports. This setting can be overridden in individual Originality Reports.

Exclude quoted materials from Similarity Index for all papers in this assignment? @
@Yes
_JNo

Excluding Small Matches

Select whether you would like to exclude matches that are not of sufficient length (determined by yourself) from being
considered when generating Originality Reports. This setting can be overridden in individual Originality Reports. If you
have chosen to set this to Yes, continue to step 8b. If you prefer to set this option to No, please skip to step 10.

Exclude small matches? @
®Yes
JNo

Once yes has been selected, a yellow box will appear. Here, you can exclude matches by word count, through entering

the amount of words that you would like to exclude from being considered when generating Originality Reports.

Alternatively, you can also exclude matches by percentage, through entering the percentage of words that you would
like to exclude from being considered when generating Originality Reports.

Exclude matches by:*

(*) Word Count: 4 words

Percentage: 00




Instructors can adjust the exclude small matches assignment setting at any time by clicking on the editicon to the right
of the assignment name. The excluding small matches feature can also be adjusted within each Originality Report. With
this feature, instructors have greater control over sifting out smaller matches, allowing them to focus on larger, more
problematic and suspect matches within Originality Reports.

Allowing Access to Originality Reports

Choose whether you would like your students to view the Originality Reports for their submissions to this
assignment. This option gives instructors more flexibility and control when creating assignments.

Allow students to see Originality Reports? @
@ Yes
MNo

Repository Options

If the repository options are enabled for an instructor by the administrator, two or four options will appear within the
Submit papers fo dropdown list. Select from the dropdown list where you would like papers to be submitted

to. The settings provide you with the ability to select whether papers are stored in a Turnitin standard paper repository,
your institution's paper repository, the student's choice of paper repository, or no repository at all.

The benefit of submitting papers to the standard paper repository is that student papers submitted to the assignment are
checked against other institutions' student submissions. However, by selecting to submit papers to the institution's paper
repository, this means that the assignment will only be checked against other students' submissions within the

institution. If you select no repository, your students' papers will not be stored in the Turnitin standard paper repository or
the institution's paper repository, therefore meaning that the papers will not be checked for collusion between students of
the same or different institutions.

Submit papers to: @

+ standard paper repository

no repository




or

Submit papers to: @

¥ standard paper repository
Institution paper repository
student's choice of repository

no repository
= OTUTET T e e rt:pu:suur:f

The search options setting allows you to select which Turnitin repositories students' submissions will be checked against
when processing Originality Reports for papers. This allows an instructor to disregard a source type if the comparison
against this type of source is not needed. The similarity index percentage may decrease if a repository option is de-
selected.

The available search targets are listed under Search options. The targets with a check mark are those that will be
searched. To remove a search target repository, click on the check box to remove the check mark. Clicking on an empty
selection box next to the repository will re-add the repository as a search target. This selection will not alter any currently
generated Originality Reports or Overall Similarity Index scores.

The currently available search targets are:

Student paper repository - works previously submitted in classes and assignments on Turnitin
Institution paper repository - a repository of student papers for the institution

Current and archived internet - a repository of archived and live publicly available internet pages containing
billions of pages of existing content and tens of thousands of new pages added daily

Periodicals, journals, & publications - third party periodical, journal, and publication content including many major
professional journals, periodicals, and business publications




Search options: @
[EI Student paper repository

Institution paper repository
@ Current and archived intemet

@ Periodicals, journals, & publications

GradeMark Settings

Attach a rubric to the assignment

If you would like to use a rubric to grade the papers submitted to the assignment, you may use the rubric list drop down
menu to select a previously created or imported rubric, or you can launch the rubric manager by clicking on the Launch
Rubric Managerlink and create a new rubric to attach to the assignment.

GradeMark

Attach a rubric/form to this assignment @

Nnta: etudante will ha ahla to view the attached rubric/form and its content prior to submitting.
No rubric/form
| Launch Rubric/Form Manager
Demo Rubric I

FINdafubACINArSTight for your assignment in Turnitin Teaching Tools

Enable e-rater® grammar check?

