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Chapter 1 :Getting Started Section: Introduction

Introduction

Welcome to Turnitin. Turnitin provides plagiarism prevention services, class
management tools, and paperless digital grading products to educational institutions
around the world.

This user guide provides thorough explanations of the features and products found in
the Turnitin website that are available for use by instructors.

Turnitin provides plagiarism prevention services, class management tools, and
paperless grading products to educational institutions around the world.

Turnitin products that may be available based on the purchase made by an institution
include:

e Plagiarism Prevention - submitted papers are compared for matches or similar
text to information in available databases used by Turnitin. The results of this
comparison are made available in the easy to read format of the Originality Report

e GradeMark digital assessment - student submissions are digitally marked and
reviewed by the instructor in a paperless environment. Students are then able to
view the results by logging into their Turnitin user profile

e Peer Review - student submissions are assigned to peers for review based on a
series of topic and metric questions created by the instructor. Peer reviews can be
anonymous or attributed.

e GradeBook - an online tool allowing instructors to track student performance in a
class and provide this information to students

Creating a User Profile

All users on the Turnitin system must create a user profile. If the user has previously
registered on Turnitin, is an account administrator, or received an e-mail that
indicates having been added to an account this section can be skipped. Users with
existing profiles should skip to the Logging In section of this chapter.

If the user is new to Turnitin and has not been added to an account by the account
administrator, a user profile must be created. To create a user profile, the account
ID number and account join password are required. This information is needed to
authorize a user to join the Turnitin account.

Note: The account ID and account join password may only be distributed by
the Turnitin account administrator for an institution. Users wishing to access
Turnitin must contact the appropriate personnel at the institution to receive
the account ID and join password. Account administrators may distribute this
data or may automatically enroll instructors via e-mail. Turnitin staff cannot
distribute this information to any user.
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To create a user profile:

1. Go to www.turnitin.com

Turnitin
2. Click on New Users above the login area | password? New Users
on the top right corner of the webpage
| I Annin | 'IEL

select whether you will be using the service as an instructor ora

3. Select instructor from the are you a
student or instructor? drop down menu
and click on Next

ire you a student or instructor? E select user type... LI

student
instructor
next b

Turnitin account/ class ID:

Turnitin join password:

D

4. Enter the account ID number and
account join password for the

institutional account and click on Next < previous |

D) |

4 previousd/rnm » | >

enter your password: |

confirm your passwaord: |“"‘““""“""“1 |

enter your email address: |

5. Enter the e-mail address to use as the
login for Turnitin and click on Next

6. Select a password for logging in.
The password must be six to twelve
characters including at least one letter

and one number. The password is case /b
sensitive. Click on Next to continue | 4 previous | next »

. it iom: | ‘What is your favorite book? )
7. Select a secret question from the pull .

. on answer: ST |
down menu and enter the answer. This

answer is case sensitive. Click on Next
to continue | 4 previous |
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To create a user profile:

your first name: |Er'g|ish |

your last name: ||r'stru|:tor |

| ‘ prﬂious |

8. Enter the user first name and last name
before clicking on Next

and notices.

Personal and noncommercial use limitation

9. To continue using Turnitin, the user This weh site is for vaur nerennal and nancammercial use. Yoo
must click on I agree to access Turnitin

I disagree -- cancel profila 1 agree -- create profile

10. To go directly to Turnitin, click on log
in to Turnitin. The user may also decide log in to Turnitin e
to click on start wizard to access the
class and assignment creation wizard

11a. If the user has clicked on Log in to
Turnitin, the instructor homepage is
shown and the user can continue to
Creating a Class

wnroll in the class(es) you create, and submit papers to assignme
r. Please enter a name for your first class.

11b. If using the class and assignment
creation wizard is being used, follow enter your class name:  [American Literature] |
the instructions to complete a quick

class and assignment for immediate - @
1 previous |
use

Logging In

To begin using Turnitin, you must first log in. During login a cookie will be set on your
web browser to allow Turnitin to authorize your access during use of the site. Please
ensure that the web browser program you are using will allow the cookie to be set by
our site, www.turnitin.com. Please refer to the help or support information for your
web browser for more information on allowing cookies.

If the instructor is logging into a profile using a temporary password received via
e-mail, the system will require a confirmation of the user information. New users
must also set a personal password and secret question/answer information. The new
password that is set by the user will replace the temporary password and will be
required for all future login attempts.
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To login to Turnitin:

1. Go to www.turnitin.com

turnitin

Plagiarism Prevention
Peer Review
GradeMark
GradeBook

Only at Turnitin

E-Mail: @yourschool.edu  Passwor P et [Login ] off

2. At the top right, enter the e-mail

with the instructor user profile

address and password associated

Login Page Forgc

E-Mail: @yourschool.edu Passy

student homepage

3. Click the Login button to log into the

Login Page Forgot Your Password? New Users

A [m]@

Iyourschool.edu Passwor

Note: To use a Secure Socket Layer (SSL) connection, select the lock icon
from the drop down menu to the right of the login button. To disable SSL
connection, select the opened gray lock icon from the drop down menu.
Before using a SSL connection, please ensure your browser is set up to enable
SSL protocol. For assistance, please check your web browser help documents
or consult your local computer technical support staff to ensure this option is

available.

ur Password? MNew Users

: [ Lugin

r Password?

EExEEEEE

MNew Users

l Logi ‘

Resetting Your Password

If a Turnitin user password is forgotten or the initial user welcome e-mail is not
received, the password can be reset via secret question or e-mail. To reset a
password via e-mail, the user information must contain a valid e-mail address.
Turnitin cannot send password reset information to any other e-mail.
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E-mail password reset:

1. Go to www.turnitin.com

turnitin

2. Click on Forgot Your Password? above
the Password field

1 Page

Forgot Your Password? New Use

~hool.edu [ Login |

3. Enter the e-mail address associated with a
Turnitin user profile and click on next

Password: [*dk
>

do not know the emall address associated with your Turn

int, consult your instructor or administrator, who can advise yo
address. Please note Turnitin cannot release your email addres:
rstances.

4a. Either select the secret question for the
user profile and enter the answer in the
field provided and click next

secret question: | Please select a secret question -

gquestion | |
answer:

4b. Or if you do not know the secret
question/answer set for the user profile,
click the link below labeled click here to
have a link to a password reset sent via
e-mail

5. On the password reset page, you must
enter a new password and log into
Turnitin using the e-mail and new
password for your profile

L b ML e Lan s e marwed e ey e

S e
t one letter and one number (for added security).

enter your password: | |

confirm your password: | |

6. Use the e-mail and new password for this
user profile to log into Turnitin

Login Page Forgot Your Password?

£-Mail: @yourschool.edu Password:

AWarning: If you do not receive the e-mail containing the password reset link,
make certain that the e-mail service is not filtering this e-mail from noreply@
turnitin.com to spam or junk mail. Add noreply@turnitin.com to the e-mail
contact list or contact your e-mail service for more information on ensuring
this important password reset e-mail is able to be received.
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The Instructor Homepage

After logging in the instructor user is brought to the homepage. The instructor
homepage provides access to many Turnitin features. The instructor homepage lists
the accounts and classes the instructor has created and any class sections which the
instructor has been assigned as the Teaching Assistant (TA) for.

If no accounts are listed, please see Joining An Account in the next section.

My Classes

The my classes link leads back to the instructor homepage list of all accounts and
classes controlled by the instructor.

User Info

A user profile contains personal information and user preferences. Click the user info
button on the system bar to open the user profile options. The user information area
is separated into two sections: personal information and user preferences.

T —
my classes | usar info ’ usir type m

Personal Information

In the personal information section of the user information page a user is shown a
number of fields, many of which are optional and can be filled at the discretion of the
user.

There are required fields which are listed here:
User name (e-mail)

Password

Confirm password

Secret question

Question answer

Last name

First name

All other areas of the personal information section are optional.
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User Preferences

The user preferences section of a user profile affects how information within the
profile account is presented and sets defaults for commonly used functions. User
preferences include:

o default user type - select the type of user access to default to upon login

o default submission type - select a default submission type: file upload, bulk
upload, or cut and paste

items per page - select the number of items you would like displayed per page

show page info - toggles the info messages at the top of each page on and off

send me e-mail updates - choose yes to receive e-mail updates from Turnitin

use homepage link - choose yes to create a homepage link. To set up a link, enter
a link name and URL below.

default language - select the language in which Turnitin will display by default for
this user when logged in

Changing User Types

A single user profile can access multiple roles on any Turnitin account. This
includes instructor, student, and administrator functions. To access the student
or administrator homepage, you will need to change your user type. For more
information on using the system as a specific user type, please refer to the
corresponding User Guide.

Messages and Announcements

To view important Turnitin messages and announcements, clicking on the messages
button on the system bar.

TR
om0 s i

An exclamation point to the right of the messages button indicates if there are new,
unread messages or announcements.

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Instructor Handbook: Chapter 1.11




Chapter 1 :Getting Started Section: Knowledge Base

A Warning: Urgent notifications may appear both on the messages page
and on the Turnitin user homepage. These include messages announcing
scheduled downtimes.

Information and Assistance

The help button on the system messages bar allows a user access to the online
resources available for assistance with Turnitin. We provide user manuals, training
videos, and knowledge base access to our users as well as a site key.

Knowledge Base

The knowledge base is an area we have created for our users to search for help or
information on specific aspects of using Turnitin. Frequently updated lists of the most
common questions we receive are also available.

User Guides

The user guides area links to a resource page providing downloadable versions of any
of the Quick Start Guides and User Manuals for Turnitin. These documents come in
PDF format.

Training Videos

Turnitin training videos allow institutions to reduce training time in the implementation
of Turnitin. We provide new user videos for all user types, as well as in depth videos
for specific products.

Join Account & Join Account(TA)

The join account and join account(TA) links allow an instructor to join an additional
Turnitin account. Turnitin accounts may be separated by the institutional administrator
into Departments or Campus level groups. Some instructors may need to join multiple
departmental or campus accounts or may be employed by multiple institutions.

'ib T b - a class, click the add a class Iink.Todisplal

w‘:uum | Join accaumw
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The account ID and account join password for each account are required to add an
additional account to an instructor’s homepage.

To add a new section type class to a master class set, the instructor must have the
master class ID and TA join password for the master class. This is available to the
master class instructor.

Creating classes on Turnitin

The creation of a class or classes on the Turnitin system is the first step in allowing an
instructor and students to access and use the services available at their institution.
Most instructor and student activity on Turnitin occurs within the class or classes
created by an instructor.

The class is used by the instructor to organize students and student submissions
into groups. A single class may be used for multiple courses but is typically not
recommended due to the additional challenges this can create in organization.

A class and its assignments are fully available to the instructor between the date of
the class creation and the selected expiration date. Once a class has expired, the
information and assignments in the class are viewable but no new submissions or
assignments may be made. The instructor is capable of extending the expired class to
reactivate it.

New classes should be created each semester or school year when a new group of
students is in a course. Assignments can be easily imported to a new class using the
directions under the Libraries section of this user guide. This allows users to easily
add assignment sets in a new course.

To create a class:

1. Click the add a class link on your
instructor homepage

Gs claﬁﬂm\«: @

T stats updat:

2. On the next screen enter the following

information:
o the name for the class
« the class enrollment password

class name: lﬁ.mericar' Literature |

enrollment password: ||:la,55pa,55123 |

class start date:  September 4, 2007

3. Select the end date for the class. Once
the end date has passed, the class will
not be accessible for submissions unless
the class is reactivated.

R e —

:students view their own Originality Reports for all paper ’v

simmmnnntn o thin alaee

4. If the instructor would like students to
be able to view Originality Reports on
their own submissions, select yes from
the drop down menu

lity Reports for all paps: m
no
3 ]
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To create a class:

5. Click submit to add the class. Class
information will be displayed in a - "»
pop-up window containing the ID and

enrollment password for confirmation

Expired Classes

Every class created on Turnitin has an end date. When the end date is reached, the
class expires and is limited to read only access. The students and instructor will no
longer be able to submit papers or peer reviews, create assignments, or mark any of
the papers using GradeMark.

When a class expires it no longer appears on the active classes list. To view expired
classes only, select expired from the show pull down menu on the Turnitin instructor
homepage. The all classes option available on the same pull down menu will list both
active and expired classes.

Reactivating an Expired Class

An expired class can be reactivated only by the instructor. The update icon can be
used to reactivate the course by giving it a new end date. From the class update
screen the instructor can change the end date of the class. Once the end date has
been changed, the instructor must click on submit to save the new end date and
reactivate the class.

( update standard class |

class name: [American Literature |

enrallment password: ||::la,55pa,55123 |

class start date: September 4, 2007

class end da 008 v
Let students view their own Originality Reports for all paper |

Creating Assignments

All submissions by students are made to assignments in a Turnitin class. Assignments
for a given class are created, displayed, and modified from the class homepage. To
reach the class homepage, the instructor must click on the name of the class.

Note: An instructor with GradeMark or GradeBook available will be required
to set a post date on an assignment. This post date and time must be after
the start date and due date of the assignment.
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To create an assignment:

1. Click on the create a new assignment . ey
link on the class portfolio ereste o new sssignment ]

T

2. On the next page enter the following

information: create a new: | paper assignment ;I
assignment title
(optional) point value for GradeBook e |
users) point value: [ |
.(optiona.tl) special assignment Sep ~][20 =][2007 ] ot |
structions
3. Select start and due dates for the

assignment. Specific times are also @ o

' p vI 20 vI 2007 vI
selected. Students are only able - . = — %
to submit once the start date and [Sep_~l2r <][2007 =][3
time has passed. After the due date post date: [Sep ~][28 ][2007 -][FF

and time, students will be blocked
from submitting papers unless late
submissions are enabled

enter special instructions (opticnal):

3a. GradeMark and GradeBook users must stort date: [Sop (20 <] [2007 <] [m
select a post date for the assignment.

The post date determines when marked 2 E
papers or grades will be available for o I EIE Elie.
student view. The post date must come
after the due date of an assignment

enter special instructions (opticnal):

Would you like to select a rubric set? | no

4. Select whether the assignment
will create Originality Reports for -
submissions. The default is yes Show advanced assignment options? N0, this I

Generate Originality Reports for submissions? E Es.

5. Click submit to finalize the assignment.
It will appear on the class homepage.
(Optional) The user may continue to
the next step - Advanced Assignment
Options - to select additional
information before submitting the
assignment
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Chapter 1 :Getting Started Section: Advanced Assignment Options

Advanced Assignment Options

When creating a paper assignment the user may select to view and change any of
the advanced assignment options. The advanced assignment options are viewed by
using the Show Advanced Assignment Options? pull down menu at the bottom of the
assignment creation or assignment update page.

Generate Originality Reports for student submissions: | immediately (first report is final)

Allow submissions after the due date?

Allow other papers to be checked against submissions?

|v student paper database
Compare submissions against these search targets: I-.-'_ current and archived interne
|« periodicals, journals, & public

‘Would you like to save these options as your defaults for future assignments? EEI

Advanced assignment options are listed and described below. When an advanced
assignment option is changed the user may also select whether or not this change
should be the future default for any new assignments created. This allows the user to
automatically create all new assignments with their preference of advanced options
rather than manually selecting the advanced options for every new assignment.

Available Assignment Options

Generate Originality Reports for student submissions -

e immediately (first report is final) - Originality Reports for all submissions will
be generated immediately. Students cannot resubmit papers. Submissions must be
deleted by the instructor to enable resubmission.

e immediately (can overwrite reports until due date) - Originality Reports for
the initial submission by each student user to this assignment will be generated
immediately. Students may resubmit as often as the student wishes until the
assignment due date. Originality Reports for the second or subsequent submission
will require a 24 hour delay before the Originality Report begins processing. Only
the latest submission is available to the instructor or student. Previous versions
are removed. Student submissions will compare against one another within
the assignment on the due date and time, which may result in a change in the
Originality Report similarity index and results at the due date and time. This option
is typically used when students are self-reviewing and revising their submissions
and able to view the Originality Report. No resubmissions after the due date and
time of the assignment.
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e on due date - Originality Reports will not be generated for any submission until
the due date and time of the assignment. Students may resubmit as many times
as needed until the due date and time without receiving reports. Resubmissions
may not be made after the due date and time of the assignment.

