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INTRODUCTION 
The documents in this section of the Turnitin Training Web Page will explain to students how to 
access Turnitin an anti-plagiarism program.  It will walk them through the steps for setting up a 
user profile and how to submit a paper.  It will also explain how to mark papers using the 
PeerMark module of Turnitin.  In some cases, a user profile may be created by an instructor.  If 
that is the case, a message will be sent to the student by Turnitin specifying a temporary 
password. 

CREATE USER PROFILE 
When you create a user profile, you must know the Class ID Number and the Class Enrollment 

Password.  This information can be obtained from your course instructor. 
 Open your Web Browser. 
 In the Address box, input www.turnitin.com. 
 Press the Enter key. 

or 
 Log into My Siena. 
 Scroll to the Quick Links portal. 
 Click the Turnitin link. 
 The Turnitin Home Page will display. 
 Click the Create Account link (see illustration below) on the Turnitin page. 

 The Create a User Profile page will open (see illustration below). 
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 Under the Create a New Account area, click the Student link (see illustration above). 
 The Create a New Student Account page will display (see illustration on next page). 
  In this page, input the required information. 
 The Course ID and the Class Enrollment Password can be obtained from the course 

instructor. 
 When all the information has been entered, read the User Agreement. 
 Click the I agree—Create Profile button. 

 This process will create your profile and add you to the course. 

SUBMIT A PAPER 
Papers can be submitted in two different formats; by file upload or by cut and paste.  When a 
paper is submitted, only the text will display.  All formatting will be removed from the paper. 
 If you just created a new account, you will be logged into Turnitin 
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 If you already have an account, log into Turnitin when the site opens. 
 The Login area appears in the upper-right corner of the window (see illustration below). 

 A link to your course will appear in the window (see illustration below). 

 If a link doesn’t appear, you might need to Enroll in a Course. To do this: 
 Click the Enroll in a Course link. 
 Input the Class ID and Password. 
 Click Submit. 

 Click the link to the class to open the class portfolio. 
 The Assignment Inbox and Portfolio window will appear (see illustration below). 

 Move the mouse pointer over the Info button to view Instructions about the assignment. 
 Click the Submit button next to the Assignment for which the paper is to be submitted. 

Single File Upload 

Papers should be submitted using this format if a paper is created in the formats specified by 
Turnitin. 
 The Submit Paper: by File Upload (Step 1 of 3) window will display (see illustration on 

next page). 
 Your first and last name will appear in the proper boxes. 
 Input the name of the paper into the Submission Title box. 
 Click the Browse button to open the Choose File window.  Acceptable formats for 

submitting papers are: 
 MS Word 
 WordPerfect 
 PostScript 
 Portable Document Format (PDF) 
 Hangul (HWP) 

 Hypertext Markup Language (HTML) 
 Rich Text Format (RTF) 
 Open Office (ODT) 
 Plain Text (.txt) 
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 Locate the paper that is to be uploaded to Turnitin. 
 Do one of the following: 

 Click on the paper and then click Open. 
 Double-click on the paper. 

 The path where the paper was stored and the name of the paper will appear in the Browse 

for the File to Upload box. 
 Click the Upload button. 
 The Submit Paper: Step 2 of 2 window will display (see illustration on next page). 
 An unformatted preview of the paper will appear in the Preview Paper window. 
 To complete the submission process, click the Submit button. 
 To return to the previous window, click the Return to Upload Page link. 
 After the submission is confirmed, a digital receipt will be shown (see illustration on next 

page). 
 This receipt will be emailed to you. 
 To return to your portfolio and view your submission, click the Go to Portfolio link. 

NOTE:  Some instructors do not allow students to see the Originality Report.  If you want to see 
the report, you need to check with your instructor. 
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Cut and Paste 

This feature can be used when the paper has been created in a format that is not one of the 
acceptable formats for submission to Turnitin. 
 Select Cut and Paste from the Submit Paper by list. 
 The Submit Paper: by Cut & Paste window will display (see illustration on next page). 
 Your first and last name will be displayed in the First Name and Last Name boxes. 
 In the Submission Title box, input the name of the paper. 
 Open up the program where the paper was created. 
 Select the contents of the paper. 
 Copy the papers contents. 
 Paste the contents into the Cut and Paste Your Paper box. 
 Click the Submit button. 
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 A window will display saying the paper has been successfully submitted (see illustration 
below). 

 Click the Go to Portfolio button to return to your portfolio. 

ORIGINALITY REPORTS 
Students will be able to view the Originality Report if the instructor specifies that students are 
allowed to do so.  The Originality Report provides a summary of matching or similar areas of 
text found in a submitted paper.  When students are allowed to view an Originality Report, an 
icon will appear in the Contents Column of the student class portfolio page.  This icon shows a 
percentage and a corresponding color indicating where the percentage falls in terms of 
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matching content.  The Originality Report is usually completed within ten to fifteen minutes of 
the submission time.  The time may vary depending on the levels of usage during different 
periods of the academic year. 

