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3 Easy Steps to Turnitin for Instructors

STEP 1

Creating a Class

The class is used to organise students and student submissions into groups. Usually, a class
is created for each individual unit.

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.

TO CREATE A CLASS

Login to your Turnitin account — www.turnitin.com
Click the "Add Class" button on your instructor homepage.
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About this page
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On the next screen enter the following information:

e the name for the class

e the class enrolment password
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.

. TIP: Set reasonable end dates eg. end of each semester. Closing off classes that are
no longer required will maximize use for everyone. Our Turnitin license depends on the
number of active classes and students.
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About this page

To create a class, enter a class name and a class enrollment passward. Click submit to add the class to your homepage. Far a master class, you will also
need to enter a TA join passward.
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Click "submit" to add the class. Class information will be displayed in a pop-up window
containing the ID and enrolment password for confirmation.
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Class created
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Congratulations! You have just created the new class: Sample Class
If you would like students to enroll themselves in this class, they will need both the
enrallment password you have chosen and the unigue class ID generated by Turnitin:

=15, click the class's name.
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Class ID 6625406

Enroliment password 2013sample

Class 1D Class name  note: Should you ever forget the class ID, it is the number ta the left of the class name

2749390 on your class list. You can view or change your enrollment password by editing the
class.

BE25405 Sample C

Click the class name to enter the class and get started creating assignments.
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Watch a short video on How to Create a Class

NOTIFY STUDENTS OF CLASS ID AND PASSWORD

After creating the class, notify students of the Class ID and password information. This will
allow them to enrol into the class you've created, however they will not be able to submit an
assignment until you create an assignment dropbox within the class.

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. Students and instructors will no longer be able to
submit papers or create assignments, however instructors will still be able to view student
submissions.

When a class expires it no longer appears on the active classes list. To view expired classes
only, click on the "expired classes" tab on the Turnitin instructor homepage. The ‘all classes’
tab will list both active and expired classes.
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This is your instructor homepage. To create a class, click the "Add Class" button. To display a class's assignments and papers, click the class's name.
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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" to save the new end date and reactivate the class.
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STEP 2

Adding an Assignment

Now that you've created a class and informed the students of the Class ID and password,
next you need to create an Assignment. In order for Students to submit an assignment to
Turnitin, Instructors must first create an assignment dropbox within the class.

To create an assignment:

e Click on the class name.

turnitinJ)

Join Account Jaoin Account (TA)
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This is your instructor homepage. To create a class, click the "Add Class” button. To display a class's assignments and papers, click the class's name.
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¢ Click on the “Add Assignment” link to the upper right hand corner of the screen.



About this page

This iz your class homepage. Click the new assignment button to add an assignment to your class homepage. Click an assignment's "view" button to view the
assignment inbox and any submissions that have been made to the assignment. You can submit papers by clicking on the "Submit paper” option in the

assignment's "More actions" menu.

Sample Class
CLASS HOMEPAGE
START DUE

POST STATUS

Before you or your students can submit a paper, you first need to create an assignment.

‘ == Add Assignment

ACTIONS

e Select “Paper Assignment” using the radio buttons, then “Next Step”

e Create a name for the assignment.

e Set the assignment Start, Due, and Post dates and times.

NOTE: Post dates is a feature of Turnitin we don’t use but is a mandatory field. It
must be set to at least one day after the Due Date.

e Click on the (+) link for "Optional Settings" and set the preferences for your

assignment.

About this page

To create an assignment, enter an assignment title and choose the start and due dates for the assignment. If you like, you can enter an additional assignment
description. By default, papers submitted to this assignment will be checked against all of our databases. If you would like to create a custom search or view

other advanced assignment options, click the "rmore options" button.
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- Close options Optional Settings
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Special instructions: Add
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the assignment submission
here.
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Alow submisslons atter the dus date? @ "_ L )
submissions. These will be

{:}' {CH marked in red text in the
@ date column of the inbox.
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Originality Report: Select

Originality Report ,‘_ YES to generate an

originality report.

Genarats Criginallty 1 H ) ) e
sensrats Criginallty Reports for submlsslons? @ Immediately (first report s final):

'E} B Students cannot resubmit papers.
{:} m Originality report is generated
immediately.
Immediately (can overwrite reports
Generate Criginallty Reports for studsnt submlssions & until due date): Students may
[ ettt b can cue et rpore ol daky -‘ resubmit as oftenjasitheywish until

the assignment due date. Only the
latest submission will be available to
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{:} fog Select NO to include resubmissions are allowed after the
@ *— bibliographic material due date. The last report generated
hE in the originality report. is the final report.
On Due Date: Originality reports will
Excluds quotsd matertals rom Simllarity ndss for all papers In s assignment? @ not be generated for any
{:} submission unit the due date.
L Select NO to include Students may resubmit as many
{E} He " quoted materials in the times as needed without receiving
originality report. reports. Resubmissions may not be

made after the due date.
Ezcluds small matehss? @

{:} L Select NO to include
.E} s * small matches in the

originality report.

Alow shudents to ses Criginallty Reports? @

{E} U ‘ Select YES to allow
(:} Na students to see their
originality report.

subm it papers to: @ Select whether to

[va repes ety | .‘_ add papers to the
repository or not
search optons: @ "_

Select specific repository

:‘uthltpqm Te s Moy source search options. The
checked options will be
Iz tittion pape e ey targeted in the search.

careatancl archied e net

Perkelicak, Jonrak, & pablicatons

Check this box to save the
current settings for future
assignments. Settings can still
be altered for each new
assignment.