Late Submission

An instructor can enable submissions after the due date and time. To enable late
submission, use the drop down menu next to Allow submissions after the due date?
and select yes. The default setting is no. When enabled, students will be able to
submit papers after the due date and time has passed as long as that student has not
already submitted a paper to the assignment.

Student submissions after the due date and time will be marked with red text in the
date column of the submission in the assignment inbox. A student cannot overwrite a
submission past the assignment due date and time, even if the late submission option
is enabled.

Note: Students self-enrolling in a course may accidentally enroll multiple
times. Check to ensure that student names are not duplicated on the student
list for the class. If there are multiple listings for a single student, the
instructor may block or drop the extra student profiles to prevent confusion.
Submissions made by dropped profiles will no longer be viewable by the
instructor. See the Managing Students section of this manual for more
directions on removing students from a class.

Generate Originality Reports for student submissions: |_imrrra-::| itely (first report is final)
Allow submissions after the due dai@? | no Ti

Allow other papers to be checked against submissions? | yag v

[« student paper database
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Database submission

The allow other papers to be checked against submissions? option determines wheth-
er papers submitted in the assignment are saved to the student paper database. The
default selection of yes allows other submissions to compare against papers in this
assignment which helps to prevent and detect collusion or re-use of submissions.

If the instructor would like to prevent papers from being stored in the student paper
database for later use in Originality Report comparisons, no should be selected from
the pull down menu. Any assignment that does not allow student papers to be stored
in the database cannot have the student paper database as a search target. In such
assignments, the instructor must de-select student paper database from the search
target list.

Allow submissions after the due date?

Database Sources for Similarity Reports

The instructor is able to select the available database sources to compare submissions
in the assignment against. This allows an instructor to disregard a source type if the
comparison against this type of source is not needed.

The available search targets are listed next to Compare submissions against these
search targets: The targets with a check mark are those that will be searched. To
remove a search target database, click on the check box to remove the mark. Clicking
on an empty selection box next to the database will re-add the database as a search
target. This selection will not alter any currently generated Originality Reports or
Overall Similarity Index scores.

®3tudent paper database
Compare submissions against these search targets: @u rrent and archived internet

®Brind icals, journals, & publicatii

LiE Ll Ll Y e . o - | i ke i o E

Search targets
Currently available search targets are:

e student paper database - works previously submitted in classes and assign-
ments on Turnitin

e current and archived internet - a database of archived and live publicly avail-
able internet pages containing billions of pages of existing content and tens of
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thousands of new pages added daily

e periodicals, journals, & publications - third party periodical, journal, and pub-
lication content including many major professional journals, periodicals, and busi-
ness publications

Changing Advanced Assignment Option Defaults

If any changes have been made to the advanced assignment options, an additional
option will be available at the bottom of the options panel. The instructor is asked
Would you like to save these options as your defaults for future assignments? Select
yes to have all future assignment creations use the advanced assignment options that
have been selected as the default setting. Select no to continue with the previous
default advanced assignment option settings.

The default settings can be changed at any time when creating a new assignment or
updating an existing assignment.

pare submissions against these search targets:  |v current and archived internet
I« periodicals, journals, & publications

Would you like to save these aptions as your defaults for futura aﬂignma

Revision Assignments

Student users can only submit one paper per assignment. If the instructor wishes
students to submit multiple drafts without overwriting the previous drafts, the
instructor can create additional assignments using the revision assignment type.
Revision assignments are duplicates of the ‘parent’ assignment’s advanced options
and standard settings, but may have new start, due, and post dates. The revision
assignment may have a different Generate Originality Reports for student submissions
setting. The instructor may also select a different set of optional special instructions,
or assign a different point value.

Creating revision assignments:

1. From the class home page, click on @ new asgign
create a new assignment _

B T

2. From the drop down menu labeled
create a new: select revision a new: | revision assignment “
S e g

assignment

aper assignment: | assignment 1: Personal Essay 13
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Creating revision assignments:

create a new: | revislon assignment

3. From the pull down menu labeled

based on paper assignment: select _
the assignment this revision should be bmseclon paper assignment: | 22signment LEm
point value: assignment 1: Person

based on assignment 2: Book F
asslgnmenl 3: Review

n paper assignment: | assignment 1: Pe

4. (Optional) Enter a point value for the point value{_| j

revision assignment

5. Select the start date, due date, and (if :
available) post date for the assignment. | St=rtdste: [Seo_x[[20 »][2007 ~] "’

Select an option from the Generate due date: [Sep v[|27 ~[[2007 | |
Originality Reports for student post date: [Sep ~|[28 ~][2007 ~] :

submissions: drop down menu

g iy SO Oy S Sy B

[ L= T - M

enter special instructions (optional):

6. (Optional) Enter any special assignment
instructions

7. Click on submit to save this revision
assignment. Revision assignments
appear as sub-assignments (1a, 2a, 3b)
on the class home page for instructors

Getting Your Students Started

Once a class and assignment have been created the instructor or students are ready
to begin submitting papers and using Turnitin. If the instructor is planning to do the
submissions of papers, please skip to the next section, Submitting Papers.

A Warning: It is strongly recommended that students submit papers
themselves. This will save time and enable the use of the Peer Review,
GradeMark or Gradebook products.
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Enrolling Students

Students must be enrolled in a class to submit papers, access grades, or access peer
review assignments. Students can self-enroll by creating a user profile using the class
ID number and class enrollment password. The instructor can enroll students in a
class one by one or by uploading a list of e-mails and student names.

If the instructor chooses to add students to the class directly, each student added to
the class will be automatically e-mailed a temporary password and login information.
If the e-mail address entered when adding a student is not valid, the student will not
receive an e-mail. For this reason, students who do not possessxs valid e-mail ad-
dresses must enroll themselves using the class ID and enrollment password.

Having Students Enroll

Students self-enrolling into a Turnitin class must have the numeric class ID and
the case sensitive class enrollment password. This provides a student user with
authorization to access the class on Turnitin.

To confirm the class ID and enrollment password, click on the class stats icon on the
Turnitin instructor homepage. The class ID and enrollment password are displayed as
part of the class statistics.

If needed, the instructor can change the enrollment password to remove accidental
capitalization or spaces that may be causing student enrollment issues. Changing the
enrollment password after student enrollment is completed also prevents students
with forgotten passwords from enrolling multiple times and causing confusion.

To change the enrollment password, click on the update icon for the class on the
Turnitin instructor homepage. Update the enrollment password and click on submit to
save the change.

For step by step student oriented instructions or student self-enrollment information
please view the Turnitin Student User Manual, Student Quick Start Guide, or Student
training video.

Enrolling Students Manually

An instructor may add students individually to the class. The instructor must provide
first name, last name, and e-mail address for the user. A welcome e-mail will be sent
to the student being added to the class.

If the e-mail address provided already exists on a user profile on Turnitin, the user
welcome e-mail indicates only that the user has been added to a class as a student.

If the e-mail address provided by the instructor has never been used to create a
Turnitin profile before, a new user welcome e-mail is sent. The student is provided
with a temporary password for logging into Turnitin to complete the user profile.
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Enrolling students one by one:

iz your class homepage. Click the create ;

1. From the class homepage click on the n to subm'rt),pa-per.-\

students tab to open the student list for | ,ge hu"(n students »&r review

the class \/

2. Click the add student link @

3. Enter the required information - the
student first name, last name, and
e-mail address

first namae: ]\ |

last name: | |

emajl (user nameal: J/ |

4. Click submit to enroll the student. A
welcome e-mail will be sent to the user.

Enrolling Students From a List

An instructor may upload a student list to add to a course. The student list must be
one hundred (100) entries or less. Larger classes may be separated into multiple lists,
each of which can be uploaded individually.

The list must be a Microsoft Word, Microsoft Excel, or plain text (.txt) file. The first
name, last name, and e-mail for each student must be provided. The formatting must
be as follows:

o Microsoft Word or Plain Text:
John,Doe,JDoe@schoolname.edu

. Microsoft Excel:
John Doe JDoe@schoolname.edu

Once the student list is available, the list may be uploaded from the student page of
the class.
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Enrolling a list of students:

iz your class homepage. Click the create ;

n to subm'rty;:.per.—\
1. From the class home page, click on the
student tab IS5 hum€ students p)er review

N

2. Click the link for upload student list (add student )

3. Click the browse button and locate the |0 upioad: P
file containing the student list on the - )
. B
computer. For example lists, use the ( &l
click here link to see templates N —

4. Click submit to upload the student list
file

5. The student list will be displayed.
Check the displayed list for errors. To
submit this list, click yes, submit. If the |?submit? G“"““t %

incorrect file was selected, choose no,

. email a.cnnptedu
go back and select a different file for I Ve
step 3

6. Once yes, submit has been selected ool @:ﬂ@
the final screen will display the newly
enrolled list of student users. To return message
g 'e created a user profile for this student and
to the class student page, click the il macioit e,
return to students link
Jdent is now enrolled in your class.

Enrolilment E-mails

As soon as students are added to a class a confirmation e-mail is sent to the e-mail
address provided. If the student has an existing user profile, the confirmation e-mail
contains only notification of the new class enrollment. If the e-mail address was not
for an existing student user in the Turnitin system the confirmation e-mail contains a
temporary password and login instructions.

New student user profiles that have never logged in are indicated with a pink highlight
over the enrollment date to the left of the student name on the student list page.
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Re-sending New User Enrollment E-Mail

The instructor can re-send the welcome e-mail, including the temporary password,
to student users who have never logged into Turnitin. The instructor can also change
the e-mail or name information to fix any incorrect information in the event that a
student no longer has access to the e-mail address used initially for the user profile.

Students who did not receive the enrollment e-mails will need to check junk mail or
any other mail filters (such as parental filters on e-mail) and ensure that they are
able to receive e-mail from noreply@turnitin.com and helpdesk@turnitin.com before
the welcome e-mail is re-sent by the instructor.

Student users who have logged into Turnitin one or more times cannot have this
information reset by the instructor and must use the Forgot Your Password? link on
the Turnitin homepage.

How to Re-Send Welcome E-mail

An instructor can re-send welcome e-mails from the student list page of a class. To
reach the student page, click on the class name and then the gray student tab above
the assignment list.

On the students page, any students who have never logged in and completed the
information on the user profile will have a pink highlight over the date in the enrolled
column to the left of the student name.

Note: Students who do not have the pink highlight over the enrolled date
must use the Turnitin password reset system if the student has forgotten
or lost the password to the student user profile. This is accessible on www.
turnitin.com by clicking on the Forgot Your Password? link at the top right
corner.

To re-send the activation mail, click on the pink highlighted date to the left of the
student name.

eneolled > student name -

( 08:0407 ) New, Student
v

Check the user information and make any needed changes to this information. To
send the new user confirmation and welcome e-mail click on submit. A new copy of
the welcome e-mail, including temporary password, will be sent.

resend enrollment emaill and password

The student below has not yet logged In and completed their user profile.
This may be because they have deleted or not received their enrcllment email.
If you believe the email address for this student is correct, click submit and we will
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Submitting Papers

Instructors joined to a Turnitin account can submit papers using the four available
methods. Instructor uploads may be submitted by:

e file upload - a single file submission selected by the instructor.

e bulk upload - multiple files selected one by one. Similar to adding multiple at-
tachments to an e-mail

e cut and paste - submission of text copied and pasted into a Turnitin submission
box. May be used to submit from a file format that is not accepted. No images or
non-text information can be copied and pasted - only plain text can be accepted

e zip file - submit a standard zip file containing multiple papers. May contain up to
100MB or 1,000 files. Zip file uploads of significant size may require additional time
to complete

File Types and Size

Turnitin currently accepts the following file types for upload into an assignment:

Microsoft Word® (including Word 2007)
Corel WordPerfect®

HTML

Adobe PostScript®

Plain text (TXT)

Rich Text Format (RTF)

Portable Document Format (PDF)

The file size may not exceed 10.48576 MB. Files of larger size may be reduced in size
by removal of non-text content. Files that are password protected, encrypted, hidden,
system files, or read only files cannot be uploaded or submitted to Turnitin.

The zip file upload accepts up to 1000 files or 100MB of zipped information. A zip file
to be uploaded may not exceed either limit. Zip files should be checked to ensure only
usable file formats are included in the upload.

Note: PDF documents must contain text to be submitted. PDF files containing
only images of text will be rejected during the upload attempt. To determine
if a document contains actual text, copy and paste a section or all of the text
into a plain-text editor such as Microsoft Notepad or Apple TextEdit. If no text
is copied over, the selection is not actual text.

A Tip: Users submitting scanned images of a document or an image saved as a
PDF will need to use Optical Character Recognition (OCR) software to convert
the image to a text document. Manual correction of the resulting document is
highly recommended to fix any errors caused by the conversion software.
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Note: Some document formats can contain multiple data types. This includes
text, images, embedded information from another file, and formatting.
Non-text information that is not saved directly within the document will not
be included in a file upload. This includes references to a Microsoft Excel®
spreadsheet included within a Microsoft Office Word document.

Note: Users whose files are saved in a file type that is not accepted by
Turnitin will need to use a word processing program to save the file as one
of the accepted types. Rich Text Format and Plain Text file types are nearly

universally available in word processing software. Neither file type will support
images or non-text data within the file. Plain text format does not support any

formatting, and rich text format supports only limited formatting options.

A Warning: Users who are converting to a new file format will need to save

their file with a name different than the original. Any file should be saved with

a new file name when converting to plain text or rich text formats to prevent
permanent loss of the original formatting or image content of a file.

Submitting a paper by file upload:

1. Click on the submit icon to the right
of the assignment name on the class
homepage

L

submit

= ( )1}91}41}T 10-18

2. If needed, select file upload from the
submit a paper by: pull down menu.
File upload is the default submission
type for new users.

—————

:uhmﬂapipc@ file upload v! B

on behalf of a student will appear in the
student portfolio just as if the student
made the submission

author: | non-enrolled student
3a. Select an enrolled student name using
the pull down menu on the submission | author: [non-enrolied student
page. Papers submitted by an instructor | st name: A nen-e

rst, Etudnrlt {ﬂm‘tstudant@youmc ol

oole
New mudant{nawstudnnt@grcumchuulr
Sncond. Student (secondstudesnbfivo rs

st name:

iion title:

3b. The instructor may enter the first and
last name as a non-enrolled student.
A Warning: Papers you submit for non-
enrolled students cannot be graded or
marked for paperless return to students

author: | non-enrolled student

first namae: | |

last name: | |

ubmission title: | |
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Submitting a paper by file upload:

|

|

4. Enter the title for the paper. This field is i it | ‘\ﬁ,
required @

browse for the file to upload:

5. Click the Browse button and locate the
paper to submit MI
6. Click submit to upload this file

7. Once the paper has been uploaded, the
following page asks for confirmation of
the text of the paper. Review the text to
confirm the correct file was selected.

Iz this the paper you want to submit?

8. To complete the file upload, click on

yes, submit at the top of the page. If the .
wrong file was loaded, click on no, go e ﬂ'hm'tv . go back
back and re-submit with the correct file. )

9. Once the submission is complete a Turnitin digital receipt paper title: My Finz
digital receipt is displayed. The paper e paper id: 483377
ID on the digital receipt is a unique ( ) \ R
number assigned to this submission. \_/

Cut and Paste Submissions

The cut and paste submission option allows users to submit information from non-
supported word processors or file types, or to only submit specific parts or areas of a
document that may need an Originality Report generated.