Open the Report 
The Originality Report can be viewed in one of four modes. 
 Click on the course where the paper was submitted. 

 The Assignment Inbox and Portfolio window will display (see illustration below). 

View the Report 
 Click the Originality Report percentage to display the report. 
 The Originality Report will display in the window (see illustration on next page). 
 The top of the report will display the date and time, the word count, and the ID number for 

the submitted paper. 
 The left side of the window displays the paper that was submitted to Turnitin. 

 The information will be color coded to match the information on the right side of the 
window. 

 Click any of the links to display the reference to the matched text. 
 The right side of the Report shows the references from the Web or other reports that have 

been submitted to Turnitin. 
 The Report is color coded and numbered; making it easy to determine which reference 

applies to which material. 
 Click the number in the report to view the reference. 
 To navigate to all the references for a particular match, click the link in the Sidebar. 
 The percentage of the material in the paper that matches the reference will appear to the 

right of the number. 
 To open a Web site, click the Web site link below the reference. 
 If a reference to a paper from another school is displayed, permission has to be requested 

from the author, the instructor or the school where the paper was originated. 
 Click the link for the reference at the top of the message. 
 Click the Send a Request to View This Paper link. 
 An email message will be sent to the originator of the paper. 
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 At the bottom of the window are several buttons. 
 These buttons are illustrated and described in the table. 

Item/Button Description 

Paper Info Click this button to display information about the 
paper, such as the paper id, date and time of 
submission, word count, and character count. 

Print/Download To download a copy of the paper as it is currently 
displayed, click this button.  The paper is saved as a 
PDF file so it can be printed, if desired. 

Paper 
Zoom 

This button is used to zoom between multiple 
magnifications.  They range from 85% to 175%. 
 

Hide Sidebar  Click this button to minimize the Sidebar and view 
only the content of the paper. 
 

View Sources Use this option to load the Match Overview Sidebar.  
It show’s all the top sources found to match the 
paper’s content. 

View/Edit Filters and 
Settings 

To exclude bibliographic material, quoted text, small 
matches, and to refresh the report, click this button.  A 
list of options will appear.  Click the check box for the 
desired option. 
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Item/Button Description 

Text Only Report  To change to the Text Only Originality Report View, 
click this button. 
 

Display Sidebar  Click this button to maximize the Sidebar and view 
the content of the paper and the sidebar. 
 

CHANGE/MODIFY USER INFORMATION 
User profile information is set when the profile is created.  This information includes the user 
name, email address, password, secret question and answer and default user type. The user 
profile information can be modified through the user info tab at the top of the Turnitin window.  
When user information is changed an email message will be sent to the user. 
 Login to Turnitin. 
 Click the User Info tab at the top of the window (see illustration below). 

 The User Information/Account Settings window will display. 

 Modify any of the information such as your username, email address, or password. 
 Click the Submit button. 

GRADEMARK 

View Papers 
Students have the capability of viewing marked and graded submissions after the assignment 
post date has passed. Before that time, students will receive a Service Not Available message. 
 Click the Class Name for which the GradeMark is to be viewed (see illustration below). 

 The Assignments page will display (see illustration on next page). 
 Click the View button to the right of the Assignment. 
 The GradeMark window will display. 
 Move the cursor over each QuickMark to view it. 
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 To view the QuickMark list, click the QuickMark icon in the bottom 
right side of the window (see illustration at right).  

Document Viewer Window 
This window is used to view comments and QuickMark elements that have been added to a 
paper by the instructor.  The table below describes the different elements of this window. 

Element Description 

Assignment Drop Down and 
Navigation 

 

This menu is used to navigate between different 
assignments that were submitted by the student.  
Only the papers for that student will be available.  
This item appears directly above the tabs for 
Originality Report, GradeMark and PeerMark. 

Comment Button Comments appear in two formats; bubble or text 
(inline).  The image in the box at the left is how the 
bubble comments will appear unless the instructor 
has given the Comment a name.  To view the 
comment, move the mouse pointer over the bubble. 

QuickMark These are predefined comments or comments that 
have been given a name by the instructor.  They can 
be viewed by moving the mouse pointer over the 
comment. 

Paper Info Click this button to display information about the 
paper, such as the Paper ID,  Date and Time of 
Submission, Word Count, and Character Count 

Print/Download To download a copy of the paper as it is currently 
displayed, click this button.  The paper is saved as a 
PDF file so it can be printed, if desired. 

Paper 
Zoom 
 

This button is used to zoom between multiple 
magnifications of the paper.  They range from 85% to 
175%. 

General Comment Click this button to view the general comments 
about the paper. 

Comment List This option is used to view all the comments that 
have been added to the paper. 
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Element Description 

Rubrics To display the Rubric Scorecard for the paper, click 
this button. 

Hide Column   Use these buttons to hide the sidebar and only view 
the content of the paper. 

PEERMARK 
This feature is used by students to write peer reviews of papers in Turnitin.  Papers will become 
available for students to review on the start date of the PeerMark Assignment.  Depending on 
the instructor setup, students will have the option of: 
 Reviewing papers distributed automatically. 
 Choosing papers to review. 
 A combination of both of the above options. 

