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1 Why Turnitin? 

1. Turnitin has become industry standard for originality checking 

2. Turnitin includes Feedback Studio (formerly the GradeMark Module) which 

facilitates marking 

3. The University has made a commitment to use Turnitin. The Assessment 
Policy states: 
8.2 The grading of assessment is undertaken having regard to: 
e) the originality of the material submitted, where relevant, as required by the Academic 
Misconduct Policy. 

and: [Written Assessment m]aterials submitted for examination must be tested for 
originality (to avoid plagiarism) where they are 750 words or greater.1

 

4. keeps an original copy of each paper, so that this can be accessed 

5. keeps a copy of the marked paper, for student download and ongoing quality 

assurance, as well as easy access for second marking. 

6. integrates with Moodle (ARK’s software) 

7. can accept a range of file types 

8. can help students check their work for correct referencing 

9. default settings can be stored to make the process easier 

Turnitin.com provides information about Turnitin. 

2 Adding a Turnitin Assignment to ARK 

PLEASE NOTE:  Assessment tasks in ARK should ONLY be added to CHILD 

UNITS, since students enrol in these particular units, and results can be exported 

from them.  (This will also avoid students mistakenly attempting a task meant for a 

different level of unit.) 

 

NOTE: Many options in Turnitin have been set to default to standard settings for the 

University of Divinity.  Many of these will not need editing in most instances. 

TO BEGIN: 

In your unit, , then select  

 

Choose  

                                            
1 Schedule A, 2.3 (c) (to be ratified). 

file:///C:/Users/regist/AppData/Local/Temp/Turnitin.com
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You will notice that this option is still available: 

  This remains so that we can access old Turnitin 

assessments from the past.  Please to not use this for setting up new assessments. 

2.1 General Options 

The first section in setting up the Assignment asks for general information. 

 

Give the assignment a name. 

HINT:  Ensure that the name is consistent when you refer to it elsewhere. 

In the Summary box, add the details that are needed for a student to complete the 

assignment.   

Here you should include the topic/s, instructions, word length, and limits on format or 

file type. 

HINT: Do not add due date here. 

You can choose to 

 

 HINT:  This will not be helpful if there is a long list of instructions. 

2.2 Submission Type 

Select  

 

The default is file upload. 

 

In most circumstances the default, File Upload, will be appropriate. 
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If you have a group-based assignment, you may want to choose more than one part.  

If you do this, you will need to add instructions for each part (see 2.4 below). 

And note that the default is likely to be quite sufficient in 

most circumstances. 

 This allows the file to 

be checked where possible – it allows students to upload files in a wider variety of 

formats, such as Word documents, pdfs, and even PowerPoint files.  

 This is the default and 

allows students to see the originality report.  It is the default so that students can 

learn from the process. 

In most cases, the above is all you will need to consider on this page. 

Please leave 

 

2.3 Grade 

The defaults in this section should not need adjusting.  (To change grading and 

weighting of Assessment Tasks in your unit, go to Unit Administration then select 

Grades.) 

2.4 Setting Start, Due and Post dates. 

These are found under the heading 

   

(If you have set up multiple parts, there will be multiple parts here.) 

 Start Date (that is the date from which Assignments will be accepted).  This 

will default to the current date and time.   

Note that from this time, Students will see the 

 notice on their 

home page. 
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 Due Date (the due date, but note that the time and date will be one week 

hence from when you set this up.   

THIS IS A DATE THAT MUST BE COMPLETED CORRECTLY.  (Note that 

00.00 is the start of the day.) 

If you wish to set the due date at the end of the day, please select 23:59. 

 Post Date is the date from which students will be able to access this task to 

see if marks are posted.  Marks posted before this date will NOT be visible to 

students until this date.  [NOTE:  You will be able to mark papers after this 

date.  You should not normally change marks that have already been 

recorded after this date.] 

2.5 Originality Report Options 

Most of the settings that are under this heading can be left at their default values. 