Please note that only text can be submitted via the cut and paste method - any
graphics, graphs, images, and formatting are lost when pasting into the text submis-
sion box.
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Submitting by Cut and Paste

1. Click on the submit icon to the right
of the assignment name on the class
homepage

—_— 1

inbax ,lﬂf'l'l'l'l\

start

= +3 09-04-07 10-18

2. Select cut and paste from the submit a
paper by: pull down menu. File upload
is the default submission type for new
users.

submit paper I:-;(E cut & paste vi ;

e

e e Dl e ol il n ol e e

3a. Select an enrolled student name using
the pull down menu on the submission
page. Papers submitted by an instructor
on behalf of a student will appear in the
student portfolio just as if the student
made the submission

submit paper by: | cut & paste

author:
t mame:

[ mame:

f non-enrolled student

non-enrolled student
First, Student (firststudent]
Last, Student (laststudentd

3b. The instructor may enter the first and
last name as a non-enrolled student.

Warning: Papers you submit for non-
enrolled students cannot be graded or
marked for paperless return to students

author: | non-enrolled student
first namea: |

last name: |

4. Enter the title for the paper. This field is
required

last name:

'IZ

cut and paste your paper:

5. Copy and paste the selected text into the
text box

Tip: To copy and paste text, highlight the
text to submit in a word processing or text
editing program and select copy from the
edit menu. To transfer the text into the
text box on Turnitin, click inside the text
box of the submission page and select
paste from the browser edit menu

SFLALRITN IS LI I

cut

and paste your paper;

6. Click on submit to submit the text. The
digital receipt will be displayed

submit »
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Submitting multiple papers using

bulk upload:
— -
1. Click on the submit icon to the right inbox due
of the assignment name on the class = ( ﬂ 09-04-07  10-18

homepage

2. Select bulk upload from the submit a
paper by: pull down menu. File upload =
is the default submission type for new i

users ing and then attaching themmr hmints. .
click on the attach button. Ea{:h ﬁlﬂ yuu aﬂ:ac:h will stack it

submit papes b

[N eS| R u'.nlﬂ.n‘ﬂ.'u Illﬂ.llj HGD gl W UI Lllluﬂ-ﬂlll'l_.r R LE a
formation (defaults are "anonymous™) and click on the ati
‘ant to uplead, click "submit" at the top right.

3. Click on Browse and select the first file ———

to attach to the bulk upload list | (Bmwse. >|

Ve currently accept document files of the following

20N, E3Cn The You amacn Wil STack I e 1apie e, W
4a. Select an enrolled student name using

the pull down menu on the submission | author: [ron-enrolied student

page. Papers submitted by an instructor first nON-enrolled student
on behalf of a student will appear in the | ™™ | st Student (firststudent@yourschoal.et

Last, Student (laststudent@yourschool.ed
student portfolio just as if the student New, Student (newstudent@yourschoolna
made the submission title: | Third, Student (thirdstudent@yourschool.

ymission Second, Student (secondstudent@yoursel

4b. Enter the first and last name as a
non-enrolled student. Not entering a
first and last name results in an author
name of anonymous

thor: [ non-enrolled student
first | |

A Warning: Papers you submit for non- me: | |
enrolled students cannot be graded or meinn ! '
marked for paperless return to students

5. Enter the title for the paper. If no paper

— N
title is entered, the title defaults to the | ' (|®* ™ saier /) |
file name for the submitted file — Y

6. Click the attach button to add the paper
to the bulk upload

6. Repeat steps 3-6 for each paper to
submit as part of the upload
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Submitting multiple papers using
bulk upload:

7. When all the desire files are attached,
click the submit button to upload the

batch of files

want, associate it with a

bmem semis bmsam mll s Fllom samaa |

Note: During a bulk upload, files can be removed from the upload by clicking
the red icon marked with an x to the far right of the file information. The user
will be prompted to click on Ok to remove the file, or cancel to keep the file in

the bulk upload.

Zip File Uploads

Instructors are able to upload a zip file of papers to a Turnitin assignment. The zip file

may be any size up to approximately 100MB and contain up to 1000 individual files. If
the zip file exceeds either limit it will be rejected.

Instructors uploading zip files are advised to ensure that no unacceptable file types
are contained within the zip file and to be careful of duplicate copies of the same file
within the zip file. Turnitin will attempt to detect duplicate or invalid files and warn the

user of any duplicate or unacceptable files.

file:

Submitting multiple papers in a zip

1. Click on the submit icon to the right

homepage

of the assignment name on the class

—_— =

inbox submit sta due

rt
o, 09-04-07  10-18

2. Select zip upload from the submit a

users.

paper by: pull down menu. File upload
is the default submission type for new

ressed zip files may contain up Tohed

2 wim fila mmass moed s smod 4 srasabarbaes TAla Acrramdths =

that will be uploaded

3. Click on Browse and select the zip file

pload: | —

N
B
rowse | /)

e
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Submitting multiple papers in a zip
file:

4. Click submit to load the zip file and view
the list of papers. A pop-up window
indicating download progress should be
shown fividual documents, and the size

5. Select the papers to submit by checking
or unchecking the include? check box | e ———
for the paper. For each paper being
included, the user may:

o select an enrolled student iIl the class ted files: 6 duplicate accepted files: 0 rejected
or submit as non-enrolled, giving first | student last name __first nam:
name or last name; =1l ||

« submit without first and last name, =l ||
which will default to anonymous | |

« submit with a paper title; =l I

« submit without a paper title, which will - '

default to the name of the file

6. Once the files to submit from the zip
file have been selected and (if needed)
assigned name and title information,

‘suit‘ suit

the user must click on submit to rejected files: 0
continue the upload of papers into the |, fistname prerey include?
assignment — T ——
7. A confirmation screen will be shown : author email/user profile
1. t. 11 ﬁl nam th P P First, Student firststudent@yourschool.edu
= ll'lg e 2ol es, =HAEELD il es, Third, Student thirdstudent@yourschool.edu

e-mail user profiles, and submission e e
titles. Any fields containing Anonymous Non-Enrolled, Student  ((not enrolled))

or Not Entered are not required but
may be set by using the go back link to
return to the previous screen

ent - >
Click submit to finalize the zip file s bac

upload into the assignment
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Assignment Inbox

Each assignment in a class has an assignment inbox. The assignment inbox

contains any submissions that have been made by students or the instructor to the
assignment. To access the assignment inbox, click on the icon in the inbox column of
the class homepage.

create a new assignm ank: ‘Eﬁ assignment library: @
assignmeant inbon submit start due post
precnal 1st draft [ +EZ 09-04-07 09=11-07 09-12-07
pvision 1 = +[EF 08-04-07 05-11-07 08-12-07
bok Review 1 [ - +3 09-04-07 09=11-07 09-12-07
FR 1 (Book Review Analysis) = T 4 08-12-07 10-30-07 12-20-07
WH 1 (Book Review Process) 3= +EF 09-18-07 09-25-07 08-26-07

Elements of the Assignment Inbox

The assignment inbox is a sorted list of columns containing information regarding
submissions in an assignment. The assignment inbox can be organized by any of the
criteria listed with a downward pointing arrow to the right - for example, clicking on
the column heading name of author will sort the contents of the assignment box by
author last name from A to Z. Clicking the column heading again will sort it again by
the reverse of the criteria, from Z to A.

The columns headings in the assignment inbox are:

e author - a column containing the names of any enrolled students and the names
given for any non-enrolled instructor uploaded papers in the assignment. Clicking
on the name of the author opens the class portfolio page for any enrolled students.
Enrolled student names are underlined and lettered in blue

e title - the title given for any paper submitted. If there is no submission for a user,
this field will list -- no submission --. Clicking on the title of a paper will open a
text version of the paper with submission information, but no Originality Report
data, to allow an instructor to view the student paper

® report - the report column contains the Originality Report icon. The icon contains
a percentage indicating the overall similarity of the paper to information in the
Turnitin database, 100% being *fully similar’, 0% indicating ‘no similarity’. The icon
is rectangular and contains the percentage number and the corresponding color.
If only a grayed out icon is available, the report is not ready. A -- in the report
column indicates no submission or that no Originality Report is generated based on
assignment settings. Clicking on the Originality Report icon opens the Originality
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Report. For more information, see the Viewing Originality Reports section of this
guide or view the Originality Report video.

e gm - the gm column indicates GradeMark image availability. A black and red
paper icon shows what papers can be accessed in GradeMark. A white paper icon
indicates that a submission is not available in the GradeMark, while a -- indicates
that no submission was made or that GradeMark digital assessment is not available
for the class or account. If the icon is available, click on the red and black paper to
open a GradeMark window

e file - a page icon and indicator of the file type of a submission that was uploaded
to Turnitin, or -- in the event no submission was made. Click on the page icon to
download a copy of the submission as originally uploaded by the student to the
assignment

e paper ID - the unique numeric ID number assigned to every submission made to
Turnitin. This column contains -- if no submission was made. The paper ID is also
provided to students or instructors when submitting by file upload or copy and
paste as part of the digital receipt

e date - the date of a submission. Any dates shown in red indicate a late submission
made after the due date and time of an assignment. The format is month-day-
year. If no submission was made after the due date/time for a student, this column
shows (late) in red. If the due date has not passed, students in the class with no
submissions have a -- in this column.

The assignment inbox also contains a number of items in the assignment inbox panel
at the top of the assignment inbox. See the Organizing the Assignment Inbox section
for more information on these functions. The items are:

show: drop down menu - the drop down menu under show: allows an instructor to
select which folder of an assignment inbox to view. By default, all papers are in the
new folder. The available folders are new, viewed, and marked. Papers can be moved
between folders in the assignment inbox by using of the move to function. Papers
only can be placed in a single folder. Selecting a folder from the drop down menu will
display only that folder unless all is selected, which shows every submission in an
assignment

- _ show:
delete | dowenload | move ta... | ol ++ high
now

uthor title ~ \ viewed ) report gm file paper 1

Third, Student Frederick Yawkson| 0 mhed Gldec 502129

show: check box list - a list from low to high of the colors corresponding to
percentage ranges of the Originality Report. The instructor can check the box for the
similarity indexes to display in the inbox.

[' page: [1] \l ~
Essay 1st draft +3
new Pw submit
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submit button - allows an instructor to begin submitting a paper or papers to this
assignment

L |

how: . ..“ *_
low +—+ high submit

delete, download, and move to - these buttons perform the selected action on
papers which have a check mark added in the box to the left of the author name

for: Assign. #1: Personal Essay 1st draft
shig
¥ | delete | oo | priowe 1o, | show:
e

e - report «

page - if there is more than one page to an assignment inbox, click on the
page number to move between the pages of the assignment inbox and view the

submissions on the pages

"'\.\'
Essay 1st draft _ 'l m 5 |

Viewing Papers

Every paper submitted to an assignment can be viewed online. To view a paper
through the Turnitin web site without saving a copy to the computer, the instructor
simply needs to click on the name of the paper under the tit/le column of the
assignment inbox. This will open the paper in a new window with the submission and
student information as well as the text of the paper.

Downloading Papers

The instructor may also download and save papers submitted to an assignment.
Instructors may download papers one by one, or in a zip file. Instructors on an
account with the GradeMark or Peer Review products active may also select whether
to download a PDF version of the submission or the original file format.

Downloading papers one at a time:

1. Click on the icon under the file column
for the paper to download.

2. (If available) For Peer Review and
GradeMark accounts, a pop-up window Please select a file format for your download:

prompts the user to select Originally Oniginally sibmiltied ormatiaat
Submitted format or PDF format. PDF format
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Downloading papers one at a time:

3. The files will download to be saved on
the user’s computer

Downloading papers in a zip file:

-+ | delete | o nloscd | mowe

1. From the assignment inbox, click the [ author~
check boxes to select the papers that [~ Ty, Student
will be downloaded
on-Enrolied, Studen...

1a. The user may also select the check box
. . ¥ |ete | ciavhilosd | oy
in the column heading to download all  autfor
papers from all pages of an assignment

snbox = Third, Student

Inbox for: Assign

2. Click on the download tab above
the check box column to begin the
download

. = | dele‘cﬂ oy rilozd | ﬁl:l_ve to... |
[~ authoro~—____~ title -

™ Third Shdant F rimeris

LI ESS LIS PEISLLEL 1IED allu

o your computer. Do you want to |

3. Click on ok to accept the download

(_Cancel | € 0K ) )|

L

4. Select the file format to download in if | Please selecta file format for your download:
prompted to do so ( GradeMark and Originally submitted format (doe)
Peer Review accounts only) OF format

5. The files will download to be saved on
the user’s computer
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Viewing Originality Reports

The Turnitin Originality Report provides an overall similarity index for a submission.
This index determines the percentage of similarity between a submission and
information existing in the Turnitin databases selected as search targets for an
assignment. Any text from the paper matching to text in the databases is created
with a link to the source in the Turnitin database.

Opening the Originality Report

The Turnitin Originality Report can be accessed from the assignment inbox. Under the
report column are the icons indicating the percentage of the Overall Similarity Index
and the corresponding color on a blue to red scale.

& | delete | downioad | move to... show: | mew = [BEsi e g
[ author~ title = gm file pi
[T Third, Student Frederick Jackson Turner.doc (%] .doc 50
[T MNon-Enrolled, Studen... Jake's paper ] o 50
[ Second, Student Firat Paper (%] ot 50
[T Student, Non-Enrolle... Submission Check (%] doc 50

Organizing the Assignment Inbox

Turnitin offers the instructor user many methods to organize papers in the assignment
inbox to assist with handling large classes or simply to quickly sort the submissions
and Originality Reports in an inbox.

The following are the ways an instructor is able to organize the assignment inbox:

e sorting by column header - click any of the column names with a downward
pointing arrow to the right. This includes author, title, date, or report column
headings. Click a second time to re-sort in the opposite direction, e.g. A-Z
becomes Z-A

Inbox for: Assign. #1: Personal Essay 1st draft ot [ . [
* Luelste | download | moveto. | Shows low +*+ high
(a:ﬂhﬂrv ) ( title = 3 (mpnrtb am file P
r\Tmmr't SSFrErErEE Jackson Turner.doc £l doc 501
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e sorting by folder - the instructor is able to select and move papers to the viewed
or marked folders by checking the box to the left of the author name and clicking
the move to button. Select the destination folder from the drop down menu and
click on submit to move the paper to the selected folder

show: E
£ | delete | downlog@ | moveto.. | ) e !
| author = %v report = g
[+ T Student Frederick Jackson Turner.doc | 54% |
” n-Enrolled, Studen... Jake's paper 44% ||

move paper(s) submit » |
destination folder: [ (new papers) |
destination assignment: | this assignment ;I

e viewing by selected originality indices - every Originality Report has an
associated color that reflects the amount of similar or matching text that was
found for the paper. The instructor can view papers with the selected color scale
of originality indices by checking the index colors desired to the right of show
these papers: and clicking the red arrow icon to show only the desired indices of
Originality Reports

page: [ 1]

I 1st draft |— |—
R shagv: . .-.“
" - -

e deleting unwanted papers - an instructor can delete papers at any time by
checking the box to the left of the paper and clicking the delete button. These
papers are removed from the assignment inbox but not the submission database

Inbox for: Assign. #1: Personal Essay 1st draft
/\ show:
(& | delete | fowrnioad | move to.. show: lov
ﬁ\'nr/v title ~ report = gm
< [« hird Student Frederick Jackson Turner.doc 2

| Deleting papers removes them from your inbox but does  _

not remove them from our database. Are you sure you M\

want to delete the selected papers?

Cancel
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Viewing Late Submissions

Students enrolled in a class show up in the assignment inbox. If a student has not
submitted a paper, -- no submission -- will show up in place of a paper title. To
quickly view which enrolled users have not submitted a paper, sort the inbox by paper
title by clicking on the title column heading.