This feature of assignment creation provides instructors with the option to enable the e-rafer grammar and spelling
check for all submissions to the assignment. When enabled student submissions receive detailed grammar feedback in
GradeMark automatically through the e-rafertechnology. Select yes to enable the e-rater engine for the assignment. If
this assignment option is not available then the e-rater grammar check is disabled for the account. Contact your Turnitin
account administrator to enable the e-rafer grammar check for the account.

Enable e-rater® grammar check?
O yes
®no
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Note: e-rafer grammar and spelling check comments are not automatically shown to the student. These
comments are released, with all other comments, on the assignment post-date. Students will also not see e-rafer
comments if the assignment has not been opened by the instructor and if no comments have been left on the
paper. This is to ensure that all comments e-rafer has generated have been approved by the instructor.

Optional: Select the ETS handbook level from the drop down menu. The ETS handbooks provide students with in
depth information about the grammar errors the e-ratertechnology finds in their paper.

Select ETS handbook

High School =|

Select the dictionary used for the spelling check

Select English Dictionary

@ US English Dictionary

(O UK English Dictionary

(O Both US and UK English Dictionaries

The Categories enabled by default option allows instructors to choose which categories of feedback are enabled when
viewing assignment submissions in GradeMark. The default is to show the feedback for every category.

Categories enabled by default

Default options upon entering into the Document Viewer (can be changed later)

@ Spelling
M Grammar
@ Usage

# Mechanics

& style

Changing Advanced Assignment Option Defaults

If any changes have been made to the advanced assignment options, an additional option will be available at the bottom
of the options panel. The instructor is asked Would you like to save these options as your defaults for future




assignments? Select yes to have all future assignment creations use the advanced assignment options that have been
selected as the default setting. Select no to continue with the previous default advanced assignment option settings.

The default settings can be changed at any time when creating a new assignment or updating an existing assignment.

Would you like to save these options as your defaults for future assignments?
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Submitting Papers

Instructors joined to a Turnitin account can submit papers using the four available methods. Instructor uploads may be
submitted by:

Single file upload - A single file submission selected by the instructor.

Cut and paste - Submission of text copied and pasted into a Turnitin submission box. May be used to submit from a
file format that is not accepted. No images or non-text information can be copied and pasted - only plain text can be
accepted.

Multiple file upload - Multiple files selected one by one. Similar to adding multiple attachments to an e-mail

Zip file upload - Submit a standard zip file containing multiple papers. May contain up to 200MB or 1,000 files. Zip
file uploads of significant size may require additional time to complete

File Types and Size

Turnitin currently accepts the following file types for upload into an assignment that has the Allow only file types that
Turnitin can check for originality enabled:

Microsoft Word® (DOC and DOCX)
Corel WordPerfect®

HTML

Adobe PostScript®

Plain text (TXT)

Rich Text Format (RTF)

Portable Document Format (PDF)
OpenOffice (ODT)

Hangul (HWP)

Powerpoint (PPT)
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When "Accept any file type" is enabled for an assignment, Turnitin will accept any file type submission as long as file
requirements are met.

The file size may not exceed 40 MB. Files of a larger size may be reduced in size by removal of non-text content. Files
that are password protected, encrypted, hidden, system files, or read only files cannot be uploaded or submitted to
Turnitin.

Note: Text only files may not exceed 2 MB.

Note: If your class is set up to only accept files in which Turnitin can generate a originality report PDF documents
must contain text to be submitted. PDF files containing only images of text will be rejected during the upload
attempt. To determine if a document contains actual text, copy and paste a section or all of the text into a plain-
text editor such as Microsoft Notepad or Apple TextEdit. If no text is copied over, the selection is not actual text.

Note: Users whose text files are saved in a file type that is not accepted by Turnitin when the assignment is set to
Allow only file types that Turnitin can check for originality will need to use a word processing program to save the
file as one of the accepted types. Rich Text Format and Plain Text file types are nearly universally available in
word processing software. Neither file type will support images or non-text data within the file. Plain text format
does not support any formatting, and rich text format supports only limited formatting options.