Write Peer Review-Assigned Paper 
 Click on the Class Name for which the PeerMark Assignment is to be completed (see 

illustration below). 

 The Assignments page will display (see illustration below). 

 Click the Write Reviews link to the right of the PeerMark Assignment. 
 Click the Start Review button (see illustration below). 

 The PeerMark window will open. 
 The questions to be answered will appear on the right side of the PeerMark window. 
 The paper that is being reviewed will appear on the left side of the PeerMark window. 
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 Type the answer into the textbox for the Free Response question. 
 The minimum number of words for the Free Response question will be specified. 
 The minimum number of words needs to be used in order for the program to specify the 

answer is complete. 
 For the Scale questions, click the radio button above the number for the rating. 
 Click the Save button to save your progress so you can leave and work on the review later. 
 A message as shown below will display. 

 Click OK. 
 Once all the answers are complete, click the Submit button. 
 The message shown in the illustration below will appear. 

 Click the Return to Assignment Inbox link. 

Write Peer Review-Chosen Paper 
 Click on the Class Name for which the PeerMark Assignment is to be completed (see 

illustration below). 
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 The Assignments page will display (see illustration on previous page). 
 Click the Write Reviews link to the right of the PeerMark Assignment. 
 Click the Start Review button (see illustration below). 

 The PeerMark window will open. 
 A list of papers to be reviewed will appear. 

 An excerpt from the paper will display. 
 To view the full text of the paper, click the grey plus (+) sign in the bottom right corner of 

the excerpt. 
 Click the Review this Paper button next to the paper that is to be reviewed. 
 The questions to be answered will appear on the right side of the PeerMark window. 
 The paper that is being reviewed will appear on the left side of the PeerMark window. 
 Type the answer into the textbox for the Free Response questions. 

 The minimum number of words for Free Response questions will be specified. 
 The minimum number of words needs to be used in order for the program to specify the 

answer is complete. 
 For the Scale questions, click the radio button above the number for the rating. 
 Click the Save button to save your progress so you can leave and work on the review later. 
 Once all the answers are complete, click the Submit button. 
 A Submission Complete message will appear. 
 Click the Return to Assignment Inbox link to exit this message box. 

Read Student Reviews 
Peer reviews can be read from within the PeerMark Assignment inbox or from within the 
document viewer. 

Read Reviews-PeerMark Assignment Inbox 
 Click on the Class Name for which the PeerMark Assignment is to be completed (see 

illustration below). 

 The Assignments page will display (see illustration on next page). 
 Click the Read Reviews link to the right of the PeerMark Assignment. 
 Click the View All Reviews at Once link. 
 A list of the Assignments for which Reviews have been written will appear. 
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 Click the Read Reviews link next to the Assignment that is to be reviewed (see illustration 
below). 

 The PeerMark window will open. 
 The Review will display on the right side of the window. 

Read Reviews-Document Viewer 
 Click on the Class Name for which the PeerMark Assignment is to be completed (see 

illustration below). 

 The Assignments page will display (see illustration below). 

 Click the View link of the Paper Assignment the PeerMark Assignment is based on. 
 Click the Title of the paper under the Paper Title list.  
 The Document Viewer window will display. 
 Click the PeerMark tab to activate the PeerMark service. 

 A list of the students who reviewed the paper will appear on the right side of the 
window. 
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 Comments left by a reviewer are identified by the initials of the reviewer, unless the 
reviews are anonymous. 

 To view the questions and answers submitted by the reviewer, click the questions and 
answers icon. 

 The answers to the questions will be identified by the initials of the student who reviewed 
the paper, unless the review is anonymous. 

 Students can use the review list dropdown menu to select a specific student review or to 
view All Reviewers. 

PRINT REVIEWS 
The student has the capability of printing reviews submitted by them and other students. 
 Click the Class Name for which the Reviews are to be printed. 
 Click the Read Reviews link next to the PeerMark assignment (see illustration below). 

 Click the Read Reviews link next to the Assignment that is to be reviewed. 
 Click the View All Reviews at Once link. 
 A list of the Assignments for which Reviews have been written will appear. 
 Click the Read Reviews link next to the Assignment that is to be reviewed (see illustration 

below). 

 The PeerMark window will open. 
 In the upper left corner of the window, click the Print button (see illustration below). 

 The PeerMark Print window will display. 
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 The student review will appear at the top of the page. 
 The paper that was reviewed will appear at the bottom of the page. 
 Click the Print button to send the review to print. 

OBTAIN ADDITIONAL INFORMATION 
For additional information on Viewing Originality Reports and working with other Turnitin 
features, access the Turnitin Training Materials site.  To access the site: 
 Go to the Turnitin Home page (www.turnitin.com). 
 Once you are on the Homepage, click the Training tab (see illustration below). 

 Click one of the links in the list. The options are: 
 Getting Started. 
 Instructor Training. 
 Student Training. 
 Administrator Training. 

 Each of these areas contains training videos, quick start guides, and student manuals. 