Note that some users may accidentally enroll multiple times and appear both as --
no submission -- and with a submission. To check this, click on the author column
heading to sort the student list by name and check for duplicates.

If a paper is submitted late to an assignment the submission date appears in red. If
no submission has been received by the due date and time, /ate will show up in red in
the date column.

106 (] dac 30211605 08-04-07
(] e 50212532 05-04-07

fldoc 50212936  09-04-07

‘ (fate) )

py —

Managing Students

The student list page allows an instructor to access the class portfolio (a collection
of submissions, Originality Reports, Peer reviews, and marked papers for the class)
for each student, drop or add students, block students from accessing the class, or
contact the list of students individually or via e-mail.

Access to the student list for a class is gained by clicking the students tab on the class
bar.

i This is your class homepage. Click the create a new assignment link to add an assign
button to submit

class Wr review | gradebook | libraries calenl

Student Page Features

The features of the student home page include:
e view student class portfolio - click on the name of a student to visit the class
portfolio for the student

assignment list Student Second's portiollo show grades
# assignment title submitted conte
Personal Essay 1st draft .
y FEersonal — First Paper 09-04-07 12%

[ 09-04-07 | 09-11-07 |

Revision 1

la
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e e-mail a student - click on the e-mail address of any student to open a mail
window in the user’s default e-mail program

user ID email addresex drop
9751270 Cfﬂwstu dent@yourschooln ame.edD x|

e e-mail all students - click the e-mail all students link to compose and send an
e-mail to all students in the class

page: [1] i
~
upload student list Qil all ﬂudanD
user ID - email address ~ drop

o lock/unlock a student - students can be locked or unlocked from a class once
they have logged into Turnitin with their user profile. Click on the lock icon to
toggle the student from unlocked (green lock icon) to locked (red lock icon) if
needed. When a student is locked, the student profile can no longer access the
class

enrolled - student name -

|

us|

08-24-06 0* udent, New 43
o

g-24-06 Ventative, Pre

e remove a student - click on the drop icon to the right of the student e-mail
address to remove the student from a class. Accidentally dropped students may
be re-added manually but must be added under the same e-mail address to regain
access to the previous submissions which were made.

A Warning: Students should be dropped from a class only if the instructor is
absolutely certain that the student user profile and its submissions are no
longer needed. Dropped students cannot re-add themselves to the class even
with the class ID and enrollment password

b email all students
D~ email address - ﬂmh
270 newstudent@yourschooln ame.edu...( a )
A 1 4
,
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Introduction

A typical submission made to an assignment on Turnitin generates an Originality
Report. The Originality Report is the result of comparison between the text of the
submission against the search targets selected for the assignment which may include
billions of pages of active and archived internet information, a database of works
previously submitted to Turnitin, and a database of tens of thousands of periodicals,
journals, & publications. Any matching or highly similar text discovered is detailed in
the Originality Report that is available in the assignment inbox.

Although the Originality Report can be used as a tool to assist in identification of
suspected individual cases of plagiarism, Turnitin plagiarism prevention works even
more powerfully when used as a deterrent. Students aware that the works submitted
will come under effective scrutiny are more likely to produce original work and pay
greater attention to the standards of citation and quotation.

Originality Reports

Originality Reports provide a summary of matching or highly similar text found in
a submitted paper. When an Originality Report is available for viewing, an icon will
appear in the report column of the assignment inbox. Originality Reports that have
not yet finished generating are represented by a grayed out icon in the reports
column. Reports that are not available may not have generated yet, or assignment
settings may be delaying the generation of the report.

™ author ~ title ~ /\apnrtv gm file pap
™ Third, Student Frederick_Jackson Turner.doc (] o 5021
" MNon-Enrclled, Studen... Jake's paper (%] doc 5021
" Second, Student First Paper (5] ot 5021
" Student, Non-Enrolie... Submission Check (%] o 5021

Note: Overwritten or resubmitted papers may not generate a new Originality
Report for a full twenty four hours. This delay is automatic and allows
resubmissions to correctly generate without matching to the previous draft.

The color of the report icon indicates the overall similarity index of the paper, based
on the amount of matching or similar text that was uncovered. The percentage range
is 0% to 100% The possible similarity indices are:

e blue - no matching text

e green - one word to 24% matching text

e yellow - 25-49% matching text

e orange - 50-74% matching text

e red -75-100% matching text
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A Warning: These indices do not reflect Turnitin’s assessment of whether a
paper has or has not been plagiarized. Originality Reports are simply a tool to
help an instructor find sources that contain text similar to submitted papers.
The decision to deem any work plagiarized must be made carefully, and only
after in depth examination of both the submitted paper and suspect sources
in accordance with the standards of the class and institution where the paper
was submitted.

Viewing Originality Reports

The Originality Report can be viewed in one of four modes. These modes allow users
to view and sort the information contained in the Originality Report in ways better
suited to their needs. The four modes for viewing an Originality Report are:

e cumulative view (show highest matches together) mode: A list of all areas of the
paper which have similarity to information in the Turnitin database. Matches are
color coded and listed from highest to lowest percentage of matching word area to
the submission. Only the top or best matches are shown, all underlying matches
are visible on the single source mode

e® single source (show matches one at a time) mode: Allows a user to view matches
between the paper and a specific selected source in the Turnitin databases.
Contains a full list of all matches found rather than the best matches per area of
similarity. This listing is exhaustive but will show all matches found, including any
that are obscured in the cumulative view by virtue of being in the same or similar
areas as other, better matches

e quickview (classic report) mode: A simple, printable list of the matches found
followed by the paper with highlighting to indicate matching areas

e direct source comparison (side by side) mode: An in depth view that shows an
area of similarity compared side by side with a specific match from the Turnitin
databases. Not available on all types of database matches

Note: If the source of matching text is a student paper in one of the classes
controlled by the user as an instructor, the paper can be displayed in direct
source comparison mode with matching text highlighted. Not available for
students viewing Originality Reports.

If the paper is from a class controlled by another instructor, no direct access
to this paper can be provided. To view the paper, the instructor must request
permission from the instructor in possession of the paper by clicking on the
link to the source and then using the permission request button. Turnitin will
auto-generate an e-mail request to the instructor who controls the paper. The
instructor can reply via e-mail to the user if the request is being granted. No
student papers are made available to another user within the Turnitin system
via this request.
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To open an Originality Report, click on the icon in the report column. The Originality
Report will open in a new window. If the new window does not appear, the user may
need to add turnitin.com to the list of sites allowed to create pop-up windows on the
web browser the instructor is using.

Jake's paper (T .doc 50213384  09-04-
First Paper ] it 50212724  09-04-

o 50211605  09-04-

T

Submiszion Check

Originality Report Contents

The Originality Report is separated into three main areas in the default view. These
default areas are:

e paper information - the top of the report page shows information about the
submitted paper. This includes the paper title, the submitting user profile name
information, the word count, and date of the Originality Report creation

e paper text - the extracted text only version of the submitted paper. Matching text
is highlighted in a color that corresponds to the matching source listed on the right
side of the Originality Report

e matching source - the list of matching sources for the highlighted areas of the

he

paper text to the left

n Origi

Your Name Paper Information
3-07 3:06 PM PDT ID: 42336631 Word Count: 3489

prefs

Similarity Index:  10% . exclude guoted  exclude bibliography mode: | show highest ma

|I| 3% matc

t@:/ newco

atching )
Sourees:

hitp:/iwww. rdd

n Populist, Harvey Milk
the clarity of his populist vision, Bs%ipcﬁgras!:e%t of the

onomic crisis confronting contemporary America, and his eloguent

Mode Menu

The mode pull down menu allows users to switch views of a Turnitin Originality
Report. The default viewing mode is the cumulative view which is listed as show
highest matches together.

To change the view mode for an Originality Report, click on the mode pull down
menu and select a viewing mode to display the report in. The browser window will
automatically change to the selected view mode.
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hibliography mode:

show highest matches together
— show matches one at a time

= b

i quickview (classic) report
bf the
eloguent IEI 2% match (intermet from 05/07/03)
e majority http:/iwww. modemwarrior.com
ares or the

Changing Viewing Modes

By default the Originality Report opens in show highest matches together mode.

In some cases, matches to smaller areas of similarity may be obscured by larger
matches and not shown on this view mode. To find the underlying sources, use the
show matches one at a time viewing mode to show an exhaustive list of the sources.

To switch to this mode, click on the mode: pull down menu and select show matches
one at a time. The Originality Report browser window will reload to display this view.

ure if this is

m This source has been manually excluded from the cumulative report
o -
ne this idea

% match (internet)
http://mcadams.posc.mu.edu

This is source #1 in the cumulative report.

" 63% match (intemet)
hitp:/iwww.jazzcormertalk.com

In this mode all sources for a given paper are listed, even those that are obscured
by larger percentage matches in the default view. Select a source to display on the
student paper to the left by clicking on the radio button next to a source. When
printing, this view mode will print only the currently selected source.

guoted  exclude bibliography mode: | show matches one at a time ;l

« % match (internet from 01/21/07)
http:ffoswald. fkassassination. net

Thizs source has been manually excluded from the cumulative report

SN
for one am not sure if this is ( o ) .
rtain. | will examine this idea 63% match (intemet)

Users may also view the Originality Report showing only matching text and source
links without the source view. This is known as the quickview or classic report mode.

To access this view, use the mode: pull down menu on an open Originality Report
and select quickview (classic) report from the pull down menu. The originality Report
browser window will refresh to display this view.
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Word Count:) 2307 prefs Turn 1tin
P ——

L bibliography %uda | quickview (classic) report ~| 3

The quickview mode is similar to the printed view of the Originality Report. This view
mode allows a user to view a source in its original format from the internet, or from

the Turnitin database if the source is a journal or periodical, by clicking on the name
of the source at the top of the Originality Report. Not all sources will be available, as
the Turnitin privacy policy may prevent displaying some matches.

milarity Index: 69% exclude guoted  exclude bibliography rode: | guickview (classic) r

63% match (internet)
http://mcadams. posc. mu.edu

6% match (internet)
http:/fwww. historymatters . com/essays/ifkmed/HowSInvestigations/HowSInvestigations Gn}tIthngl

Direct Source Comparison

The final mode, Direct Source Comparison, allows a user to quickly compare matching
text to the source of the match in the Turnitin database. Matches to other student
papers are not available for Direct Source Comparison viewing. Using Direct Source
Comparison can be done from the single source mode or cumulative view mode of the
Originality Report.

Accessing direct source comparison:

1. Open an Originality Report ﬂ?r1?roc o

rvey Milk was one of the most chari
opulists of the past half-century, a m

2. Click on a highlighted area of text on
the left hand (student paper) side

'remarkable oraanizational talent who never corr

3. When the source opens on the right, the

user can navigate through the areas of | iow inweb page next n@

matching text (if available) using the
arrow buttons beside next match m
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Accessing direct source comparison:

G e ey

4. (Optional) The show in web page link, |2stport.k12.ct.us
available on live internet matches, P t
brings up a view of the web site as com- e L e i

pared to the student submission

larlkonn T

5. When finished with the direct compari- ogether < P— .
son, click on the close link on the right | ,m 2122103 close )
hand side to return to the previous view *
mode

next match:

Note: If an area of submission text is matched to a source in the student

paper database on Turnitin, it will be listed as student papers. Direct Source
Comparison is not available to students for student paper matches. Instructor
users are able to send an e-mail request to the instructor who received the
matching paper. If one instructor user profile controls the class containing
both papers, that instructor user is able to see the paper in direct source
comparison.

Database Sources

Turnitin utilizes multiple types of databases in the generation of the Originality
Reports. There are currently three types of databases:

internet database - billions of active and archived web pages from the internet.
Internet sources indicate a date of download on the Turnitin Originality Report if
the match is not found on the most recent download of content from this site

periodicals - a database of frequently updated content from professional journals,
periodicals, and publications

student paper database - a database of papers previously submitted by Turnitin
users

Excluding Quoted or Bibliographic Material

If quoted or bibliographic material is flagged as similar or matching, this information
can be removed from the Originality Report. Permanent exclusion of bibliography

or quoted material can only be handled by the instructor. Students are only able to
remove quoted or bibliographic material for the duration of the current session of
viewing the Originality Report if the instructor has enabled this option.

Please note that the functions for excluding material are approximate and human
judgement is the final arbiter for proper quotation or bibliographic reference. Cited
material cannot be excluded directly, and quotations can only be excluded if block-
indentation or direct quotation marks (*”) begin and end the quotation.
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Excluding quoted or bibliographic
Matches:

1. Open an Originality Report 0313- EtNe: o

2. Click on the exclude quoted or exclude I <§m¢| YTTER———— @
bibliography links

[T e R TR W] T R

3. Review the revised report. Quoted —

e SS—
or bibliographic material can be re- @ quoted  include bibl'gggglﬂ

included by clicking the include quoted
or include bibliography links

Excluding a Match

Any source or match source can be removed from the Originality Report show highest
matches together or quickview (classic) mode views of the Originality Report. This
allows the instructor to find any underlying sources or, if the instructor determines

a match is not needed, to remove it from consideration. The overall similarity index
will be recalculated and change the current percentage of the Originality Report if
matches are excluded.

To exclude a match, open an Originality Report and view it either in show highest
matches together or quickview (classic) mode. To the right of each source listed for a
match will be a gray X icon. Click on this icon to open a prompt to exclude the source.
Click OK to continue. The source will be removed from the Originality Report. Any un-
derlying source, if any are present, will replace it.

oo Ty T [ STTOVY TITTTC ST T CeT T S e =T |

F Y
III 9% (match) (interet) B
! http:/fwww.readingcampaigns.org.uk

Note: Excluded sources still appear in the show matches one at a time mode
of the Originality Report. Excluded sources can be restored by moving to
the show matches one at a time mode and clicking on the gray + symbol
to the right of an excluded source. This source will be available again in the
cumulative view mode of the Originality Report

Refreshing Reports

Since new material is constantly entering Turnitin’s databases from ongoing internet
crawls, new publication content, and submissions made to Turnitin, it is sometimes
beneficial to generate a new Originality report for a student submission at a later date
to see if there are any new matching sources, or to ensure that it checks against later
submissions made by other students or other classes.
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The option to refresh a report is available on the Originality Report once it has
opened. The current report is deleted and a new report is generated. Please note that
no report will be available until the new report has finished. If the user wishes, they
can save or print a copy of the existing report before clicking on refresh at the top of
the Originality Report to have a new Originality Report generated.

Printing or Saving Reports

The Originality Report can be printed or saved to the user’s computer for later
reference.

To print a report, click on the print link at the top of the Originality Report view.

This will prepare a readable, print-friendly version of the Originality Report. The
report may be printed in color or black and white at the discretion of the user. When
printing, the print version created is based on the view mode of the Originality Report
currently open. For example, clicking print while using the default show highest
matches view mode will print only the highest matches. The print view resembles the
quickview (classic) report.

fiew of the print version of your repa

riginality Report

ur Name @

A copy of the Originality Report can be saved in a HTML format to the computer

or a connected data storage device. The saved version will no longer have any of

the Direct Source Comparison capability and will not be able to show side by side
comparisons. The view mode of a saved report is not available in the HTML document.

To download and view, or save a copy of the Originality Report click on the save link
in the center of the top of the Originality Report.

DIin help

Word Count: 3499

exclude bibliography mode:  show highest matches together -

ik

m 1 | 3% match (internet from 12/11/05)

httre Hmosserrmlrmict ceoee
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User Report Preferences

The behavior and appearance of Originality Reports can be changed from the report
preferences area. The available report settings can be changed:

e color code matches - by default matching text is color coded. This can be turned
off or reactivated by selecting no from the color-code matches pull down menu

e default mode - when a report is opened, the default view mode is enabled. To
change the default view mode, select the mode from the default mode pull down
menu

e auto-navigation - when a match is clicked or activated, the text scrolls smoothly.
To jump instead of smooth scrolling, select jump to next match from the auto-
navigation pull down menu

Click on save and close in the top corner of the Originality Report preference pane to
save any changes that have been made to the Originality Report preferences.