Warning: Users who are converting to a new file format will need to save their file with a name different than the
original. Any file should be saved with a new file name when converting to plain text or rich text formats to
prevent permanent loss of the original formatting or image content of a file.

Single File Upload

1. On the class homepage, click on the More actions link next to the Paper assignment that you would like to
submit to and select Submit paper




More actions

Edit settings

Delete assignment

2. If needed, select Single File Upload from the Submit drop down menu. File upload is the default submission
type for new users

Submit: Single File Upload -

3a. Select an enrolled student name using the author pull down menu on the submission page. Papers
submitted by an instructor on behalf of a student will appear in the student portfolio just as if the student
made the submission

Author

¥ Non-enrolled student '
[ Jenn Bloggs (jennbloggs@schoolname.edu) g
Joe Bloggs (joebloggs@schoolname.edu)
Jane Doe (janedoe@schoolname.edu)
John Doe (johndoe@schoolname.edu)

3b. You must enter the first and last name when the non-enrolled student is selected from the author
dropdown menu




First name

Last name

Warning: Papers you submit for non-enrolled students cannot be graded or marked for paperless return to
students

3c. Enter the title for the paper

Submission title

5. Once the requirements for single file upload have been reviewed, you have a choice to upload a file from:

A computer
Dropbox
or Google Drive

Click one of the submission buttons and then locate the file you would like to upload

Choose the file you want to upload to Turni

Choose from this computer

£3 Choose from Dropbox

& Choose from Google Drive
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6. Click Upload to upload this file.

Cance|

7. The upload will begin processing on the submission preview page and will indicate the upload progress of
the selected file. Once the file is processed the first page of the file will be displayed

Submit: Single File Upload STEF ¢

Processing: Sample_Assignment

This should take less than 2 minutes. Pleass wait... you wil
e asked 10 confem to complate the pracess

Cances

8. Once the paper has been uploaded, the first page of the paper being submitted is displayed. Review the text to
confirm the correct file was selected. Use the arrows above the document preview to check any further pages in
the document




Submit: Single File Upload STEP 8@

Please confirm that this is the file you would like to submit...

Author
Jonn Bloggs

Assignment title:
Sarnpie Assignimert

Submission title:
Sample Assignment
Sampia_Assigrimant

Fila size:
217,058

Pags sount
7

Ward count:
3458

Character count:
16733

=3 o

9. To complete the file upload, click on the Confirm button at the bottom of the page. If the wrong file was
loaded, click on Cancel/and re-submit with the correct file

10. Once the submission is complete, the digital receipt is displayed. The submission ID on the digital receipt is a
unigue number assigned to this submission. A copy of the digital receipt is available for download within

the document viewer print option.




Submit: Single File Upload STEP 0@ @

Congratulations - your submission is complete! This is your digital receipt. You can print a
copy of this recelpt from within the Docurnent Viewer.

Paga 1

Author:
<Jenn Bloggs

Assignment title:
Sample Assignment

Submission tite:
Sampie Assignment

File name:
Sample_Assionment

File size:
21T.05K

Page count:
Word goun:
458

Character sount:
16733

Submission date:
20-Apr-2015 814 AM POT

Submission 10:
200457208

11. Click Go fo assignment inbox to view the list of current student submissions, or click Submit another file to
continue submitting as a student

Go to assignment inbox Submit another file

Multiple File Upload

The multiple file upload submission option allows you to upload multiple files simultaneously.

1. On the class homepage, click on the More actions link next to the Paper assignment that you would like to
submit to and select Submit paper




More actions

Edit settings

Delete assignment

2. Select Multiple File Upload from the Submit: drop down menu. Single file upload is the default submission type.

Submit Paper: Multiple File Upload -~

3. Click on Choose File and locate the file from your computer to attach to the File Submission Preview list

File Submission Preview

Submit File Acce|
Choose file | Mo file chosen

Each file must be less than 40 MB

If your file contains images, you may remove the images or save the file as a rich text or plain text file to
make the file smaller. If your file is a PDF and exceeds the 40 MB restriction: (1) copy the text in the
document, (2) change the upload process to 'copy and paste', and (3) paste the text in the body field.

