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1. Introduction 

 

The aim of this procedure guide is to assist students in submitting their assignments through 

Turnitin and then can access the similarity percentage in order that they improve their work 

if the plagiarism is higher that the established threshold. 

2. Document Control 

 

3. The Fundamental Principle of the Policy  

Students are allowed to check the similarities report for several times and in fact the system 

is set ‘Unlimited’ number of uploads. MLI believes that this is part of the learning process 

and students are able to amend their work and learn from their experiences so that for 

future assignments they reduce plagiarism as from the start. 

 

4. Procedure 
 

Step 1: Accessing your Turnitin Assignment 

To access your Turnitin Assignment, you can do so as usual by clicking on the 

“Assignments” tab. The Turnitin assignment is highlighted in yellow in the screenshot 

below to show you how it looks. 

 
 If you click on it,           you will access the assignment. 

Version Section Responsibility Authorisation Date 

1 Administration and Student 
Support 

Administration 
Manager 

2020 
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Step 2: Submitting your Turnitin Assignment 

When you click on “Submit Assignment”, the following page will appear: 

 
 

If you click on “Upload Submission”, then you can either upload a soft copy of it in the 

next page or else, you can go to “text input” and start writing your assignment there. In that 

case you could also copy and paste the text from somewhere else and click submit. Please 

always make sure to adhere to the instructions given by your lecturers with regards to the 

format that you should submit your assignments as (usually in .pdf format). 
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After clicking on the  button, you will be able to preview your 

submission as displayed below:  

 

 

 

 

 

 

 

 

 

 

Once that you think you are 

ready to submit your assignment, click on “Submit to Turnitin”. You should receive a 

notification that it was uploaded successfully as shown below: 
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You can submit your assignment for as many times as you want until your deadline, by 

clicking on this icon . For every assignment that you submit, you shall receive a 

similarity report. This shall take a couple of minutes to be generated so please be patient. 

However, after the third re-submission, the report will take 24 hrs to be generated. This 

means that you will not be able to check the percentage of plagiarism that your assignment 

has, so please be careful. As already explained, this percentage should be reduced as much 

as possible and it cannot exceed 20% or else there will be severe circumstances.   

Step 3: Accessing the Turnitin Report 

If you try accessing the assignment some time later, you will see the percentage that 

you got. In my case it is marked in red as I had exceeded the 20% threshold. 

 
If you click on the percentage, then you will access the report and view what parts of 

your assignment is considered as plagiarism and needs to be either changed or else properly 

cited. Plagiarism will be highlighted in red. Certain things such as headers and footers, dates 

and numbers will also be marked in red. Do not worry about those because the teachers 

shall filter them accordingly. As you can see hereunder, when properly citing it will not be 

considered plagiarism. 

 
 

 