To change Originality Report preferences, click on prefs at the top of the Originality
Report. This will open the Originality Report preferences pane. Change any of the
preferences available using the corresponding pull down menus.

To complete the preferences change, the user must click on save and close in the top
corner of the Originality Report preference pane to save any changes that have been
made.

print help

Word Count: 3499

exclude bibliography mode: | show highest matches together -

color-code matches: | yes - @E ars ﬂmi> —

default mede: | show highest matches together - @

auto-navigation: | jump to next match - TLII'H
mode:  show matches one at a time -
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Introduction

Peer review assignments allow a student to read, review, and score or evaluate
one or many papers submitted by their classmates. At the end of the peer review
assignment, the papers will be distributed so that all the students are able to read
the comments left on their work. The peer review can be anonymous or attributed,
depending on the classroom structure determined by the instructor of the class.
Peer reviews provide feedback that can help improve the quality of student writing.

Overview

The basic stages of the peer review process:

e Instructor creates a normal Turnitin assignment. Instructor creates a peer review
assignment and assigns a peer review distribution, or manually assigns papers as
well as creating topic and metric questions for students to use

e Student papers are submitted to a regular Turnitin assignment

e On the peer review start date, the papers assigned to each student show up in
their class portfolio for the students to begin writing peer reviews

e For each assigned paper the student writes a review by responding to the topic
and metric questions selected by the instructor

e Once the due date of the peer review passes no more reviews can be written,
completed, or edited by the writer

e On the post date of the peer review, reviews written by classmates on the paper a
student submitted become available for that student to view

Distribution of Peer Reviews

Student to student peer reviews are created by the instructor and may use or mix the
following methods of distribution of the papers to be reviewed:

e Automatically assigned papers distributed by the Turnitin system

e Manually assigned papers distributed by the instructor

e Self-selection of papers to review by the student

For example: The instructor may allow students to review 5 total papers. One paper
would be manually assigned by the instructor to be reviewed by all students. Two
papers would be automatically distributed by Turnitin. The students would also select

two papers to review.

Any paper marked with a check mark beside the pencil icon indicates that a peer re-
view has already been started or completed for the paper indicated.
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Creating a Peer Review

Peer review assignments can only be created once a class has at least one standard
paper assignment on Turnitin. A peer review requires an assignment to be ‘based on’,
which allows the peer review to have a pool of papers to use as the basis for the peer
review.

The assignment the peer review is based on should meet the following criteria:

e The due date of the parent assignment comes before the start date and time of the
peer review

e Student submissions should not contain the name of the student in the paper to
preserve anonymity in the peer review process

o If the students will need a rubric set available to them on the peer review, open
the assignment options for the parent assignment by clicking on the assignment
name and select the desired peer review rubric set from the drop-down menu

Step One - Selecting an Assignment and Peer Review Options

To create a peer review, select a paper assignment to use for the review. The papers
that have been submitted to the selected assignment will be distributed to the
students.

Next select dates for the peer review. The dates the instructor must select are:
e a start date- This is the date students can begin reading papers and writing reviews

¢ a due date- Students will not be able to write reviews after this date

e a post date- This is the date students will have access to reviews written by their
classmates

Additional assignment criteria include:
e anonymous (default); click the check box to make the review non-anonymous

e title (optional)
¢ point value (applies to GradeBook users only)
¢ additional assignment instructions (optional)

e peer review source
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To use a peer review that was created previously by this instructor user, select it from
the peer review library. Select use peer review library to open the library and select

a review. For more information on the peer review library, please see the chapter on
Libraries in this user manual.

If there are no previous peer reviews that have been created, the instructor user
should ensure that create your own review is selected.

Once the basic assignment setup is completed, click submit to proceed to Step Two.

Step Two - Adding Topic Questions

Step two allows an instructor to choose topic questions for the review. A topic
question example would be:

“Identify the thesis of this paper and discuss its overall effectiveness.”
Topic questions allow an instructor to pose these questions to students. Topic

questions can include minimum length requirements and may be sorted into
categories for organizational purposes.

To create a topic question and add it
to a Peer Review:

| “submi—aiihe-tes-dghilo go to the next se
. . . enter topic question: \
1. Enter a topic question in the text box I

2. (Optional) Select a minimum length for

the response to this question. Student il
responses must meet or exceed this = m'”'m”m o “'h

length

3. Select a category for the topic question. | no minimum length =]
This will sort the topic question into

the category selected in the question C [nocategory.. | categor_v )

library. See Chapter 9: Libraries in
this user guide for more information

4. Click add to add the topic question to gth:
the assignment. Each topic question
stacks at the bottom of the browser '

window in the topic question table.

5. Repeat steps 1-4 to add any additional
topic questions to the peer review
assignment
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Once a topic question has been added to the review, the topic question can be revised
or deleted by the instructor.

To revise a topic question click on the green + symbol icon to the right of the topic
question.

Click the red X icon to the right of the topic question to delete it from the peer review.
Deleted topic questions will remain in the topic question library.

|e gquestion length category
eated? Which ones? {none) organization 5
A7 How? {msome) onganization

3 L rd F= W W] L o _ =

To use a previously created topic question or to select a pre-created topic question
from the Turnitin topic library, click the topic library link to open the library of topic
questions that are available.

e T Ty | SOOI F |
and click "add”. You may also —
jons you want for this review, clic topic library >
e
¢ min -

When finished creating and adding topic questions to the peer review, the instructor
must click submit to proceed to Step 3.

Step 3 - Adding Metric Questions

Metric questions ask a student to rate the paper they are reviewing on a scale of
1(low) to 5(high) based on a question. An example of a metric question might be:

"On a scale of 1 to 5, rate the effectiveness of the author’s thesis.”

Metric questions are always shown in this form and the scale available is 1-5.
Students should be informed that 1 is the lowest scoring and 5 is the highest.

Metric questions are saved in the question library and may be organized into
categories. For more information, please refer to Chapter 9: Libraries in this user
manual.
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To create a metric question and add
it to a Peer Review:

To add a metric to this peer review, write your metric i

metrics from your metric library. When you have all the
rwmm

1. Enter a metric question in the text box
2. Select a category for the metric question.
category:
no category... TI

This category is used to organize the -
question in the question library. See

Chapter 9: Libraries for more R
information estion

3. Click add to add the metric question to

the peer review and the metric question
library. Metric questions added to a |
peer review stack at the bottom of the

browser window in the metric table

4. Repeat steps 1 through 3 until all
desired metric questions are added to
the peer review. Once complete, click | -~
on submit " at the top

metric library

Once a metric question has been added to the review, the metric question can be
revised or deleted by the instructor.

To revise a metric question click on the green + symbol icon to the right of the metric
question.

Click the red X icon to the right of the metric question to delete it from the peer
review. Deleted metric questions will remain in the metric question library.

GUMEents.

bl
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To use a previously created metric question or to select a pre-created metric question
from the Turnitin metric library, click the metric library link to open the library of
metric questions that are available.

ber review (step 3 of 4)

below and click "add™. You may also select
you want for this review, click "submit™ at the tol mietric library

he Select category:

: [ada |

When finished creating and adding metric questions to the peer review, the instructor
must click submit to proceed to Step 4.

Step 4 - Distributing papers

In step 4 the instructor determines how papers will be distributed to the students
in the course. All eligible students are listed in a table to the left and the available
papers are listed on a table to the right.

Depending on the distribution method being used, select the method described in
Step 4a - immediate distribution, or Step 4b - delayed automatic distribution.

Immediate distribution should only be used when all students have submitted papers
to the assignment the peer review is based on. Any students who have not submitted
will be excluded from the peer review and once the papers have been distributed, no
additional papers can be added.

Delayed automatic distribution waits for the start date of the Peer Review assignment
and at that time distributes the papers in the assignment the Peer Review is based
on. This allows time to ensure all students have submitted to the assignment so that
all students enrolled in the class can receive peer reviews.

distribute papers for peer review (step 4 of 4)

Choose how many total papers each student will review. You can choose one of the following options: assign specific papers for eac

review, let students choose the papers that they would like to review, or a combination of the two (for example, you can assign two pd
student and let your students choose two papers to review, each student in your class would have to write four reviews to complete {
When you are done, you can click distribute to see who is reviewing what. If your students have not yet submitted all of their papers,

distribute papers just yet. Instead, click "submit™ after you have selected a distribution to finalize your review. Papers will be distribute
distribution criteria on the peer review start date. Impertant: Make sure to click "submit™ to finalize this peer review.

How many papers do you want to assign each student to review? |1 -
- distribute +

How many papers do you want to let students choose to review?

enrolled - voo# available rs author
studants papers assigned update . pape
New, 7 [T 1 & My Bock Review New, Student

F Student [ 2 & detbeel covioa Eirct Stidant |
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Step 4a - Immediate Peer Review Distribution

A Warning: Only distribute papers if all submissions have already been made
to the assignment the peer review is based on. If students have not yet
submitted or not all students have submitted do not distribute the peer review
until they have completed submission. Once information has been entered in
a single peer review by a single student, the peer review becomes locked and
cannot be updated or modified and no new papers can be distributed.

If all student submissions have not been made, go to Step 4B below.

To immediately distribute papers for
peer review:

e
it* after you have selected a distribution to finalize your re
. Important: Make sure to click "submiCiadicalze this

1. Select the number of papers for each

student to be randomly assigned want to assign each student to revie?

want to let students choose to rewvi

want to assign each student to revi
2. Select the number of papers each sk tn ok studerts choose to (P 1~
student must select to review . -
avallable ﬁﬂlﬂ'—

Note: The number of papers assigned

to each student and the number each
student is able to select to review

will equal the number of papers each
student must review. For example, two
random assigned papers and two papers
selected by the student means each
student must write four total reviews

3. If any student or submitted paper chugo s papers assigned update
should be locked out of the peer review, B Niﬁém iV
click on the green lock icon to the left of 5 [irst, o
the student name or the green lock icon m;rg
for that paper. If the lock icon is red, the */stugent ®
paper or student is locked. a Third, v

i have not yet submitted all of their papers, you should no
nalize your review. Papers will be distributed using your

4. Click the distribute button to send the |2 finalize this peer review ——w__
papers 1mmed1ately to the students for | ~| e
peer reviewing ]

5 S S——auTT
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Papers that have been distributed to the students will appear in the papers assigned
column. The numbers that appear correspond with the papers listed in the papers
available column to the right. Question marks are used to represent a paper that the
students can select from the available papers during the peer review.

enrolled students papers assigned update woo#
& New, Student 4,7 ® ||~ 1 & My Book
8 First, Student [ E 2 & 1stbook |
& Second, Student [ [T 3 & catcherin
8 Third, Student [¥] [ & & aflas Shr

Click submit to save and add the review. The peer review will stack beneath the
assignment it is based on in the class homepage for instructors and will appear on the
class portfolio page for students.

Step 4b - Delayed Automatic Distribution

A Warning: Once the peer review start date and time has arrived, all papers in
the parent assignment except those locked will be distributed to students for
peer review. No additional submissions can be added to the peer review after
that distribution time. Once information has been entered in a single peer
review by a single student, the peer review assignment becomes locked and
cannot be updated or modified and no new papers can be distributed.

If all submissions have already been made, use method 4a.

If students have not completed submissions in the assignment the peer review is
based on, the instructor can still determine how papers will be distributed. Papers will
be distributed to the specifications selected on the start date and time of the peer
review.

Note: Because papers will be distributed on the peer review start date, this
date should come after the original assignment’s due date. This will ensure
that students have had the opportunity to submit their papers before the peer
review is distributed.
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To distribute papers at the start date
for the Peer Review:

R e T R R R e L R LI T

it” after you have selected a distribution to finalize your re

2. Important: Make sure to click "submiste-finalizg this

1. Select the number of papers to randomly

. g ik to i h student to i
distribute to each student R revi
want to let students choose to review

want to assign each student to review?
2. Selected the number of papers each an ho bt studente chooes 1o revidia
student may select to peer review :
¢ available paperE—

Note: The number of papers each student
must review is the combined total of
those randomly distributed and those
the student may select. For example,
three randomly assigned and two
selected papers means each student is
given five peer reviews to complete for
this assignment

3. Click submit to confirm the assigned
distribution plan and finalize the peer
review.

pecific papers for elel
YOU can assign two papers o each

Once the peer review creation is completed, the peer review will stack beneath the
assignment it is based on under the instructor class homepage. The peer review will
appear on the class portfolio page for students as well but will not be available to
students until the start date and time.

Viewing Paper Distributions

To view the current distribution of papers for a peer review, click on the paired circle
icon under the submit column for the peer review on the class homepage. The paper
distribution screen will appear and display the current distribution of papers. The
instructor may change or update this information as needed as long as no students
have yet begun writing a peer review. Once a peer review has been started by a
student, the peer review becomes ‘locked’.
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Redistributing Papers

The instructor is able to redistribute papers until a student review has been submitted
or until the due date of the peer review has been reached. An instructor can, however,
still manually distribute papers to those students who have not yet written reviews.

To manually assign a paper the instructor must first click the check box next to the
paper(s) that will be assigned to a specific student.

Gw many papers do you wa FS5IgN Bac Feview? | 1 b | dietribute <
How many papers do you want to let students choose to review?

enrolled students papers assigned updatm available papers

b, Student 4,7 I My Book Review M|

t, Student 3,7 [ 1st book review Firg

ond, Student 5 7 I # Catcher in the Rye Sef

b dendt 4 3 (ol l- A il Atloc Cheioood Thil

The instructor then needs to click the update icon to the right of the student name.
The newly assigned papers will appear in the papers assigned column to the right of
the student name in the enrolled students column.

enrolled students papers assigned pdate v # available papers
& Mew, Student 4.7 ] X 1 & My Book Review
& First, Student 3,7 A |»| 2 & 1st book review

Writing a Review of a Student Paper

The instructor is able to write a review to supplement those that students will receive
from their peers. The instructor is provided with the same topic and metric question
structure as the students.

An instructor can begin writing a peer review of a student submission in two ways:

e click the peer review tab at the top of the class homepage
W PEDET.
class home stu:leré peer review gr%buuh libraries | cale
\/

e click the pencil icon next to a review to open the peer review page and select a
paper to write a review on

o TOO v IO WY FUTaly o, | SCaTL: T T T

L g

e author write review \ reviews read reviews
Mew, Student \ﬂ/
First Student
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At the top of the peer review page is a pull down menu containing the reviews
ongoing for the class. Use the pull down menu to select a peer review assignment to
view.

To begin writing a peer review on a paper the instructor can click on the peer review
pencil icon next to that paper.

Before Writing a Review:

4 Tip: Peer review answers must be submitted after every topic questions or
set of metric questions is completed. A peer review can be saved and closed
to be completed at a later time by clicking the save and close link at the top
of the peer review page. Do not click the topic question humbers or the view
metrics link after entering an answer, as it will not save and the answer will
be lost.

A Warning: Do not leave the Peer Review window open while typing extremely
long responses. This may cause the internet connection or web site
connection to time out and result in lost work. Responses requiring more than
ten minutes of typing should be written in word processor software on the
computer and then copy and pasted into the Peer Review topic question box.
Some users may wish to pre-write the peer review topic question responses in
their word processor software, then log into Turnitin and copy and paste all of
the responses in sequentially to save time.