 

 

 This should not be changed, since this is University Policy 

 allows three choices: 

 

The middle of these is the default, to contribute to the learning process. 

This allows students to submit early, see their originality report, and then, if they wish, 

to resubmit the paper.  After the due date, students will not see the originality report 

if they resubmit. 

If a student resubmits before the due date, there will be a delay in their access to the 

new originality report (this is now set out for you as a reminder). 

 

If a student chooses to resubmit, they will get a warning like this: 
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Unless the assignment submission is likely to contain sensitive material, please 

leave the defaults for paper checking: 

 

This will then identify if any student (at any institutions using Turnitin) submits a 

paper the same as this one subsequently. 

Check against 

The next three items tell Turnitin what to check originality against. 

The defaults will be appropriate in almost all settings: 

 

The next three defaults are probably self-explanatory: 

 

The first asks that the Bibliography not be included in the originality check – it will 

almost certainly come up as a copy of material found elsewhere, since others will 

have cited the same material. 

The second requires that Turnitin also check what is in inverted commas. 
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The third can allow exclusion of small phrases.  This is not considered to be a help to 

us. 

2.6 Adding a marking rubric 

From 2016, Turnitin 2 makes adding a marking rubric considerably easier.  It can be 

done at this point (or you can return to edit the Assignment and add it later). 

If you choose  then you can develop a matrix (or 

enter one from previous paper copies) or you can chose  to import (or 

export) rubrics. 

Setting up rubrics is the topic of a whole training session, but here are some key 

points: 

1. Assess what matters 

2. Include the relevant Unit Learning Outcomes that the task assesses 

3. Ensure that the rubric communicates expectations to students 

4. Test the rubric to see that it helps you provide clear feedback to students 

When you set up a Rubric, your students will be able to see it.  Thus, its design 

should identify what is important to them to get right in the assessment task, and 

should indicate on what basis they will be assessed/graded. 

2.7 Other Settings 

The other settings are standard for all ARK  items. 
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When you have completed these settings, you should select: 

 

This will allow you to check the settings you have chosen. 

If you choose 

 

You will be taken back to the page you have just left. 

 

 



3 Uploading a student assignment 

Whilst teachers CAN upload tasks for students, it is discouraged. 

The task is effectively the same as for a student uploading an assignment, except 

that a student can only upload a paper on their  own behalf.  A teacher may upload a 

file for any member of the class: 

Select the Turnitin 2 task from the Unit page. 

You will see a page like this: 

 

To submit for a student, choose the icon like an arrow to the cloud  next to that 

student’s name. 

This will give you a dialogue such as the student sees when they submit: 
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The page will return with a message indicating successful upload, such as: 

 

4 Checking what papers have been submitted 

By selecting the Turnitin 2 task from the unit page you will see what has been 

submitted.  You can email student who have not submitted from this page. 

 

You can download a paper  or refresh the paper (updating marks and 

comments, for instance) by selecting  or delete it (DANGER!)  If you try to 

delete a paper, you will get this message: 

 

 

Note that you can SORT this page,  using the   next to each heading.  When one 

of these is selected, it will appear like this, indicating the order of the sorting: 

 or  



5 Home page Turnitin Alerts 

Where a student has a Turnitin Assignment for which the start date has passed and the due 

date is still in the future, an alert like this will appear on the home page under the unit 

name/link: 

 
 

When the student clicks this link, they will have a summary of all Turnitin tasks in the unit: 

 
 

When a teacher clicks this link, they will have additional information, usefully a record of the 

number of submissions made to date: 

 
The hotlink in the fuller notification will take either student or teacher to the assignment 

within the unit. 
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6 Assessing papers 

This outline demonstrates the use of the tools in Turnitin, rather than the option of 

downloading the paper to the marker’s own computer. 

Choose the assignment from next to the student’s name,  

 

6.1 feedback studio 

This opens a new browser window/tab labelled  

. 