The maximum paper length for each file is 400 pages

All file types are allowed and can receive marks in GradeMark and PeerMark; however, only Microsoft Word,
PowerPoint, WordPerfect, PostScript, PDF, HTML, RTF, OpenOffice (ODT), Hangul (HWP), Google Docs, and
plain text files with at least 20 words of text will be eligible to receive Originality Reports




4a. Once your first file has been successfully uploaded, the file will appear within the File
Submission Preview list. Select an enrolled student name using the dropdown menu on the submission
page. Papers submitted by an instructor on behalf of a student will appear in the student portfolio

[?  Student La

Joe Bloggs (joebloggs@schoolname.edu) H Bl

4b. Once your first file has been successfully uploaded, the file will appear within the File

Submission Preview list. To submit on behalf of a non-enrolled student, ensure that "non-enrolled student"
is selected from the Student dropdown list, and enter their last and first name in the respective text boxes.
Papers submitted by an instructor on behalf of a student will appear in the student portfolio

Last name First name

5. Enter the title for the paper. If no paper title is entered, the title defaults to the file name for the submitted file

Title

6. Repeat steps 3 - 6 for each paper being submitted as part of the upload

7a. When all the desired files are attached, review the student names and assignment titles
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File Submission Preview (editing fields is not required)
Submit  File Accepted? Student Last Name First Name Title
@  SampleAssignment.docx yes Joe Bloggs (oebloggs@schoolname.edu)  § Bloggs

@  TestAssignment.doex ves John Doe (chndoe@schoolname. edu) B Doe

7b. Files can be excluded from the upload by removing the check from the check box to the left of the file
name under the Submit column.

File Submr

Submit File
[EI Sam
0 Test

8a. Click Upload Allto upload the files

8b. You can remove all uploaded files from the File Submission Preview list by clicking on the Delete all
link located below the list to the right. A dialog box will ask you to confirm the deletion. This will clear the
list and allow you to restart the upload process.




S EprIs F o mLswsnpge Ena A

it Assignment

Delete all

9. On the accepted files page, please review the files to be uploaded

Submit Paper: Multiple File Upload STEP @@
Flease Conminm INat thase are thi Bles You want Lo submit.
Accepted file(s)
Acoepted file(s) Author Emailiser profile Thia

Samplhsignetdos o — st acinae s F A —

Testhasgnment docc Jane Coe Inecoetischookame. edu Test Amsgnment

Al chenges are inl, Upan selecting “submit', the paper wil be submittad and changes can anty be Madk ba your document in e
BEEGNTIENT INDOX,

[« JE

10. Click Submit to submit all uploaded files to Turnitin, or click Go back to make changes to the multiple file

upload

Submit Go back

Cut and Paste Submissions

The cut and paste submission option allows users to submit information from non-supported word processors or file
types, or to only submit specific parts or areas of a document that may need an Originality Report generated.




Please note that only text can be submitted via the cut and paste method - any graphics, graphs, images, and formatting
are lost when pasting into the text submission box.

1. On the class homepage, click on the More actions link next to the Paper assignment that you would like to
submit to and select Submit paper

More actions +

Edit settings

Delete assignment

2. Select Cut and paste from the Submit Paper: pull down menu. Single file upload is the default submission type

Submit Paper: Cut & Paste -~

3a. Select an enrolled student name using the author pull down menu on the submission page. Papers
submitted by an instructor on behalf of a student will appear in the student portfolio just as if the student
made the submission

Author

¥ Non-enrolled student '

