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1. Introduction 

 

The aim of this guide is to assist the Academic staff in setting an assignment in the right 

manner especially with reference to Turnitin and also understand how to analyse plagiarism 

through Turnitin. 

2. Document Control 

3. The Fundamental Principle of the Policy  

The standardisation process of this procedure enhances transparency, integrity and 

consistent approach of how all Academic staff proceed with setting of assignments, 

examinations and other forms of assessment. 

4. Procedure 

4.1 Creating a Turnitin Assignment 

Step 1 

When creating a Turnitin assignment you will need to go to “Add Assignment” and click 

on the Turnitin assignment, the one highlighted in yellow down below (you cannot use the 

assignments that were already created as they did not support Turnitin; you have to recreate 

the assignment, selecting the Turnitin Option – obviously you can still copy the instructions 

from the previous assignments). 

Version Section Responsibility Authorisation Date 

1 Academic Support 
Department 

Academic Support 
Manager 

2020 
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Step 2 

Then you will need to insert the following data as usual (i.e. Title, Start & Due Date, Max 

Score). Please make sure to set the “Max. attempts” as unlimited (and not as ‘3’ like we 

used to do in the past) so that the students could submit their assignments any times they 

want until 

the 

corresponding deadline. As usual, in the box you will write the assignment (and instructions 

if need be).  

 

Step 3 

From the ‘Options’ menu to the right, click on ‘Turnitin Settings’ 

An ‘Optional Settings’ window shall open (scroll down and click on Optional Settings so 

that the section is expanded – you will see it as below).   

Please tick the following as per screenshot below (N.B. You will only need to input 

most of these details once, because everything will be saved for future use. 
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After clicking the ‘SUBMIT’ button, a notification (in green) shall appear (like in the 

screenshot below). 
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4.2. Grading a Turnitin Assignment and Interpreting the Results   

Step 1: Accessing the Turnitin Assignment 

When grading these assignments, you will need to access the gradebook as per usual 

and then click on the submitted file by clicking on the highlighted icon (pen icon): 

 

Step 2: Analysing Plagiarism  

Once you click on it, a new window will pop-up. You will be able to view the assignment 

and several other important things such as: the plagiarism percentage (in the example 

below, it is 92%; should be below 20%), what parts of the assignment were  plagiarised, the 

original sources from where plagiarism took place. Everything marked in red is supposidly 

plagiarised. 

 
 

These four icons are very important, as they will help you identify 

better what is truly plagiarised and what is not. The 92% plagiarism is an 

estimate and it can be reduced by filtering some of the sources (explained 

below) 

 

 

 

1. If you click on the ‘All Sources’ button (second icon), then you can check 

what are the original sources and you can also view them.  
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2. If you click on one of the sources, you will be able to see which text was copied from that 

particular source. You can also choose to exclude a particular source by ticking it and clicking 

on “Exclude Sources”. 

 
 

3. You might find this particularly useful when the students submit their assignments 

more than once and it shows as if they had copied their assignment from their own 

assignment. You must filter that out. After doing so you will notice that the 

percentage of plagiarism decreases accordingly.  

 

4. If you exclude a source by mistake, you can restore it back by clicking on the 

fourth icon, , select the respective source, and click on “Restore” at the 

bottom. 

 

Step 3: Correcting the Turnitin Assignment  

When grading the assignment, you might need to insert some comments. 

You can do so by clicking on the ‘Feedback Summary’ Icon (displayed to the 

right). The below toolbox will appear and enables you to either insert voice 

comments or else to type them down. 
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To insert a typed comment, you can also click 

anywhere on the assignment, a small toolbox will 

appear, and if you select the ‘bubble’ icon, you can type 

your comment.  

 

 
Step 4: Grading the Assignment 

Finally, you will need to insert the grade at the top-right of the page. 

 
Once you close the page, everything will be automatically saved accordingly.  

 

 

 

 

 

 