Writing a Peer Review for a selected

paper:
Lo New M
1. Enter the class by clicking the class £ — \ :
name. 482 Introduction to Turnitin / Gradeh
09-11
2. Click the pencil icon to the right of the 08-11
Peer Review assignment 10-30
09-25

start: 07-12-07  duwe: 08-28-07  post: 0B-28-07

author write review # reviews

3. Click on the pencil icon to the right of e = g
the paper to review. Anonymous = 3
Name, Your 0

1]

[=]

Anonymous
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Writing a Peer Review for a selected
paper

Y IV | PSS ) | FEVIEWING paper: MLk

ew topic question{s): 1 2 3 4 5 wiew metrics hide n

4. Answer the first topic question (to
place comment numbering marks or
peer review rubric marks to a review,
see Adding Marks)

¢ question #1: What are the piece's main strengths and weaknesses? How m
minimum length)

ve rubric: | - no rubric selected - v| mark/rubric:

hide marks save & close help

5. Click submit to save the answer to the [ "7 o mntihe weaknesses oo Tnproved? (no

topic question ‘

6. Repeat steps 4 and 5 for any remaining
topic questions, ensuring that each

Tip: want to add a mark to a paper? See

i !
answer is saved by clicking submit A AR 55 ol o
7. To answer metric questions, click () 12345 iiewmatrics hide marks

the radio button under the numbers
column to give the paper arating for | you as a whole
the criteria listed. To place comment the writer's use of language.
numbering marks or peer review & performed

rubric marks to a review, see Adding
Marks in this chapter

| this paper using the following criteria:
3

8. Click submit to save the metric
answers. The peer review is now
completed

submit »

Adding Marks

An instructor is able to add marks to a paper during the review process. The marks
can then be referenced within the responses to the topic questions. This can help
enhance the points made in the topic responses.

A rubric mark can also be associated with the mark to provide more in depth
information. For more information on rubrics, refer to the Rubric Library section

of Chapter 9: Libraries. A rubric set must be associated with the assignment for
rubrics to be available. Please refer to Creating an Assignment in Chapter 1: Getting
Started for more information.
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Section: Changing or Adding a Rubric

Adding a mark to a paper in Peer
Review:

1. (Optional) While answering a question
in the peer review, select a rubric to
associate with the mark from the active
rubric pull down menu. If no rubric was
selected for the assignment, this is not
available

ic: [= no rubric selected -

= no rubric selected -
POQ - Punctuation Outside

= Quotation
PASSE .

2. Click anywhere on the student paper.
A mark will appear when the paper is
clicked. Each mark is assigned a number
that you can use to reference this mark in
the topic responses.

Any rubric that was selected will appear
next to the mark

3. Accidentally added marks can be deleted
by clicking on the mark once to select it,
and then clicking the mark again. Deleted
marks cannot be recovered

| Fimrr imnm om msmm oot o nwame oF #

Changing or Adding a Rubric

Once a mark has been placed: a rubric may be added to the mark, or a rubric
attached to the mark can be changed or deleted.

To add or change a rubric, select the rubric to change to from the active rubric pull

down menu.

mma Spl

SIMP - Thesis To

ice
'THES - Thesis Necds Work
o Simple

Click the select icon shown below (to the right of the currently assigned rubric) to add

the active rubric with the existing mark.

fbric: 1 Thesis MNesds Work

Moving a Mark

Marks placed on a reviewed paper can be selected and moved to a new location on

the paper.
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To move a mark, click on the mark. It will change to a marker icon.

Who Shot JFK? @

Click and drag the marker icon to a new location on the paper; when the user
releases the mouse button, the mark will be moved to the location the mouse button
was released at.

Deleting a Mark

A mark can be deleted by clicking on the red X icon to the right of the mark/rubric
name on the top frame on the Peer Review window. Deleted marks cannot be
retrieved.

1
I markfrubric: 1 Thesis Needs Work @

Reading Peer Reviews

Peer reviews that have been completed can be accessed from three locations:

e the peer review tab, which leads to the peer review page for a class. The instructor
can select which reviews to view

e the inbox for the peer review assignment can be reached from the class homepage

e the student portfolio page, which shows any submissions made by the student
including peer reviews. This can be accessed by clicking on the student name in an
assignment inbox or from the students tab

Accessing reviews from the Peer Review Page

To reach the peer review page, the instructor clicks on the peer review tab from the
class homepage.

Clicking on the read reviews icon next to the paper will display a list of all the reviews
written on a specific paper.

average: wiew metric breakdown wirite a review of this paper

rewiewead by mietric avarage (rnm:l full Fewview
Instructer, English -

The instructor can then click the read full review button to access a specific review
out of the reviews written on the selected paper.

metric averagem
- C )
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Reading Reviews from the Assignment Inbox

To read the reviews of student papers the instructor can click on the inbox icon for the
peer review assignment from the class homepage.

review of paper » review author - paper author ~ date - score comparea
Huck Finn Instructor, English Mew, Student 08-18-07 225

A list of all the reviews that have been submitted will be displayed. To read a review,
click on the paper title under the review of paper column.

F/_mmam\ review author ~ pa
|_ Huck Finn )Instrucmr. English Mew,
\/

To view all the reviews that have been written for a paper, click the icon in the
compare column for that paper.

date ~

mpare
0s-1807  2.25( >
h W

Reading Reviews from a Student’s Class Portfolio

paper author -

Mew, Student

The class portfolio is reached by clicking on the name of the student in an assignment
inbox or on the class students page. A list of all submissions made by this student in
the class will be shown. To read a review, click on the paper title to the next to the
review.

Creating a Writing Review

Writing reviews are created to allow students to submit a paper about what they have
learned during the review process. While not part of the peer review itself, a writing
review is often a good follow up to a peer review to reinforce the lessons of peer-
reviewed work.

To create a writing review:

1. Click the create a new assignment link
on the class homepage

; create a new assignment: ‘{E ;

aﬂigm ———Thbox

2. Use the create a new pull down menu

at the top and select writing review
assignment

é: iwritlng review assignment v%
/

nt: | lmr

W RAAE # 1 Pare~nnal Feeauw
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To create a writing review:

3. Select the paper assignment that the

based on paper assignment: | assignment 1: Person)
4
writing review will be associated with

iting rewiew title:

point value: [ |
4. Enter the additional information: - -
(optional) Writing review title writing review title: |
(optional) Point value (applies to point value: [ |
GradeBook users only) e [5ep =d[18 =[2067 = Y

Assignment start, due, and post dates
(optional) Additional assignment
instructions

ate: [Sep _w|[25 _+||[2007 v| at [11 -
ate: [Sep w26 ~l[z2007 ~||EEY at [12 -

5. Click submit to add the writing review to |;
the class homepage

Essay 1st draft LI

]

The writing review assignment will stack beneath the assignment it is associated with.
Students submit to the writing review assignment in the same way any normal paper
submission would be made using Turnitin.

Note: Originality Reports are not generated on submissions made to writing
reviews. If the instructor user needs Originality Reports, a normal Turnitin
assignment or a revision assignment should be used.
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GradeMark® Digital Assessment

Introduction

With GradeMark® digital assessment an instructor is able to edit and grade student
papers online. The instructor can add comments within the body of the paper, point
out grammar and punctuation mistakes, evaluate the paper against qualitative or
quantitative rubrics, assess the student’s performance within the class and enter a
grade for the paper that is automatically saved into GradeBook (optional). GradeMark
digital assessment is currently designed for full compatibility with the following
browsers:

Internet Explorer 6.0 and 7 (Windows)
Mozilla Firefox 1.0 (Windows, Mac OS X)
Safari (Mac OS X)

Other browsers can be used to view or access this product but may not have access
to the full functions and features. GradeMark digital assessment is best used with one
of the approved browsers.

An instructor can access the GradeMark system from any one of four locations within
Turnitin:

e the assignment inbox
e a student portfolio
e viewing a paper after clicking on the paper title

e from the GradeBook grading page

To mark a paper in the GradeMark system from the assignment inbox, student
portfolio page, or GradeBook grading page the instructor will click on the black
and red paper icon under the GM column to the right of the paper that needs to
be marked. A new window will open displaying the GradeMark interface. Using this
interface, an instructor can add marks, general comments, and location specific
comments to a student paper as well as entering a numeric grade.

Frederick Jackson Turner.doc ] .doc 202129

Jake's paper (] .doc 5021334
First Paper 2 (] 502127}

[l

Submission Check (& doc 02116

=l =l B E = B L
NI I -
|
[

| Whn Shat JFK doe flal drne Sl o]

i

Note: If the GradeMark icon is ghosted out or gray and white, the paper is
not available for digital assessment. Please wait while the system generates
the interface so that this paper can be marked.
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Grading Marks

The GradeMark system contains several tools and types of mark that instructors can
use in grading and assessing papers. These include:

comments

e inline comments

e QuickMark symbols
e rubric scorecards

e general comments

Comments

A comment is equivalent to the notes that an instructor may write in the margins of a
paper. A comment might be:

“Your thesis is unfocused. Consider refining your thesis in subsequent
versions of this paper.”

A comment may be up to one thousand characters in length.

Adding a comment to a paper:

1. Click on the GradeMark icon for a
submission to access the interface

2. With the mouse click on the point on the
paper to add the comment at

3. Enter text into the text field of the 1l
comment bubble

frhis guote does not have a page reference or a
bibliography entry.|

4. (Optional) Choose a mark icon for this

comment from the pull down menu el begins with Huck Finn introduc
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Adding a comment to a paper:

5. (Optional) If the comment references
a specific area of the paper, the user
can click and drag on the paper __
while the comment bubble is open -
to create a highlight over text. The
color of the highlight can be selected
before clicking and dragging. Multiple
highlights can be created for each mark | most part. Twam
if there are multiple areas to reference.
Highlights may be overlapping

6. Click the done button to save the Cl @
comment ide (out of Tom

The comment will be added to the paper with the mark icon selected or the default
mark icon.

g The Adventures of Tom Sawyer. 17

v ihe"nan

¢ and the Widow Douglas.

The comment can be edited at any time by clicking on the mark symbol for the com-
ment. To move a comment, select the mark symbol and drag the icon to a new loca-
tion, then click done to close the comment again.

0 [ Done |

T b | Edit[]

he novel begins with Huck Finn introducing himself and referencing The Adven

:“1

Deleting a Comment

- He tells readers that. for the most nart. T

A comment and the associated mark can be deleted by clicking on the mark symbol
on the paper. When the comment opens, click in the trash can icon in the upper left
corner of the comment bubble.

=k Fin

udent
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The Clipboard

Commonly used comments or ‘clips’ can be saved in the clipboard for later use.
Comments are organized into the clipboard as part of a set. Clips added to the
clipboard can be used in any class or assignment controlled by the same instructor.

Section: Deleting a Comment

A comment can be added to the clipboard by clicking on the add clip button at the
bottom of the comment bubble or through the Clipboard Library.

[ Done ]

L

The Clipboard Library can be accessed through the Edit link on the Clipboard palette
or through the Tools menu.

T = | T 1 T

| Statistics

£ Rubric Library Finn introducing himself and referencing The Adven

—
‘q E'F’b"ard Library armle.\y awithout you have read a book by the namy
oM QuickMar ibrary

no matter.a He tells readers that, for the most part, TH

QuickMark Palette

e T T O T ]i; SO l'iF'u EXED nPnan I'iI(F' J&.ll"" Dl’\]l\:‘ ‘1n|"| 1‘|1|=' “‘r'i

To add a clip through the Clipboard
Library:

1.Click the Tools menu and select
Clipboard Library

_] ]l clipboard Library

Elimes

2. Click on the clipboard set to add a clip
to. The user may also click on Create
a clipboard and create a new set,
providing a name for the new clipboard.
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To add a clip through the Clipboard
Library:

ds:

3. Click on New

4. Enter up to six character to represent Palette Sym DDD
the clip on the palette in the Palette 4

Symbol field Enter a syl
Content: ——
5. Enter the text for the clip in the Content Content: \
field.

6. Click Done to save the clip. This clip will
now appear on the clipboard that it was 1cel
created on.

Adding a set to the clipboard:
ﬁ Rubric Library Finn i
1. Click on the Tools menu and select : _
Clipboard Library Clipboard Library e
E‘] QuickMarlk Library
2. Click the name of the clipboard set that BBoards: ol
] N
will be added to the palette G =
[ I P P - __
3. Click Set Clipboard. The selected
clipboard set will appear on the ]
clipboard attached to the right side of q T |
the comment bubble. To add a clip from ' '
the clipboard to the comment bubble, |vt.. =l "
click on the clip symbol in the palette
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To move or copy clips between sets:

5] Clipboard Library

s VICY

Finn 1

1. Click on the Tools menu and select
Clipboard Library

rh

no ma

2. Click the name of the clipboard set to Clipboargs: Bo
move or copy clips from Bog
I —— \ o T
11111 | SYMDo Content
3. Select the clips to move or copy by ol T critical ilodoirs’
clicking on the check boxes next to the This quat
clip bibliograf
-~

| EMove to... i=| | Copy
Technical errors
o My Clipboard
Book Reviews
10... critical r

present in this section of the paper.

4. Select the set to move clips to or copy
clips to from the appropriate pull down
menu

Lical

5. The clips will now appear in the selected
set. Moved clips only appear in the
destination set. Copied clips appear in
both sets.

Inline Comments

Inline comments allow instructors to add marks directly onto the paper. The inline
comment appears as type overlaid on the paper. The instructor may select a color
from the drop down menu for the inline comment.

To add an inline comment, select the type tool from the comment tool pull down
menu on the menu bar. A color from the color pull down menu may also be selected.

(= AR b4 P E
]

ol 1 4.&..|':IJ.LEE.I'.I.I.I'.ELI'_ﬁ
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The user can click on the paper where the comment should begin. The inline comment
will show up as a light gray highlight over which typing may be done. When finished,
click elsewhere on the paper or select the highlighter tool from the comment tool pull
down menu. The inline comment will appear as typing directly over the paper.

to athe bad placea if he does not behave,_and Huck thinks that will be okay as

ooks like this report was written in a font or format othET—
- than the acceptable formats for this class. Please refer to your>
abus to prevent the disappearing guote marks.

cidentally kills a spi

An Inline comment can be deleted by clicking on the comment and then clicking on
the gray trash can icon in the top right corner of the comment. Deleted comments
cannot be recovered.

The inline comment can be moved by clicking and dragging the comment to a new
location on the page. Releasing the mouse will affix the inline comment to the page in
the new location.

QuickMarks" Standard Editing Marks

The QuickMark standard editing mark is a commonly used or standard editing mark
that instructors can utilize when editing and grading papers. The number and type
of the QuickMark marks added to each paper in an assignment is tracked by the
Statistics assessment tool available under the Tools menu.

These marks are stored in sets found in the QuickMark library. The sets are added to
a student paper from the QuickMark palette. The GradeMark system automatically
provides four QuickMark sets consisting of commonly used editing marks and
standard corrections. Instructors can use these sets, create sets of their own, access
a set passed down from the Turnitin account administrator, upload a set provided by
another teacher, or draw from a combination of sets.

Adding a QuickMark set to the
palette:

Clipboard Library Fim

1. Click on the Tools menu and select

: . @ 2" QuickMark Library
QuickMark Library

QuickMark Palette

Book Reviews

2. Click on the name of the set to add to
the palette " &l Composition
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Adding a QuickMark set to the
palette:

3. Click the Add to Palette button in the
upper right corner of the set viewing
window

Add to Palette

4. Close the library by clicking the X in the
upper right corner of the library window

The QuickMark palette will appear containing the set that was selected. To expand or
hide the set in the palette click the expand/collapse button at the upper right corner

of the set.