On your first visit to feedback studio you will be offered a tour.  It is useful to 

take the tour. 

6.1.1 Choosing what to see in feedback studio 

 
The Active Layers icon allows you to choose to see either, both or none of the two layers 

over the submitted work: 

 

6.1.2 Seeing the Originality or Similarity score (Match Overview) 

Select the Similarity Layer (as above) or by toggling it directly: 

 (or above the red icons, if the Active Layer is not selected.) 
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By selecting the Similarity Active Layer, you can see the percentage of material that 

is duplicated from/in other sources: 

 

6.1.2.1 Case 1: The whole of the work copied: 

For instance,  

indicates that 100% of the paper has previously been submitted. 

With the Similarity Active Layer turned on, it can be seen that this indicates the 

resubmission of a paper either already submitted by another student, or by this 

student in another unit, course, or institution.   
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Here it is identified as from MCD Uni.  You can see this by either: 

Clicking on  on this page, or clicking on the  (all sources) icon. 

The latter of these shows all sources from which material is drawn, by order of 

percentage, in the right hand column: 
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Selecting one of the listed sources  

  

then shows the material from that source: 

 

Click on any of the red dots next to the highlighted text to go to the cited source. 

6.1.2.2 Case 2: Parts of the work copied from other sources. 

A more typical (we hope!) paper, will yield a report such as this, using the general 

Match Overview view: 
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6.1.3 Checking proper citation of sources 

Choosing All Sources will allow you to see where the same material is found in 

different places: 

Selecting will list all sources in order of percentage which are the same. 

Note that the total percentage copied may not be the sum of these, as some material 

may be found in multiple sources: 

 



ARK Turnitin Manual v2.0 Page 20 

The paper itself will be highlighted to show the material. 

 

If the materials highlighted are properly cited, then the student has done a proper job 

of referencing.  If not, then there is either sloppy referencing or potentially plagiarism 

involved. 

This allows for fuller checking of the paper and its accuracy of citation. 

Note that you can choose to  

 

This may be useful for Biblical material, or common source material, such as Creeds. 

6.1.4 Other Options 

If you choose this icon: 

 (found at the bottom of the right hand column) you can reset the filters that 

you put in place when you set up the assignment, for this paper. 
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6.1.5 Commenting on submitted materials 

By selecting the Grading Active Layer, you can start to add comments to the 

assignment. 
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Clicking anywhere on the assignment allows you to add comments, by bringing up a 

selection of options over the text: 

 

 lets you add a QuickMark 

 lets you add a comment 

 lets you add an in line comment 

QuickMarks are comments that are generic, or ones you have written before and 

have stored for future use (all of us have comments that we use over and over!) 

 

Here the QuickMark is called “Adverbs”. When a student clicks it they see it 

expanded. The marker can add further comment to generic QuickMarks. 

You can see all the QuickMarks by selecting  

This will bring up a list of QuickMarks that exist in this document and that can be 

used in this assessment. 

You can make a more substantial comment (and can save it for future use). This will 

appear to the student as: 

 (above, or beside the text). 
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When clicked, the comments bubble opens up: 

 

Note that there are further QuickMark sets: 

 

6.1.6 Providing Voice or Text feedback 

Select  at the right of the page, and you can either record a voice comment 

or add a text comment. 
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6.1.7 Recording a Grade 

Once you have decided on a mark out of 100, you can record this at the top right in 

GradeMark: 

 

Enter the number and press return/enter on your keyboard. 

Once you have done the marking you want, you can simply close the browser 

window or tab, and the data will be updated in the Turnitin Task in your unit. 

Once this is recorded, it will appear in the Submission Inbox: 

(Here the task has been awarded 55%) 

 

You can edit your comments and your mark by selecting the pencil next to the Grade 

 

Note that in feedback studio you can move to the next or previous) assignment to be 

graded using the direction arrow at the top of the page. 
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6.1.8 Revisiting your comments or mark 

Note that before the post date, you can return to the comments and mark and can 

update either. 