Elyon [k B rae these options anonrcetanle for e aszkjament? 4

@ *— Click Submit to save and exit

e Scroll to the bottom and click the Submit button to finish.




STEP 3

Originality Reports
INTERPRETING RESULTS

The Originality Reports provide a summary of the matching text found in a submitted paper.
The percentage indicates the overall similarity index of the paper, based on how much
matching text was found (as a percentage of the total text in the submission). A breakdown
of the indexes with the colour code is listed below:

0% (a valid result)--Blue icon
1-24%--Green icon
25-49%--Yellow icon
50-74%--Orange icon
75-100%--Red icon

Once you see the percentage icon, it means that the report has generated. If you click on the
icon, the report will load for you.

Turnitin does not determine whether a paper has or has not been plagiarised. Originality
Reports are simply tools to help instructors locate potential sources of plagiarism, or text

which may have been incorrectly cited. Therefore, only instructors can deem what is a
"good" or "bad" score, as interpretation of the data can only be made by the instructor.

HOW DO | VIEW MY STUDENT'’S ORIGINALITY REPORT?

Once students have submitted their papers to your class, Originality Reports will be
generated for the submissions and you will be able to locate them within your Assignment
inbox.

To view the Originality Reports for your students' submissions, please do the following:

e Log into your Turnitin account
e Click on the class name

turniting/)

Join Account Jain Account (TA)
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About this page

This 15 your instructor homepage. To create a class, click the "Add Class® button. To display a class's assignments and papers, click the class's name.
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Click on "view" for the assignment in question

Instructor ¥ | Eng g < Ip | Logout

Assignments Students Grade Book Libraries Calendar Discussion Preferences

FOW YIEWING: HOME = SAMPLE CLASS

About this page

This is your class homepage. Click the new assignment button to add an assignment to your class homepage. Click an assignment's "view" buttan to view the
assignment inbox and any subrmissions that have been made to the assignment. You can submit papers by clicking on the "Submit paper” option in the
assighment's "Wore actions" menu

Sample Class Add Assignme
CLASS HOMEPAGE

START DUE POST STATUS ACTIONS

Sample Assignment

e MAT fpwan A L re actons ~

e Click on the percentage or colour-coded box under the "Similarity" heading.
Do not click the title of the paper, as this will not open the Originality Report, and will
instead open the paper in GradeMark.
| Instructor ¥ | Eng g 3 :lp | Logout
Assignments Students Grade Book Libraries Calendar Discussion Preferences
MOW YIEWING: HOME = SAMPLE CLASS = SAMPLE ASSIGMNMENT
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 Criginality Repart icon in the repart
column. A ghosted icon indicates that the Originality Report has not yet been generated.
Sample Assignment
IMECH | NOW WIEWING: MEYY PAPERS *
Submit Paper Edit assignment settings
I:‘ BUTHOR TITLE SIMILARITY GRADE FILE FOFER IO DATE
O Sample Student Sample submission 49% - ﬂ 339925898 09-Jul-2013
< | -
e The Originality Report will open in a new window. Please make sure to disable your

pop-up blocker.




Sample submission similarity by Source

B}" Sim”arit\’r Index Internet Sources: 48%
Sample Student o Publicatians: 6%
49 (0] Student Papers: 4655

) Turnitin - Mozilla Firefox
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Document Viewer
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08/04/13 Explanatory Statement Title: Evaluation of the MBES Community Based Practice (CEP) 3 10% match (student papers from 10-May-2012) B

20132 Program - Pre entry Submitted to Monash South Africa

8% match (student papers from 03-Dec-2012) B

This information sheet is for you to keep. My name is Nicky Peters and I am an
Assistant Lecturer in the Faculty of Medicing, Mursing and Health Sciences at Monash
University. I am

Submitted to Monash University Sunwa:
Campus Malaysia Sdn Bhd

79 match (Internet from 19-Jan-2013) ]

the Community Based Practice Program Academic Coordinator, http://sapcru.or

5% match (student papers from 04-Sep-2011) ]
Submitted to Monash University Sunwa
Campus Malaysia Sdn Bhd
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You are invited to take part in this study. Please read this Explanatory Statement in
full before making a decision.

Together with Dr Richard Loiacono and Associate Professor Wong, we would appreciate if you
would, as MED2021 MBRS students, complete the online anonymous CBP Program pre-entry survey
as your participation will assist in improving student’s experiences and educational outcomes for
the CBP Program. Your response will also provide valuable data in order to assess the delivery of
the CBP program and whether its learning outcomes have been met. The study will involve the
return of an anonymous online questionnaire that will

5% tnatch (Internet from 29-Jan-2012) >
http: Awwew. dprme. gov.au

4% match (Internet from 18-Feb-2012) >
http: fwww. cleftpalsvic.com
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participation is voluntary and 3% match (Internet from 22-Feb-2011) ]
you may withdraw from further participation at any stage but you will not be able
to withdraw data IE‘ 2% match (Internet from 10-Sep-2010) ]
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If a student states that they have submitted a paper but it is not in your inbox, please
request the digital receipt from your student.

DEFINITION:

Digital Receipt: This automatically appears on-screen after a successful submission to
Turnitin. The digital receipt is also emailed to the student. It includes a paper ID which can
be used to track where the paper is. If a digital receipt is not received at any point, then the
paper was not successfully submitted to Turnitin.

FOR FURTHER INFORMATION: Turnitin Support Centre
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