
 

How to Use Turnitin 
An Introduction for Instructors 

 
Please note that any student papers checked by Turnitin are added to the Turnitin database.  This means that if a student 
submits material from a paper that was already submitted earlier by the same or a different student, the material will be identified 
as already submitted. 
 

1.  How to Get an Account and Activate It 
 
1.  First, send a message to the Learning Technology Center (LTC) at ltc@uww.edu. You will 
then be added to the system. 
 
2.  After you are added to the system, you will receive an email message from the Turnitin 
Helpdesk entitled “You have been added as an instructor.”  The message will contain your email 
address, which will be your username, and an automatically generated password, which you can 
change later. 
 
3.  Click the link in your enrollment email message, or go to http://www.turnitin.com to log in. 
 
4.  At the top of the Turnitin log in page, shown below, enter your complete email address and the 
password from your enrollment message into the blanks.  Note that your password is 
case-sensitive, and it is best to copy the password from the email and paste it into the blank. 
 

 
 
 
5.  After logging in, you will see the User Profile screen, shown on the next page. Create a new 
password and confirm.  The password must contain 6 to 12 characters, and must contain at least 
one letter and one number.  Select a secret question and type the answer, then click Next.   
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6.  Next, you must accept the user agreement by clicking on the I Agree link.  
 

 
 

2.  Setting up your First Course Using the Class Setup Wizard 
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1.  After you accept the user agreement, you will see the window below.  Click the Start Class 
Setup Wizard link.  This will allow you to create your first class.  
 

 
 
2.  Enter the name of the class where you want to use Turnitin to check papers. It is best to use 
a version of the official class name, to minimize possible confusion, for example:  
2061-MARKETNG-PRINCIPLES OF MARKETING 311, Section 1. Then, click Next. 
 

 

 
 
 
3.  On the next screen, enter a class enrollment password. You need to create the password 
even if you don’t plan to use it. But, make sure to write it down, just in case. Students can submit 
papers to their D2L dropbox, and you can import the papers into Turnitin. Then, click Next. 
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3.  How to Set Up Your First Assignment 
 
1.  Enter a name for your assignment and select a due date, then click Next. 
 

 
 
 
2.  After following the above steps using the Class Setup Wizard, you have created a new class 
into which you can add student papers for testing.  Click the link End Wizard and Log In link to log 
into Turnitin to start submitting your papers. 
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4.  Submitting Papers for Testing 
 
1.  After leaving the Class Setup Wizard, you will be in your Turnitin homepage.  This contains a 
listing of all the classes you have created.  To enter a class, you click on the class name in the 
“add a class” column. 
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2.  Click on your class name in the “enter a class” column to enter the class you created.  You will 
also see the assignments you have created.  To submit student papers for checking, click on the 
Submit button, to the right of the assignment name.   
 

 
 
3.  After clicking the Submit button, add the author’s first and last names and a title for the paper.  
You don’t have to use the actual title.  Finally, click Browse to locate the file on your hard drive or 
other location, then click the Submit button at the upper right. 
 

 
4.  Have a quick look at the paper to confirm it is the correct paper.  If so, click Yes, submit. 
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5.  After clicking Submit, you will receive a digital receipt, shown below.  Click on the Inbox icon 
to go back to your assignment Inbox, where all submitted papers are stored. 
 

 
 

 

5.  Understanding the Originality Report 
 
1.  The image below shows your assignment Inbox with several assignments submitted. 
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The originality reports for the papers appear in the column labeled Report. If icons are ghosted 
(dimmed) in the Report column, this means that the report has not finished being generated.  It 
sometimes takes a minute or so to generate the originality reports. The more reports to generate 
and the longer the papers, the longer it will take. It is best to wait a while and periodically click 
your browser’s reload button to see if additional papers have finished. The originality report 
shows the percentage of text that matches available sources. The higher the percentage, 
the greater the “borrowing.” 
 