Jenn Bloggs (jennbloggs@schoolname.edu) 4

Joe Bloggs (joebloggs@schoolname.edu)
Jane Doe (janedoe@schoolname.edu)
John Doe (johndoe@schoolname.edu)
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3b. You must enter the first and last name when the non-enrolled student is selected from the author
dropdown menu

First name

Last name

Warning: Papers you submit for non-enrolled students cannot be graded or marked for paperless return to
students

4. Enter the title for the paper.

Submission title

5. Copy and paste the selected text into the text box

Cut and paste your paper
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Tip: To copy and paste text, highlight the text to submit in a word processing or text editing program and select
copy from the edit menu. To transfer the text into the text box on Turnitin, click inside the text box of the
submission page and select pastfe from the browser edit menu

6. Click on Upload to submit the text.

7. Once the submission is complete, the digital receipt is displayed. The submission ID on the digital receipt is a
unique number assigned to this submission. A copy of the digital receipt is available for download within

the document viewer print option.

Submit Paper: Cut & Paste STEP @ @

Your submission is stil being processed. This digital receipt is a record of your submission. When your submission is fully
processed, it will only contain the text that you submitted. You can later downioad a digital receipt for a submission from within
the Document Viewer. Students can also access digital receipts for their submissions from their Student Class Home page.

Submission itle:
Sample Assignment

Submission ID:
200497370

Author:
John Doe

Go to assignment inbox Submit another file

8. Click Go fo assignment inbox to view the list of current student submissions, or click Submit another file to

continue submitting as a student

Go to assignment inbox Submit another file
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Zip File Uploads

Instructors are able to upload a zip file of papers to a Turnitin assignment. The zip file may be any size up to
approximately 200MB and contain up to 1000 individual files. If the zip file exceeds either limit it will be rejected.

In uploading zip files, you are advised to ensure that no unacceptable file types are contained within the zip file and to
be careful of duplicate copies of the same file within the zip file. Turnitin will attempt to detect duplicate or invalid files
and warn you of any duplicate or unacceptable files.

1. On the class homepage, click on the More actions link next to the Paper assignment that you would like to
submit to and select Submit paper

More actions

Edit settings

Delete assignment

2. Select Zip file upload from the choose a paper submission method: pull down menu. Single file upload is the
default submission type for new users.

Submit Paper: Zip File Upload -~

3. Click on Choose File and select the zip file that will be uploaded




Browse for the file to upload

Choose file | No file chosen

Zip files can contain a max of 1000 papers

Please check the contents of your zip file. Check the number of documents in the zip file, if it contains
more than 1000 papers, the system will take a minimum of an hour to detect the error and the zip file will
not be uploaded.

The zip file must be less than 200 MB

Individual files must be less than 40 MB each

If your file contains images, you may remove the images or save the file as a rich text or plain text file to
make the file smaller. If your file is a PDF and exceeds the 40 MB restriction: (1) copy the text in the
document, (2) change the upload process to 'copy and paste', and (3) paste the text in the body field.

The maximum paper length for individual files is 400 pages each

All file types are allowed and can receive marks in GradeMark and PeerMark; however, only Microsoft Word,
PowerPoint, WordPerfect, PostScript, PDF, HTML, RTF, OpenOffice (ODT), Hangul (HWP), Google Docs, and
plain text files with at least 20 words of text will be eligible to receive Originality Reports

4. Click Upload to load the zip file and view the list of papers. A status bar indicating upload progress should
be shown. Once uploaded the paper will be redirected to the File Submission Preview page




5a. Once your zip file has been successfully uploaded, the individual files within the zip file will appear in
the File Submission Preview list. Select an enrolled student name using the dropdown menu on

the submission page. Papers submitted by an instructor on behalf of a student will appear in the student
portfolio

[?  Student La

Joe Bloggs (jeebloggs@schoolname.edu) E Bl

5b. Once your first file has been successfully uploaded, the file will appear within the File

Submission Preview list. To submit on behalf of a non-enrolled student, ensure that "non-enrolled student"
is selected from the Student dropdown list, and enter their last and first name in the respective text boxes.
Papers submitted by an instructor on behalf of a student will appear in the student portfolio