Quizamarks
Composition

[ v | [ cwa |

(oo | [ |

e [

) donat know about me,a Huck narrates, awithout you have read a bog

The novel begins with Huck Finn introducing himself and referencir

Tom Sawyer.a but that ainat no matter.a He tells readers that, for the

i 1 1 11 1 111 A il

To add a QuickMark editing mark to
a paper:

1. If the QuickMark palette is not open, use
the Tools menu and select QuickMark
palette

L narrates, i

6 QuickMarlk Library

uickMark Palette

2. Click the QuickMark symbol for the
mark to add to the paper

Ll a = k)

Com position The novel be;

l Awk. l cutQ ]r‘

I Float Frag.

donat know a

Trarm Qaururar

3. Click the paper where the mark should
be placed

Huck Finn im
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d Tip: QuickMark symbols with yellow backgrounds on the palette are dynamic.
These marks require further modification when added to a paper.

Some of these marks are resizable using handles at the corners of the

mark. Others allow for text to be added in a text field. This allows further
customizing of these editing marks.

Creating QuickMark symbols

Instructors can also create and share their own sets of QuickMark symbols in their
QuickMark sets. This allows instructors to create class or curriculum specific marks
that may not be part of the sets provided by Turnitin or the account administrator.

To create a new mark:

Clipboard Library Fim

1. Click on the Tools menu and select

E‘] QuickMark Library
QuickMark Library

QuickMark Palette

2. Click the name of the set to add a new

QuickMark symbol to My QuickMarks

3. Click the New button in the upper left
side of the set viewing window

A

D#lete E‘ Export
Delete the selected

MIL-_MHHH__

4. Enter the following information for the
new mark:

« A symbol up to 6 characters in length

« aname

« adescription for the new mark

« (optional) a content link - a fully
formed URL web address, used to
link to a site which may contain more
information of use to the student

Content:

5. Click Done to save the new QuickMark
symbol into the selected set

Cancel
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To edit a QuickMark symbol:

Clipboard Library

1. Click on the Tools menu and select
QuickMark Library or click on Manage
QuickMarks on the QuickMark palette

E‘] QuickMark Library

QuickMark Palette

2. Click the name of the QuickMark set
containing the mark to edit

My QuickMarks

«

raph or sentence is very
rewriting to clari

3. Click the pencil icon to the right of the
mark that needs to be edited

bol: MName: n

Content:

is paragraph or sentence is v \
and ewriti rify the

4. Edit the information on the mark

5. Click Done to save the changes made to
the mark in this QuickMark set

Cancel(| [ Done

To move or copy a mark between
QuickMark sets:

Fim

1. Click on the Tools menu and select
QuickMark Library or click on Manage
QuickMarks on the QuickMark palette

QuickMark Palette

noT

Usage 5 |

2. Click the name of the QuickMark set
containing the mark (s) to copy or move
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To move or copy a mark between
QuickMark sets:

3. Select the check boxes to the left of the
symbol name of the marks to move or

copy ation

I AU LW Faieee
—

4. Select the set to move or copy the marks |sort| [Moveto.. ;}/ Copyto. v

to from the Mowe to... or Copy to... pull \ o ks select from list of
— ——
down menu /

yut uninformative: T| aragraph or sen e is very
Jt uninformative and could O o o clarify the

5. The checked marks will be moved or
copied to the selected QuickMark set

A Warning: Instructors may only add, delete, move, copy, or edit QuickMark
sets and marks that they own. QuickMark sets with a gold lock icon to the
right of the set name cannot be modified and are provided by Turnitin or the
account administrator.

Rubric Scorecards

Rubric scorecards can be used to evaluate student work based on defined criteria
and scales. The rubric scorecards can be created by the account administrator and
shared to all instructors on an account. Instructors can also create and share rubric
scorecards, allowing other instructors to upload the rubric scorecard to their classes.

To create a rubric scorecard:

1. Click on the Tools menu and select
Rubric Library
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Section: Creating QuickMark symbols

To create a rubric scorecard:

2a. First time rubric users will see a Rubric

Builder screen that allows them to view
information on What is a rubric? or
Benefits of using rubrics. Click on Get

Started in the bottom right corner of the

Rubric Builder screen

‘ Get Started ‘

2b. Users who have accessed the Rubric
Library and created a Rubric Set before
will see the Rubric Library interface
and click on the New Rubric button and
then Get Started

[ii New Rubric] [ﬁ') Import

3. Provide a Rubric Title for the scorecard

4. Give names to the criteria scales by
clicking on the current name on the left
hand side.

m

' Cnterlon 1

Fntar desrrintinon heara h

5. (Optional) Enter a description for
the rubric by clicking on the Enter
description here area and typing a
description.

Criterion 1
Er

Enter description here> he

6. Repeat steps 4 and 5 for all the criteria.
To add additional criteria, click on Add
Criterion in the upper right corner

7. When all criteria are added, click on the
Next button at the bottom to move to
creating scales

8. Scales are listed at the top of the
scorecard being created. Click on the

names of the scales to change the names

rary Criticism ,__J\

Substandard )
/
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To create a rubric scorecard:

9. Repeat steps 9 and 10 for all scales.
If additional scales are needed, click

on Add Scale in the upper right hand B add scale

corner of the Rubric Builder — e Py
10. Click Next to move to the final step of o

the Rubric Builder us ex

11. (Optional) Click inside a descriptor
field to enter an explanation of
what qualifies for that scale value
of a criterion. Repeat for remaining
descriptors

Substandard Average ‘
—

<"I‘h.Ls paper is below the minimum length

12. To use the rubric to score papers, select
a scoring method from the Scoring pull
down menu

@Disablcd > Bl Adc
= |

=

13. Enter the appropriate point or
percentage value for the criterion and
scales

Total Points:

14. Click on Finish to save the rubric
scorecard to the Rubric Library

us
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Additional Rubric Scorecard Notes

When creating scoring rubrics, instructors should be aware of the following:

e If criteria are used as percentages and the instructor needs each criterion to
be worth an identical percentage, select the Distribute Criteria % option to
automatically distribute the percentages evenly

e The values in the Max Points fields cannot be altered directly. These values reflect
how many points towards the total points for the rubric will be awarded if a paper
receives the highest possible scale value for the criterion, e.qg. if the rubric has a
total point value of 100, a highest scale value of 100, and a criterion worth 20%

the Max Points for that criterion will be 20.
25 pts 50pts

v

This paperis-beton This paper meet

the minimum length | the minimum
requirement for

= N I T

e If the instructor is using criteria as percentages and scale as percentage, the
instructor must set the total point value field for the rubric at the bottom of the
rubric scorecard

Total Points:
v
(3

Modifying Rubrics

Rubric scorecards can be modified after creation. However, if the rubric scorecard has
been used to score student papers, modification of the rubric scorecard will erase any
scoring done on papers in the current assignment. Changes will not be applied to the
rubric scorecard of previous assignments.
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To modify a rubric:

1. Click on the Tools menu and select

Rubric Library " Rubric Library

Fin

2. Select the rubric to modify by clicking

on the name of the rubric m
TR
| age Goo
3. Change the rubric as needed >
50pts 75pts
\ This paper exgd! the

4. Click Done | Cancel(] [ Done

m‘ e the changes to the Rubric in the library
pafit applying changes to the current

5. When prompted, select how these SEn s Rubric.
changes will be made in accordance with Qwe the changes to the Rubric and apply
. . o ges to the current assignment's Rubric (this
the notlﬁcatlon WlndOW that appears will erase current scorecard information).

[ cancel | [ ok |

Attaching a Rubric to an Assignment

To use a rubric scorecard, the instructor must first access the GradeMark view of a
student paper in an assignment and attach the rubric to the assignment. This enables
the rubric scorecard for the assignment.

Adding a rubric to an assignment:

J—
ﬁ Rubric Library

1. Click on the Tools menu and select
Rubric Library
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Adding a rubric to an assignment:

2. Select the rubric to attach by clicking on . —
. Literary Criticism m|
1ts name

|_ Dis

3. Click Attach to Assignment to add
the rubric as the active rubric on this

assignment. If a rubric is already «okt| [ Attach to Assignment
attached to the assignment a warning

notification will be given _X] @ Add Scale ¥BAdd Criterion

Using a Rubric Scorecard to Grade

The rubric scorecard allows the instructor to easily score the performance of a paper
against a set of criterion on a scale. The rubric scorecard is accessed while the
instructor has the GradeMark view of a paper open.

R e e L s e T CTCTTCTIT T LTI TIIT

to asivilizea him, and his frustration at living in a clean house and minding his

ist General Comments Rubric Scoring

recard: Literary Criticism

Grading Scale

‘ Substandard Average Go

25% 50% 73

Length
— 7.5pts_” 15pts 22,

To open the rubric while viewing a student paper, the instructor user will click on the
rubric scorecard link at the bottom right corner of the GradeMark window.

ening sentence of the novel notifies readers that Huck Finn is the

|-=| comment list [ general commignts #f rubric scorecard
) A

To grade with the rubric scorecard, the instructor clicks on the scale the paper has

met for the criteria. Grade points will be automatically tallied and saved to the
GradeBook for the class.
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General Comments

An instructor is able to write a general comment regarding a paper. The general
comment tool allows for a longer, less area-specific feedback to be provided to the
student writer.

To add a general comment, click on the general comments link at the bottom right
corner of the GradeMark paper view.

midnight, Huck hears a noise outside his window and climbs out

ening sentence of the novel notifies readers that Huck Finn is the

Type in the general comment in the provided space. The general comment will be part
of the printable version of the GradeMark page for student users, or can be viewed
online by the student by clicking on the general comments link in the bottom right
corner of the GradeMark student view.

Comment List m Rubric Scoring
General st ——

<’fﬁgh the paper exceeds the minimum word length, there is inadequate™syigin
Wem to be taken from popular websites. )

GradeMark Assessment

Paper and Assignment Statistics

Instructors can use the Statistics link from the Tools menu to view the paper
information for the current student in comparison to the performance of the rest of
the class in the assignment. The tool contains statistics for the grade given to the
paper against the overall class grades in the assignment, the rubric scores for the
paper versus the rubric scores for all other papers submitted to the assignment, and
the number of QuickMark comments used on the student paper versus the number of
QuickMark comments used for all other submissions in the same assignment.

Note: Statistics can only be displayed for submissions linked to a student
user profile. Non-enrolled student submissions do not have any statistical
information available through the GradeMark tools.
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To view grade statistics:

(44% | | B Bldec 50
1. Open the GradeMark view of the student

paper to access statistics for ()t 50:
[ qans N = s o T [

File View Tools Help

2. Open the Tools pull down menu and
click on Statistics

-

3. Click Grading on the assessment graph.
A graph displaying the performance of
the student versus the class average on
all assignments will open

Student's Gra

4. Click All Assignments to open a list of

. . (48/400)
assignments that can be viewed

> All assignments:

Attendance’ U days absent)

— @ Grading Summary:

5. To view the graph for an individual v All assignmen
assignment, click on the name of the
assignment

(48/400)

Book Review 1: (48/100)

Rnnk Revicw P

To view rubric statistics:

File  View T

1. Open the Tools pull down menu and

i Isti Statisti
click on Statistics Ll statistics

2. Click Rubrics on the assessment graph.
A graph displaying the paper rubric
score, if any, versus the class rubric
scores on the assignment will open
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To view rubric statistics:

3. Click the name of the rubric to open the
list of criteria

¥ Literary Criticism: 7.5/100)

Length: (22.5/30)

4. Click the name of a criterion to view the
graph for the individual criterion within
the selected rubric

Length: (22.5/30)
—

Format: > (15/30)

Cantent: (10/40)

To view QuickMark comment
statistics:

1. Open the Tools pull down menu and
click on Statistics

File View Tools Help

2. Click on the QuickMarks tab. A graph
displaying the number of QuickMark
comments used on the paper versus the
class QuickMark comment use will open

ITIIL

3. Click the name of a QuickMark set to
open the list of marks within that set
and to display a graph of the use of that
set within the class

Subject-verb agreement

4. Click the name of a specific mark in the
QuickMark set to view the graph for the
usage of that individual mark.
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Additional Functions

The Comment List

The list of all marks that have been added to a paper can be viewed by clicking
comment list at the bottom right of the GradeMark window.

midnight, Huck hears a noise outside his window and climbs out

ening sentence of the novel notifies readers that e

[-=| comment list  [Z gendral comments &4 rubric scorecard

0

The list of comments can be used to navigate to the location of a comment on the
paper by clicking on a mark in the comment list.

,m General Comments Rubric Scoring

Page# SYMDO| —— O TEENE
1 Simp. Thesis too simple: A good thesis should not state something that is obviously true. When your is

that you do not have enough to write about. A complex thesis, on the other hand, requires you to co
cannot be easily anticipated. & worthwhile thesis will always outline an argument with which a reader

js guote does not have a page reference or a bibliography entry.

Navigating Between Marks

An instructor can jump from mark to mark sequentially using the navigation arrows at
the top of the GradeMark interface.

/_, N
U " (""" & | ¥ Grade (out of 100"
h Y
\ /

e Clicking on the up arrow will move to and select the previous mark on the paper
e Clicking on the down arrow will move to and select the next mark on the paper

Moving from mark to mark will open the comment bubble for each mark. Using the
navigation arrows can allow an instructor to quickly move between and edit marks

sequentially.
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Navigation Between Papers

An instructor grading several papers may need to move to the next or previous paper
without returning to the inbox and re-launching the GradeMark interface.

The previous paper and next paper links at the top of each paper in the GradeMark
interface allow the instructor to continue grading without returning to the assignment
inbox. Each time the instructor moves between papers, any changes that have been
made to the papers are saved automatically.

Paper Information

IDst: GO24 3643 Word Count: 10848
. Submitted: 09-18-07(late) Total Marks: 1
Fl nn Last Saved: 09-18-07 Time spent: 00:04:52
AT Similarity: Status: final

Entering a Grade

A numeric grade may be manually entered for a paper by clicking the Grade field at
the top of the paper. The Grade field automatically displays as Grade (out of possible
points):, e.g. a 100 point assignment shows as Grade (out of 100):

Grades entered in this field will also be saved to the GradeBook.

Final Grade [out of 100):

L —

e v & P Grade( jout of 1008 3
v

Note: If a rubric has been attached to the assignment, a grade will be
automatically entered in the grade field when the rubric is completed.

Emailing Students

The instructor can open a mail window in the default mail client for the computer by
clicking on the name of the student under the paper title. For more information on
default mail clients, please use the help file for the web browser.

Submitted: 09-18-07
Last Saved: 08-18-0
Siiinniila ity

by Student New

Final Grade (o4
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Student View Mode

To view the paper as the student will see it, access the View menu and select Student
Mode. The GradeMark interface will change to display the student user interface.
Return to the instructor access by using the View menu once more and selecting
Instructor Mode.

Close All Comments . .
yone tells some lies. even people like Aunt Polly 1]

ar [S]
/ f— mmn of how he and Tom got six thousand dolls
< Student Mode
\ Paper Only Mode nke ckas money and invested it with a dollar
Huck now lives with the Widow Douglas and her sister, Miss Watson. ]

Printing

The GradeMark interface is not designed to be printed from the primary GradeMark
screen. To print a paper with a full comment list and any rubric information, use the
print icon or open the File menu pull down in the GradeMark window and select Print
from the list of options.

P

Tools Help @ @ EI | V‘ [-i-] lfl Grade ¢

L

A printable version of the paper will load and the user’s print menu should appear
once the paper has finished loading. Once the paper has begun printing or after the
printing job has been completed, click on the Return to grading paper link at the top
right corner to return to the normal GradeMark screen.

= \

QReturn to grading paper >

GradeMark

Huck Finn

by Student New
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Introduction

The GradeBook product allows an instructor to track student grades and attendance
for a class. To access the GradeBook, click the gradebook tab in the class bar.

Students enrolled in the class appear in the left column of the class GradeBook.
Turnitin assignments for the class are listed along the top of the GradeBook view.

