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01 Sign up & Sign in

Fill in your email and 
last name

Set your password 

*please meet the 
password requirement

Set your secret 
qiestion

Agree to the User Agreement after Step 03, and then you can use your email and password to log in.

Instructor account is set up by the administrator. Teachers will receive a registration email sent by Turnitin system. 
Please follow the instruction to finish the registration.



Access website: www.turnitin.com or directly use Login Link:
https://www.turnitin.com/login_page.asp? Click on the 

“log in”button

01 Sign up & sign in

http://www.turnitin.com/
https://www.turnitin.com/login_page.asp?


02 Manage class and assignment
Switch your role 
to instructor

Click on “add class”

Change the language



02 Manage class and assignment

Standard class or master class
（TA could be set in master class）

Click the “submit

Add class

Fill in class information



02 Manage class and assignment

Edit the class information
Click on the 
class name

Choose “student” 
to manage student 
list

Add class



02 Manage class and assignment

Add student: add a student
Upload student list: add multiple 
students

Add student



02 Manage class and assignment

Enter the required student 
information.

Once the student receives the email, 
follow the instructions to register 
for a personal (student) account.

The list must be a Microsoft Excel 
file or plain text. The required 
information and formatting must be 
as shown here.

Add student



02 Manage class and assignment

Any students who have never logged in will have a pink 
highlight over the date in the enrolled column to the left of the 
student name. 
You can re-send the welcome email to these students. 
To re-send the confirmation email, click on the pink highlighted 
date to the left of the student name.

Add student



02 Manage class and assignment

Click on the 
class name

Click on the “add 
assignment”

Add assignment



• Feedback release date: the date and time that 
students can begin viewing the comments and 
grades that you have left on their papers in Online 
Grading. The post date can be set before the due 
date.

IMPORTANT: DON’T FORGET TO 
CLICK OPTIONAL SETTINGS!

Important: please see the next 
page for further information.

02 Manage class and assignment Add assignment



02 Manage class and assignment

Repository Options:
• Standard Paper Repository: Turnitin will store these submissions to the 

standard repository allowing them to be compared against by students from 
others institutions.
• Institution Paper Repository: Submissions will be stored in a repository 

private to your institution. Only submissions made within your institution 
can be compared to the papers in this repository.
• Do not store: The file will not be stored in the Turnitin standard paper 

repository or the institution's paper repository.

Select from the dropdown list where 
you would like papers to
be submitted to. Select from the 
dropdown list where you would like 
papers to be submitted to.

Add assignment



2. Students can upload files 
in any format, but will 
report an error if Turnitin 
is unable to detect the text 
in them. Suggest not tick if 
similarity report is 
necessary in this assignment。

4. Upload a rubric here.

6. Tick this box if you 
would like students to be 
able to view the 
similarity report.

5. When and how the 
similarity report will 
be generated.

3. Students who do not submit their 
assignments on time will have one 
opportunity to submit after the deadline.

1. Click on the question mark logo to view 
the text description for each setting.

7. Tick the items to be excluded.
(Note: the settings here will be 
applied to all students in this 
assignment).

02 Manage class and assignment Add assignment: optional setting



02 Manage class and assignment

Import / export the rubric.

Follow the requirement 
to write the rubric, 
or download a template 
to fill in. 

Add assignment: rubric



02 Manage class and assignment

8. Choose the 
comparison database.
(Note: the settings 
here will also apply 
to all students on 
this assignment.
We recommended you to 
tick all of them to 
ensure the accuracy 
of result.

9. The uploaded 
templates have 
formatting 
requirements. 
Don’t forget to 
check them.

The saved settings here DO NOT 
INCLUDE assignment template.

9. Exclude the same template
content that comes with a
student's paper (e.g.
acknowledgement, question
list…), making similarity
reporting more accurate.

Add assignment: optional setting



02 Manage class and assignment

After uploading a template, the ‘Exclude 
Assignment Templates’ field in the 
‘Filtering and Settings’ module of the 
similarity report interface will be shown 
as a ticked box, so you don't need to do 
anything.

Exclude assignment template

COMPARISION

Add assignment: optional setting



1. Students upload their own assignments: they can only upload their own assignments, 
and influenced by due date.
2. Instructors collect and upload students' assignments: they can upload multiple 
students' assignments in bulk.

Instructors can submit 
students’ work here.

You can edit assignment information here.
Note: Please do not edit assignment information 
when any student has already submitted a paper; 
some of the settings may not be applied to an 
already submitted assignment.

The Assignment Inbox page after a new 
assignment has been created.

Students have not yet submitted their 
assignments and there is no information in 
the assignment list at this time.

02 Manage class and assignment Upload assignment



02 Manage class and assignment

Choose a upload methods.
Either way need to manually match 
the paper to the students.

