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Submitting via Turnitin.com 
 

1. Create a Class – after you have logged in, you need to begin by creating a class by 
clicking on Add Class.  

 

 
 
Give the class some title and the enrolment key is of no importance unless you intend to let 
people enroll in the class. That is not encouraged but instead try and use Canvas in those 
cases. You have to choose some subject area and student level but it isn’t very important 
what you choose.  

 
 

2. Create an assignment – now that you have created the class, you need to create an 
assignment. Go into the class and click on Add Assignment.  
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Give the assignment some title. No need to add point value since you’ll not be grading 
anything here. The dates are not important because you’ll be wanting to submit right away 
and get the results. If you intend on using this same class and same assignment later on you 
just need to edit the dates so that the due date is in the future. The next step with Optional 
settings is very important.  

 
3. Optional settings – it is important to go thoroughly through the optional settings 

and determine what you want to be done with the assignments you are handing in. 
Hover over the question marks under optional settings for further explanation.  

 
Allow submission after the due date – 
irrelevant here, you can always change the 
due date.  
Generate Similarity reports for submissions 
– Yes.  
Generate similarity report – immediately 
(can overwrite reports until due date) 
Exclude bibliographic materials… - only 
works if the paper is in English.  
Exclude quoted material – no. You want to 
see the quoted material and that it is cited 
correctly. 
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Exclude small sources – yes do this, for 
instance 4 words, “Research has shown that…”  
 
 
 
 
 
 
 
 
 

 
 
Submit papers to:  now this is the really important part. You have a choice between:  

- Standard paper repository 
- No repository 

The way Turnitin works is that everything that gets submitted is then stored in their 
repository and all future papers get compared to whatever has already been submitted. 
Everything that students are handing in should be stored in the standard paper repository 
with a very few exceptions. For example, if students are in one class in the fall semester 
where they need to submit the literature review chapter of their thesis and then another 
class in spring semester where they submit the final version of their full thesis, including the 
literature review. For those instances, for the literature review assignment, it would need to 
be not submitted to the repository so that it won’t get flagged with itself when the full 
thesis is submitted to the standard repository.  
If a teacher or researcher is using Turnitin to run their own draft through, and suspect that 
their final work might be put through Turnitin from some other institution (or a journal 
publisher) then it’s best to select no repository just to be sure.  
 
Everything else not mentioned here for the optional settings is then inconsequential for 
these Turnitin cases.  
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4. Submitting – once the settings have been saved it is time to submit. Under More 

actions you can edit the settings and you can Submit.  

 
You have the option to submit a Single file upload or Multiple file upload.  Since you are 
submitting on behalf of a student (or yourself) you will be submitting as a “Non-enrolled 
student”. You need to put in a name and a submission title. This is important if you are 
submitting more than one file. You don’t need to use actual names but if you will be 
resubmitting, it is important that later uploads should have the same name and title.  

 
 
5. Reading the results – once submitted, it usually takes about 10-20 minutes for 

Turnitin to generate a similarity report. You will need to refresh the assignment page 
to see the results. You won’t get any notification once it’s ready.  
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To view the similarity report, you need to click on the percentage number. A new window 
will open in the Feedback Studio. On the right-hand side, you click on the All Sources button 
marked with a yellow box in the screen shot below. There you’ll get a list of all the sources 
that Turnitin has found a similarity with in the text. 
 

 
 
It is necessary to scroll through the text and look at each case of similarity. As shown here, 
Turnitin does not distinguish between text with a citation and text without it.  
 

 


