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Using Turnitin for Assignment Submissions and Plagiarism 

Checks  
 

Turnitin is an Internet-based electronic text matching system 

that compares text in student assignments, documents and 

research work against a database of sources. The database 

contains copies of the electronic text on the Internet, in 

published works, on commercial databases and in 

assignments previously submitted to Turnitin by students, 

faculty and researchers in universities all over the world. 
 

The IIHS Library provides Turnitin accounts for faculty to 

facilitate plagiarism checks.  
 

There are three categories of users: Administrator, Instructor 

and Student. 
 

Guide 1. Administrator Guide 

Create an Instructor Account  

 

Step 1. Go to https://www.turnitin.com/ and enter the email 

ID and password to log in.  
 

 
 

Step 2. Login as administrator to create accounts for users at 

IIHS.  
 

 

https://www.turnitin.com/
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Step 3. To add an instructor, select the ‘Instructors’ tab and 

click on ‘Add Instructor’.  
 

 
 

Step 4. Enter the instructor’s name and email address, and 

click on ‘Submit’. An email is sent to the faculty and they can 

create their profile.  
 

 
 

Guide 2. Instructor Guide 

Create a Class 

The creation of a class 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. 
 

New classes should be created each semester or school year 

when a new group of students is in a course. 
 

Step 1. Click the ‘Add Class’ button on your instructor 

homepage. 
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Step 2. On the next screen, enter the following information: 

Class name, Enrollment key, Subject area(s), Student level(s) and 

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. Click on ’Submit’ to add the class. 

 
Step 3. Class information will be displayed in a pop-up window 

containing the ID and enrollment password for confirmation. 

Click on ‘Continue’. 
 

 
 

Create an Assignment 

Step 1.  This is your class homepage. Click the ‘Add 

Assignment’ button to add an assignment to your class 

homepage.  

 

Step 2. Instructors may create different assignment types 

based on the Turnitin products that have been purchased. The 

assignment types available to IIHS faculty is as follows: Paper 

Assignment, Revision Assignment, Reflection Assignment and 

Peermark Assignment. Select the assignment type and click on 

‘Next Step’. 
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Step 3. Type the assignment title and set the start, due and post 

dates. Click on ‘Optional Settings’ to customise account 

parameter settings. 

 
 

Step 4. Set the parameters as per your requirements and click 

on the ‘Submit’ button. Note:  If you select the standard 

repository from the ‘Submit papers to:’ dropdown menu, then 

it will save the submission in the Turnitin database and any 

repeat submissions will match the previous submission and 

show a high percentage of similarity.  

 

Guide 3. Student Guide 

Enrol in a class 

Step 1. Log into Turnitin with a student user profile. Select the 

‘Enroll in a class’ tab on the student homepage. 

 
Step 2. Enter the class ID and enrollment key for the new class. 

Select ‘Submit’ to enroll in the class and add it to the student 

user homepage. 
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Submit an assignment 

Before getting started on submitting to an assignment, keep 

in mind the following file and submission requirements.  

If an assignment is set to allow any file type, Turnitin will accept 

any file that 

 is less than 100MB; 

 has a minimum of 20 words; and 

 is less than 800 pages. 

If the assignment is set to allow only file types that Turnitin can 

check for similarity, Turnitin will only accept files that can 

generate Similarity Reports. This includes: 

 Microsoft Word® (.doc/.docx ) 

 OpenOffice Text (.odt) 

 WordPerfect® (.wpd) 

 PostScript (.ps) 

 HTML 

 Hangul Word Processor file (.hwp) 

 Rich text format (.rtf) 

 Plain text (.txt) 

 Google Docs via Google Drive 

 Adobe PDF 

 Microsoft PowerPoint® (.pptx, .ppt, .ppsx, and .pps) 

 Microsoft Excel® (.xls and .xlsx) 

Turnitin will not accept the following to generate Similarity 

Reports: 

 Password protected files 

 Microsoft® Works (.wps) files 

 Microsoft Word 2007 macros-enabled .docm files 

 OpenOffice Text (.odt) files created and downloaded 

from Google Docs online 

 Document (.doc) files created using OpenOffice, as they 

are not 100% Microsoft Word equivalent 

 Apple Pages 

 Spreadsheets created outside of Microsoft Excel  

 Text with visual effects 

 

Assignments in Turnitin cannot accept student submissions 

until the assignment start date and time have passed. 

Assignments may also reject submissions after the due date 

and time set by the instructor.  

To check the start date and due date information, either click 

on the name of the assignment on the class homepage or view 

the start and due dates located under the assignment name. 
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This action opens a pop-up window showing start and due 

dates/times as well as other assignment information or special 

instructions. 
 

Step 1. The student user homepage shows the classes you are 

enrolled in. Click on a class name to open the class homepage.  

 
Step 2. To submit to an assignment, click on the ‘Submit’ 

button to the right of the assignment name. To view the paper 

you have submitted, click the ‘View’ button. Once the 

assignment's post date has passed, you will also be able to view 

the feedback left on your paper by clicking the ‘View’ button. 

 
 

Step 3. Enter a title for the submission. 

 
 

Step 4. Click the ‘What can I submit?’ link to review the types 

of files and file sizes Turnitin can accept. The file can be 

uploaded from the computer you are using, Dropbox 

or Google Drive. 
 

 
 

 

 

Step 4. Once you have selected the file to be uploaded. Click 

the ‘Upload’ button on the file submission page. 
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Step 5. Click on the 'Confirm’ button to complete the 

submission. 
 

 
 

Step 6. Click on ‘Return to assignment list’ or submit another 

file if you are submitting multiple files at a time.  
 

 
 

Guide 4. How to run a plagiarism check 
 

Step 1. Once a submission has been uploaded, it takes a 

few minutes to complete processing, depending on file size, 

number of images and graphs, etc. Once processed, a 

similarity percentage will be visible for the submission as 

follows: 

Blue : No matching words. 

Green: 1% - 24% similarity index. 

Yellow: 25% - 49% similarity index. 

Orange: 50% - 74% similarity index. 

Red: 75% - 100% similarity index. 
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Step 2. To view the report click on the ‘View’ button. 

 
 

Step 3.  Click on the Match Overview option from the 

vertical menu to view matching sources. 
 

Note: The Instructor can access the student's submissions and 

similarity reports. Only the Instructor can remove individual 

sources from the matching sources. Students can not access 

this option. 
 

 

 
 

Step 4. Click on the filters and settings option from the 

vertical menu to exclude quotes and bibliography, and small 

matches by number of words and percentage of matches. 

 

 
 

Step 5. Click on the download option from the vertical menu, 

click on current View to download the report in PDF format. 
 

 
 

Step 9. To view the report in Text-only HTML format, click on 

the Text-only Report option. 



 

 Turnitin User Guide  

 

 
 

Step 10. The text-only report opens in a new window, click on 

the ‘download’ link to save it as an HTML file. 
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