Choose a student 
and the name will 
be automatically 
filled in the blank.

Confirm that the repository 
shown here match the settings. 

Check the 
information and 
click “upload”

Choose the file that 
you need to upload

Upload assignment: single file



02 Manage class and assignment

Flip

See the 
preview here

Double check and click 
“confirm”

Upload assignment



02 Manage class and assignment

Add file to each 
students account

Choose a student 
in the list

Upload assignment: multiple file



02 Manage class and assignment

You can: submit / 
re-submit / 
download submission 
/ send deleteion
request here

Submitting dateThe ID is unique for 
each submission

The student have 
viewed the feedback 
or not

Flags: there might be 
some character hidden or 
replaced in the paper

Click on the number 
to view “similarity 
report”

Assignment inbox



Toolbar
Click to view the 
thumbnail of this paper.

How to calculate Similarity?
Similarity=(matches word count/total word count)*100%

Overall Similarity Index

Matches
Similar or same as some text in the 
paper. The matches are highlighted 
and the colors will correlate with the 
sources listed in the insight panel.

Source:
Where a particular match has been 
found. This can be a web page, a 
student paper, or a published journal. 
Sources are listed numerically in right 
insight panel and it is possible to have 
multiple matches for each source. 

03 Interpret similarity report



03 Interpret similarity report

The color and number of 
each source is match to 
the matches.

Source Box ：
Click on any source in side panel, or 
the numbered match flag to the left 
of the highlighted text, to view a 
piece of matching text and context 
from the source.

A hyperlink of the source.



03 Interpret similarity report Use the filter

Click the red funnel-type button to set the filter, including:

*Excluding quotes: ‘quotes’ refers to the quoted text in the text enclosed
in double inverted commas, such as legal provisions.

*Exclude bibliography: tick this box to indicate that the reference part of
the text will not be counted as repetition rate.

*Exclude small sources: for example, you can set the repetition rate of less
than 1% of the repetitive sources are not counted.



03 Interpret similarity report

“Quotes”
When the Exclude Quotes filter is active, the report will ignore any matches that 
use the following quotation marks (as well as quotations within a quotation):

Bibliography
These words and phrases will signal the start of a reference section in a 
submission and begin excluding the content that follows.

Reference / references / work cited / citations/ literature cited …

If one of the words below appears after a detected list of references, the 
similarity check will resume.       

Appendix / appendices / glossary / table / acknowledgement / figures …

https://guides.turnitin.com/hc/en-us/articles/23539146689549-How-exclusions-and-
filters-refine-the-Similarity-Report

Use the filter

https://guides.turnitin.com/hc/en-us/articles/23539146689549-How-exclusions-and-filters-refine-the-Similarity-Report


03 Interpret similarity report

Click the 
button to 
show all 
source

Click “exclude” 
to apply the 
setting.

Choose the 
forbidden-type 

button to view all 
excluded source.

Use the filter



03 Interpret similarity report Download pdf report

Download a PDF report
1.Click on the 

similarity score
2.Click on the 

“current view” 
to download.

*Instructors are 
unable to download 
student similarity 
reports in bulk



There are 3 parts in the pdf report: Cover page, Integrity overview, Integrity submission

03 Interpret similarity report Download pdf report



03 Interpret similarity report Integrity flag

Replaced Character detection
For example: Replacing Latin letters with Greek letters

Non-Latin characters 
are framed in red.

If possible suspect 
character is detected, it 
is displayed here. 
Click for details.



Hidden Character detection
For example, set the text color as background color 

Hidden characters are boxed 
out in red and marked with a 
Flag before the paragraph.

Hidden 
character 
count

03 Interpret similarity report Integrity flag



QuickMarks: Drag 
QuickMarks to the paper

Recording voice 
comments or adding text 
summary comments

Grading with the rubric

04 Grading & feedback



Click to 
download a 
grade report.

04 Grading & feedback Download grade report



Q. Cannot upload the document successfully, or the document cannot 

generate similarity report.

A. a) It is possible that there is a converting error within your 

document, please use another tool to convert the file format.

b) The content in the document can not be recognized and extracted,

resulting in the Turnitin system that the number of words in the

document is less than 20 words. It might caused by font problems, or

the document is scanned or only include pictures, etc. Please check

and re-upload.

c) The image used in the file has too many pixels, please reduce the

size and resolution of the image before re-uploading the file.

05 FAQ



Please contact us if you have 
an question:

turnitin@igroup.com.cn 

021-64453167/64454595

www.igroup.com.cn

iGroup China
Shanghai – Beijing – Guangzhou – Xi’an – Chongqing
iGroup China is the exclusive distributor of Turnitin/iThenticate in Chinese mainland.