Whilst you can update at any time, doing so after the post date is likely to raise 

issues for teacher and for student. 

6.2 GradeMark 

Prior to feedback studio, the grading process could be undertaken through 

GradeMark.  You can revert to this form (whilst the option remains) by selecting 

 from the bottom of the feedback studio page. 

The following instructions relate to GradeMark. 

At the top of the page, are three choices: 

 

Unless PeerMark has been chosen in the setup, only the first two will be active. 

 

Selecting  gives a report indicating various details, such as the 

percentage of the paper that is found to be in other sources 

6.2.1 Interpreting the Originality or Similarity score 

At the top of the Originality page is a similarity score. 
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This result indicates the resubmission of a paper either already submitted by another 

student, or by this student in another unit, course, or institution.  Here it is identified 

as from MCD Uni. 

The match overview toggle allows you to see the aggregate ( ) or the details of 

the components ( ). 

 

A more typical (we hope!) paper, will yield a report such as this, using the general 

Match Overview view: 

 

 

 

The paper itself will be highlighted to show the material. 
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If the materials highlighted are properly cited, then the student has done a proper job 

of referencing.  If not, then there is either sloppy referencing or potentially plagiarism 

involved. 

6.2.2 Checking proper citation of sources 

Choosing All Sources will allow you to see where the same material is found in 

different places: 

 

 

Highlighting a source will identify it in the paper: 

 



ARK Turnitin Manual v2.0 Page 28 

 

This allows for fuller checking of the paper and its accuracy of citation. 

6.2.3 Other Options 

If you choose this icon: 

 (found at the bottom of the right hand column) you can reset the filters that 

you put in place when you set up the assignment, for this paper. 
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You can also view the report in a Text-Only format  

You may find this useful – it is worth checking out 

6.2.4 Commenting on essays 

By selecting , you can start to add comments to the assignment. 

 

Clicking anywhere on the assignment allows you to add comments: 

 

You can make a more substantial comment (and can save it for future use) by 

clicking on  

 

 

You can enter your comment, and if it is one that you anticipate using often, you can 

save it as a new QuickMark comment. 

 

You can also enter a pre-existing QuickMark comment – whether native to 

GradeMark or one you have created. 

In this case, select the text in the paper where you want the comment to refer to, and 

choose one of the comments: 
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Note that there is a menu to select other comments:  

 

This gives a choice of these standard sets: 

 

 

6.2.5 Providing Voice or Text feedback 

Select  at the bottom right of the GradeMark page, and you can either record 

a voice comment or add a text comment. 
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6.2.6 Recording a Grade 

Once you have decided on a mark out of 100, you can record this at the top right in 

GradeMark: 

 or    (Enter the number and press return/enter on your 

keyboard). 

Once you have done the marking you want, you can simply close the browser 

window or tab, and the data will be updated in the Turnitin Task in your unit. 

Once this is recorded, it will appear in the Submission Inbox: 

(Here the task has been awarded 55%) 

 

You can edit your comments and your mark by selecting the pencil next to the Grade 

 

Note that you can move to the next assignment to be graded using the direction 

arrow at the top of the page. 
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6.2.7 Revisiting your comments or mark 

Note that before the post date, you can return to the comments and mark and can 

update either. 

Whilst you can update at any time, doing so after the post date is likely to raise 

issues for teacher and for student. 

7 Further help 

Note that there are  many resources to help with Turnitin 

 From UNSW on marking Moodle Turnitin Assignments 

http://teaching.unsw.edu.au/moodle-staff-turnitin-mark-assignments 

 From Turnitin.com 

 And from the many resources on YouTube. 

8 Advanced options 

Turnitin and feedback studio (and GradeMark) allow many further features. 

Users are encouraged to explore and to share their experiences. 

 

 