Last name First name

6. Enter the title for the paper. If no paper title is entered, the title defaults to the file name for the submitted file

Title

7a. When all the desired files are attached, review the student names and assignment titles
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File Submission Preview
Submit  File Accepted? Student Last Name First Name Title

@  SampleAssignment.docx yes Joe Bloggs (oebloggs@schoolname.edu)  § Bloggs

@  TestAssignment.doex ves John Doe (chndoe@schoolname. edu) B Doe

7b. Files can be excluded from the submission by removing the check from the check box to the left of the
file name under the Submit column.

File Submr

Submit File
Eﬂ Sam

O Test

6. Once the files to submit from the zip file have been selected and (if needed) assigned name and title
information, you must click on Submitto continue the upload of papers into the assignment. |

Heturn to upload page

7. A confirmation screen will be shown listing all file names, author names, Email user profiles, and
submission titles. Any fields containing Anonymous or Not Entered are not required, but may be set by using the
Go back button to return to the previous screen

Click Submitto finalise the zip file upload into the assignment. Otherwise, click Go back to make any necessary
amendments. A progress bar will display the remaining time for the upload




Training Video: Submitting a Paper or File

Media, iframe, embed and object tags are not supported inside of a PDF.
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The Assignment Inbox

Accessing the Assignment Inbox

Each assignment in a class has an assignment inbox. The assignment inbox contains any submissions that have been
made by students or the instructor to the assignment.

1. To access the assignment inbox, click the A/l Classes tab, which will direct you to the Instructor homepage.

turnitingJ)
Dashboard AII Classes Join Account Join Account (TA)

2. From the Instructor homepage, click on the class name of the assignments you wish to access. You will be
directed to the class homepage

Sample Account

Class ID Class name

4410382 Sample Class

3. From the Class homepage, click on the View link under the Actions column next to the assignment that you
wish to access
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View Me

Elements of the Assignment Inbox

The assignment inbox is a sorted list of columns containing information regarding submissions in an assignment. The
assignment inbox can be organized by any of the criteria listed - for example, clicking on the column heading name of
author will sort the contents of the assignment box by author last name from A to Z. Clicking the column heading again
will sort it again by the reverse of the criteria, from Z to A.

The column headings in the assignment inbox are:

Author - A column containing the names of any enrolled students and the names given for any non-enrolled
instructor uploaded papers in the assignment. Clicking on the name of the author opens the class portfolio page for
any enrolled students. Enrolled student names are underlined and lettered in blue

Title - The title given for any paper submitted. If there is no submission for a user, this field will list "no
submission". Clicking on the title of a paper will open a text version of the paper with submission information, but no
Originality Report data, to allow an instructor to view the student paper

Similarity - The Similarity column contains the Similarity Report icon. The icon contains a percentage indicating the
overall similarity of the paper to information in the Turnitin repositories: 100% being ‘fully similar’, 0% indicating ‘no
similarity’. The icon is rectangular and contains the percentage number and the corresponding color. If only a
grayed out icon is available, the report is not ready. A dash in the report column indicates no submission or that no
Similarity Report is generated based on assignment settings. For more information, see the Viewing

Similarity Reports section of this guide

Grade - The grade column indicates GradeMark image availability. A blue pencil icon indicates that a paper is ready
to be graded, but has not yet been graded. A grey pencil icon that no submission was made or that GradeMark
digital assessment is not available for the class or account. Once a paper is graded, the point value given to the
paper will replace the pencil icon in the grade column
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Response - The response column provides instructors with insight on which students have viewed their graded
papers. A grey icon of a person with a check mark notifies the instructor that their student has viewed their graded
paper in GradeMark for over 30 seconds. If the student does not view GradeMark for more than 30 seconds, the
response column will not update. By hovering over this icon, you will be advised of the date and time that your
student viewed GradeMark