 
2.  To read the originality report for a paper, click the report icon, where the percent score is 
located. 

 
 
3.  The originality report shows the overall similarity index, the paper’s similarity with sources 
available on the internet. You see the paper’s text on the left, and the sources used on the right.  
In the source listing on the right, clicking on a link will open the internet source in a new window. 
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6.  Submitting a paper to test 
 
1.  To submit a paper, click on your class name in the “enter a class” column to enter the class 
you created. You will also see the assignments you have created. To submit a paper for 
checking, click on the Submit button, to the right of the assignment name.   
 
Keep in mind that any paper submitted for testing is kept in the Turnitin database, so that if a 
student submits work previously used by another student it will be identified as a match. 
 

 
 
2. First, add the author’s first and last names and a title for the paper.  Just use any names or 
“test” at this point.  You don’t have to use the actual title of a paper.  Finally, click Browse to 
locate the file named “paper w plagiarism.doc” inside the folder Turnitin on the C drive, then click 
the Submit button at the upper right.  
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3.  Have a quick look at the paper to confirm it is the correct paper.  Click Yes, submit. 

 
 
4.  After clicking Submit, you will receive a digital receipt, shown below.  Click on the Inbox icon 
to go back to your assignment Inbox, where all submitted papers are stored. 

 
 
5.  The image below shows your assignment Inbox with several assignments submitted. 
 

 
The originality report for the paper appears in the column labeled Report. If icons are ghosted 
(dimmed) in the Report column, this means that the report has not finished being generated.  It 
sometimes takes a minute or so to generate the originality reports. The more reports to generate 
and the longer the papers, the longer it will take. It is best to wait a while, then periodically click 
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your browser’s reload button to see if additional papers have finished. The originality report 
shows the percentage of text that matches available sources. The higher the percentage, the 
greater the “borrowing.” 
 
6.  To read the originality report for your test paper, click the report icon to the right of the paper 
name “paper w plagiarism,” where the percent score is located. 
 

 
 
7.  The originality report shows the overall similarity index, the paper’s similarity with sources 
available on the internet. 
 
You see the paper’s text on the left, and the sources used on the right.  In the source listing on 
the right, clicking on a link will open the internet source in a new window. 
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7.  Understanding the Different View Modes 
 

Notice that you can choose several “modes” that show different views of the paper being tested.  
You choose the mode by clicking on the arrow on the dropdown menu to the right of “mode,” as 
shown circled below. 

 
 

View Mode:  show highest matches together 
 
The default mode, “show highest matches together,” shown below, shows the web sites which 
have the greatest number of matches to content in the student’s paper, from greatest to lowest.  

 
 
The above listing shows that the paper tested has the greatest number of matches to content 
from the craigslist site.  In the source listing on the right, clicking on a link will open the internet 
source in a new window. 
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View Mode:  show matches one at a time 
 
 “Show matches one at a time” shows each match in the order in which it occurs in the paper.   

 
 

View Mode:  Quick view [classic] report 
 
“Quick view [classic] report” shows the paper as it would normally appear in a reading view, with 
matching passages highlighted. 

 
 
If you click on a highlighted passage, it will take you to the source. 
 
If a paper has been submitted to an instructor at another institution, Turnitin gives you the ability 
to automatically send a message to the instructor requesting a copy of the paper.  The message 
will contain a copy of the paper you submitted to Turnitin for checking. 
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8. Turnitin Resources for Instructors and Students 
 
Instructor Resources. The Turnitin website provides training materials for instructors learning 
to use the system. If you would like additional information beyond the present introduction, 
please visit the Turnitin website at http://www.turnitin.com/static/training.html.  There are also 
resources concerning plagiarism and materials that instructors can print as a handout for 
students.  These are found at http://www.turnitin.com/research_site/e_home.html. 
 
Student Resources.  The Turnitin website also has materials to help students understand what 
plagiarism is and how to avoid it.  These are found at 
http://www.turnitin.com/research_site/e_home.html 
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