File - A page icon will appear in the file column if a submission has been uploaded to Turnitin. If there was no
submission made, a dash will appear. Click on the page icon to download a copy of the submission as originally
uploaded by the student to the assignment

Paper ID - The unique numeric ID number assigned to every submission made to Turnitin. This column contains a
dash if no submission was made. The paper ID is also provided to students or instructors when submitting by file
upload or copy and paste as part of the digital receipt

Date - The date of a submission. Any dates shown in red indicate a late submission made after the due date and
time of an assignment. The format is day-month-year. If no submission was made after the due date/time for a
student, this column shows (/ate) in red. If the due date has not passed, students in the class with no submissions
have a dash in this column.

The assignment inbox also contains a number of items in the assignment inbox panel at the top of the assignment
inbox. The items are:

All papers
Marked papers
Viewed papers
New papers

These allow an instructor to select which folder of an assignment inbox to view. By default, all papers are in the new
papers folder. Papers can be moved between folders in the assignment inbox by using the move fo function. Papers
only can be placed in a single folder. Selecting a folder will display only that folder unless all papers is selected,
which shows every submission in an assignment




Sample Assignment
INBOX | NOW VIEWING: NEW PAPERS ¥

New papers
Submit File Viewed papers
0 AUTHOR Marked papers
O John Doe All papers

Submit button - Allows an instructor to begin submitting a paper or papers to this assignment

INDUA | INUVVY VICVVIING. NCVY T

Submit File

OJ AUTHOR Tr

Organizing the Assignment Inbox

Turnitin offers the instructor user many methods to organize papers in the assignment inbox to assist with handling large
classes or simply to quickly sort the submissions and Originality Reports in an inbox.

The following are the ways an instructor is able to organize the assignment inbox:

Sorting by column header - Click any of the following column names to sort the inbox by that column: author, title,
similarity, grade, paper ID and date. Click a second time to re-sort in the opposite direction

J AUTHOR &

Jenn Bloggs
Joe Bloggs
Jane Doe

John Doe
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Delete - By ticking the checkbox for a particular paper, the delete option will appear above. This will allow you to
delete the paper

‘ Delete H Download - H Move To... |

PAPER ID DATE

Download - By ticking the checkbox for a particular paper, the download option will appear above. Select from
the Download dropdown list whether you would like to download the original paper or the GradeMark paper

| Delete | Download « | | Move To... |
PAPER ID Original File
GradeMark Paper
20487370 ET-mpTEuTY

In selecting Original File, a dialog box will appear advising you that the file will be compressed and downloaded
to your computer. Click OK'to accept, or Cancelto abort the procedure

In selecting GradeMark paper, a dialog box will appear advising you that this action will compress the selected
files into a zip file. You will be notified in your Turnitin Messages tab when the zip file is available for
download. Click OKto accept, or Cancelto abort the procedure. This process is confirmed through a yellow
notification at the top of the page. Select the Messages link to If view and download the zip file

About this page
This is your assignment inbox. To view a paper, click the paper's title. To view an Originality Report, click the paper's Originality Report icon in the similarity column. A
has not yet been generated.

Your files are being compressed. When compression is complete a zip file will be available for download in your Turnitin Messages tab.

Move to - By ticking the checkbox for a particular paper, the move to... option will appear above. This button will
allow you to move papers to the viewed or marked folders. You will be directed to the move paper(s) page, where
you can select the destination folder and destination assignment from their respective dropdown lists.

Click submitto confirm this move

Delete H Download - H Move To... ‘

PAPER ID DATE




destination folder

| new papers )

destination assignment

| this assignment & |

submit

Viewing and Exporting a GradeMark Report

GradeMark Report provides information on how many times each QuickMark was used on and each rubric criterion
rating given for each graded paper in an assignment. This allows instructors to more quickly identify learning patterns
among their students and determine which rubric criteria or writing skills their students show strengths or weaknesses in.

Within the GradeMark report there are two main viewing options: the rubrics tab or the QuickMarks tab. If e-rater
grammar check is turned on for an assignment a third tab