There are multiple methods that allow an instructor to enter grades into the
GradeBook. Grades may be entered directly from the GradeBook from the main
gradebook window or from the assignment and student pages. The GradeBook will
also accept grades entered for papers and peer reviews outside of the GradeBook. For
example, an instructor can enter grades using GradeMark, a GradeMark rubric scoring
card, or for Peer Review assignments. Student grades may also be entered when
viewing a student paper from the assignment inbox.

Iass's GradeBook. Grades }'Wﬂnu nt are added to GradeBook. To a

g | students | peer rev@w gradebook Illﬁnrles calendar | discussion

\/

Areas of the Turnitin GradeBook

e attendance - instructors can check a box indicating an absence or late arrival for
a student on a specific date

o add entry - create a new entry on Turnitin for an assignment not created in
Turnitin

e prefs - instructors may set the specific grading format for a course

e key - opens an informative pop-up window that displays the meaning of all
information on the GradeBook page

e graphs - statistical graphs that can be used to display student and class
performance

e scale - used by an instructor to weigh the value of assignments as part of the
possible total number of points in the class

e export - download a Microsoft Excel spreadsheet version of the current GradeBook
e grade - access to the grading page for a specific assignment

e assignment name - click on an assignment name to access further information
about this assignment and the grades given in the assignment as well as statistics
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Point Values

Each assignment in GradeBook carries an assigned point value. From the GradeBook,
an instructor can add a point value to an assignment or adjust the point value for an
assignment at any time.

The GradeBook assignment point value can be overridden by the GradeMark rubric
scorecard point value. Please see more information under Chapter 4: GradeMark, in
the Rubric Scorecard section.

1. To add or modify the point value
of an existing assignment:

-adeBook. Grades you enter from within your account are added t

1. Enter the GradeBook for the class dents | peerkeview | gradebook | librskies | calend:
e —
t
Personal Essay 1st -

2. Click the grade button beneath an - %Rw“m o
assignment to open the GradeBook absent ! 190858
assignment page 0 _T a3

il Essay 1st draft ca submit »

3. Enter the desired value in the maximum e po —

points field First, Student™—fe——" Who Shot_

P o —_ =

mum points object

4. Click submit to save the new assignment |, .~ _
— Jé (et J] )
B T——"

Adding Entries

Assignments that have been added to Turnitin such as paper assignments, peer
reviews, and revision assignments are automatically assigned a GradeBook entry. Any
additional entries, such as in-class exams or presentations, must be added manually
by the instructor.

This allows instructors to track and save grades in a single location through Turnitin
and automatically return this information to the students on the post dates for the
assignments that have been graded.
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Adding an entry to GradeBook:

1. Click the add entry tab | attfndance | addentry | prefs | ke) | graphs
ints: graded points:

2. On the entry page, fill in:

e an eptry name e
 apoint value for the entry

0 00 o 0 Please enter any additional infermation for this entry:
+ (optional) additional information for ‘

the entry

entry name: | |

3. (Optional) To group the new entry with
an existing assignment, use the pull '

down menu to select the assignment. 5l like to group this entry with an existing ass 2
Grouping an assignment places the mﬂmﬁ group $
entry in the GradeBook as a subset of
the assignment selected

4. Click submit to save the entry and add || ... -nw
the entry to the GradeBook tanan

GradeBook Preferences

The preferences page allows an instructor to control the format in which the grades
in the class are displayed. The available grade display options are letter, point, scale,
or custom. This area also allows instructors to customize the percentage values that
equate to any given grade, for example: A = 92-100%, C+ = 78-79%.

To open the GradeBook preferences page, click the prefs tab.

[at‘tandurma addanl‘yrpmfﬂ h graphs scale export

max total pnints:Ugraded points: 100

student points i grade late ab=ent

- - - -
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From the preferences page the instructor can select and customize how grades are
displayed and the percentage value used to determine the grades. The instructor can
choose to display grades as a percentage, a letter grade, or using a 4.0 scale.

If using a different grading system, the instructor can create their own grading format
by selecting other and entering the percentage breakdowns and grades desired for
the class.

A Warning: When creating a customized grading scale, be certain that all
possible ranges of percentage are accounted for. If there are any gaps, an
error message will be generated.

Once a format has been selected for the grades, determine the breakdown that
should be used for each grade. If the instructor would like to import the values from
another class, use the pull down menu to select the class. When the modifications are
completed, click on submit to return to the GradeBook.

Entering Grades
Grades can be entered from the Gradebook assignment or Gradebook student pages.

The GradeBook assignment page lists all student submissions to an assignment. To
open an assignment page, click the grade button beneath an assignment.

jtry prefs key graphs scale export Parso
450 aded noints: 180 draft s discussion Revision 1 Book Review 1
2 max gr points:
points %o grade late ab=ent 20 100 pts 100 pts @
- -

- - - b _v
it 172 | 95.6% | 0.96 0 0 TW | | 93 | 093

The Gradebook student page shows a selected student’s submissions and grades. To
open a student page, click a student’s name.

To grade a submission, enter an integer point value next to the submission. To view
the grades before submitting them to GradeBook, click the calculate link.

r
Personal Essay 1st draft calculate

Maximum points

| object title r m revid

First, Student Who Shet JFK.doc o
Last, Student Dizzy Dean.doc o

MNew, Student

oy

When point values are entered, click the submit button. The grades will be entered
into the GradeBook and the instructor will be returned to the GradeBook main page.
The main page will display the point values entered along with the corresponding
grades.
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GradeBook Student Page

The top of the student grade page gives the instructor a summary of a student’s
grades and attendance. If the grades in the class have been scaled, an asterisk will
show up next to the student’s overall grades indicating that the values are scaled
values.

The view can be toggled between scaled and natural grade values by using the show
totals based on: pull down menu to select scaled values or natural values. Refer to
Scaling and Dropping Grades in this chapter for more information on how scaled
grades work in GradeBook.

GradeBook totals for: First, Student

| 1721180 | 85.6% |0.96 | iate: 0 absent: 0 |19 caleulat]
assignment points grade mictie
Personal Essay 1st draft (80)  0.99 Who Shot JF

The instructor may also view the student’s grades in a variety of graphical formats
using our graphic tools. To access the graph displays, click on the graph icon for the
student. For more information on using GradeBook’s graph tools, please refer to the
section Graphing Tools in this chapter.

T —
| 1721180 | 95.6% |0.96 ] iste: 0 avsent{0 || 15} calculate
)

points grade note title

Notes

The instructor is able to send a note to a student for the grade given to the student
for their submission in a particular assignment.

To enter a note for a student on an assignment, click on the note icon next to a
submission.

et points grade note title
 draft o) o089 ( 1 Who Shot JFK.doc
(20)

On the note page, enter the text of the note for the student in the text box provided.
On this is complete, click submit to save the note making it viewable for the student.

o

.".
| send a note with grade [ suomi> | )

assignment: Personal Essay 1st draft
grade: 7S/80 (0.55)

Enter your note:
[Really great work on this personal essay! |
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The instructor is also able to enter a general note for a student from the student
notes page. To open the note page, click the notebook icon.

/
72/180 | 95.6% | 0.96 | iate: 0 avsent: 0 |13/ 19] calculate

points grade ke title

From the student notes page, add a general note by clicking the add note link.

e (1] |
o ™y
jpdeBook notes for Student First  show: | all notes (=] o=ddnote back)e student
N
updated message \_/ update delete
Baalbs oroat ssenrl op thic norcopal oo ail

From the student notes page, the instructor can also perform these actions:

e toggle between viewing assignment specific and general notes using the show pull
down and selecting all notes, assignment notes only, or class notes only

e update and delete notes by clicking on the icons under the update or delete
columns

e return to the student’s grade page by clicking on back to student

- .
( GradeBook notes for Student First show: | all notes ;l add Me back to student >\
S~——undate —sefEte

posted updated message

Really great work on this personal essay!
(from Personal Essay 1st draft)

a

Scaling and Dropping Grades

With Gradebook the instructor can scale grades in the class and recalculate them
instantly. The instructor may also select whether to drop the lowest grade for each
student in the class. To open the scale page, click the scale tab on the GradeBook
main page.

e

pttendance | add entry = prefs = key ﬂ"“‘#‘ - “""ﬁ Personal Essay 1st
rersondl Essay 151 i
: I class dig
max total points: 450 max graded poifits:—i00— draft
student points O grade late abzent B0 pts 20 pts
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The scale pages shows all of the instructor’s assignments and entries along with the
assignment point values. The natural value column shows the value of the assignment
without scaling. For example, if the GradeBook shows four assignments each with a
100 point value, the natural value of each would be 25%.

# assignment name paints natural value  scaled value
1 Personal Essay 1st draft 80 17.8% %
In class discussion 20 4.4% 44 |%
1 Revision 1 100 22.2% %
2 Book Review 1 100 22.2% 222 |%

To increase or decrease value of an assignment, enter a new value in the scaled value
field. Make sure the values total to 100% by the end of the class. To view the new
scaled grades, click on submit to be returned to the main GradeBook view where the
scaled values are now displayed.

.f..
. scale gradebook

drop lowest grade for all students? naturalize values

# assignment name points natural value scaled value
1 Personal Essav 1st draft B0 17.8% 200 |5

A Warning: Scaling grades does not change the point values of assignments.
Scaling grades creates new values for assignments relative to each other
and the total value of all assignments in the class. These relative values are
reflected in the total percentage and final grades only.

The GradeBook will now display grades based on the new scaled values entered by
the instructor. To view the grades based on their natural value, click the scaling:
hide link. Changes can be made to scaled values by returning to the scale tab and
adjusting the grading scale.

pdance add entry prefs key graphs scale export

lnta . . 1 PEFEDFI'E;MEES 1St |y class discussion

| points: 450 miax graded points: zcaling : hide EREAE

student points  %*  grade* T3 T 80pts 20 pts
-

- - - - -

P = W (T Y =0 T = T T N - ¥ - ) A A =0 1 Ty 1

Dropping Grades
An instructor can automatically drop the lowest grade for all students in a class.

To drop the lowest grade, go to the scale page and from the drop down menu labeled
drop lowest grade for all students? select yes.
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."- \H'.
) scale gradebook submit k ]
A
drop lowest grade for all gtudents ? M
ne |
# assignment name 3 r&tﬂmlualue scaled value
1 Personal Essay 1st draft ﬁ?.ﬁi 17.86 | %

When the lowest grade has been dropped, each student’s lowest grade is marked

in GradeBook by placing the grade in a highlighting square. These grades can be
reinstated at any time by returning to the scaling page and changing the drop lowest
grade for all students drop-down menu to no.

scale gradebook submit »
drop lowest grade for all stséts? > naturalize values
# assignment name \pﬁ\‘ﬁg natural value  scaled value

Graphing Tools

With Turnitin’s graphing tools, an instructor can effectively track class and student
performance. To access GradeBook’s graphing tools, click the graphs tab on the main
page of the GradeBook for the class.

. -
attendance addentry prefs 6" graphs 3::.3]9| export Personal Ess
Fersonal Essay

max total points: 450 max g ;100 draft
student points B grade late absent B0pts  [ors

On the graphs page, use the show: pull down menu to choose what type of graph to
display. The graph types available are:

e graphs showing class performance for all assignments

e graphs showing class performance for one assignment

e graphs showing performance of a student for all assignments or one assignment
e a graph comparing the performance of a student to the rest of a class

Most graphs are available in a line graph or as a pie chart.
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When a graph for student performance or assignment performance is selected, a new
pull down menu will appear labeled as for:, and the instructor will need to select a
student or assignment to display, depending on the graph type that is being viewed.

show: E::Mrmanu for ALL assignments (line graph) g I
class performance for ALL assignments (line graph) \

' class performance for ALL assignments (ple chart) )

class performance for ONE assignment (bar graph)

class performance for ONE assignment (ple chart)

student performance for ALL assignments (line graph)
tudent performance for ONE assignment (ple chart)

class performance for ALL assignments (line gra

When viewing a line graph, the user has the option of showing grades instead of
showing percentages. To show grades, use the show breakpoints as: pull down
menu and select grades. To hide the grades and only display percentages, select
percentages.

T Ty |

Average performance in We... Literature by assignment

When viewing a bar graph for class performance in an assignment, an option is
provided for viewing percentages or points. Use the break down distribution using:
pull down and select percentages or points to change this option.

@ distribution using: [ points ;D

Printing Graphs

All of the GradeBook graphs are printer friendly. To view a graph in print format, click
the print link below the graph. This will open a separate window. Use the browser
print command to print the selected graph.

® e e & &

4 ol D &

Percentage

—

( print this gra Eh)
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Attendance

An instructor can use the GradeBook to track student late arrivals and attendance by
using the attendance page. To open the attendance page, click the attendance button
on the GradeBook main page.

[uﬂandanm adda% prefs key graphs scale export Personal
M: 450  max graded points: 100 di

student points [T grade late absent BO pt=

. . . . "'

The attendance form lists students enrolled in the class. The top of the form shows
the current date. To mark an absence or tardy for a different date, click on the
calendar button or use the pull down menus to select the date to record attendances
or tardies for.

student

absent .~ late
| act Sty 4 — —

To mark a late or absent student, click the check-box to the right of the student name
in the correct column.

Bles ra o

student absent late
First, Student ~ [
Last, Student Q ~

Mew, Student [
Second, Student I -

Once all student absence or tardies are recorded for the selected date, click on the
submit button to save the information. Absences and late arrival totals show up on
the GradeBook main page for all students.

Sep | 12 TI | 2007 *rI submit »
student points  %*  grade* e abs 80 pts 20 pts 1
- - - * \ - -
First, Student 172 | 95.6% | 0.96 0 1 79 | 099 |
Last Student 135 | 75.0% | 0.75 0 0 45 | 056 |
New, Student 48 | 26.6% | 0.27 1 0 o | o0.00 |
Second, Student 143 | 79.4% | 0.79 0 0 65 | 0.8 |
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Exporting from GradeBook

An instructor can save an offline copy of the grades entered in the Turnitin GradeBook
for a class. The GradeBook information can be exported as a Microsoft Excel®
spreadsheet.

To export GradeBook information, click the export tab on the GradeBook menu page.
This will create the spreadsheet and initiate a download of the GradeBook data to the
instructor’s computer.

N

ndance addentry prefs key graphs le | export
: : Kﬁ«mﬁ/‘ onalEssay 18t |, ;55 discussion
total points: 450 max graded points: 180 T draft

student points %o*  grade® late abzent 80 pts 20 pts
- - - - - .
key graphs scale expor 9 () 7 Opening gradebook_export.xls
pded points: 180 scaling :

1 ¥You have chosen to open

Bp* grade® late

= - __ gradebook_exportxls
95.6% | 0.96 0 —
which is a:
75.0% | 075 0 Excel Spread.s-heet
from: http://www.turnitin.com
26.6% | o0.27 1

GradeBook Key

Click the key tab to view a visual key explaining the meaning of the asterisks and
other indicators that can appear on the GradeBook page for an instructor.

8een http://www.turnitin.com - GradeBook Key
| class hama | students | pear review gradebook i indicates grade praferances
totals shown are
scaled totals
| attendance | add entry | prefs | scale | export
assignment 1
max total points: 300 max graded pointg: 300 scaling: hide
studant points L g:d:\) late absent 100 pts @
- W — - - -
indicates point total for Hernandez, Melissa 290 | 96.7% | 0.97 0 0 100 | 100
this student is incom- Jones, Jack 280 | 93.3% | 0.93 [V} i} 100 | 1.00
plete; one or mare
graded assignments Mewman, Shelly 270 | 90.0% | 0.90 0 o 1o | 1.00
have not been graded )
for this student Patterson, Billy '1| 80.9% | 0.81 i i} |
Smith, Eileen 255 | 85.0% | 0.85 ] o 100 | 100
Class average: 251.0 | 89.2% | 0.89 0.0 0.0 1000+ )| 1.00
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Chapter 6 : Class Calendar Section: Introduction

Introduction

The class calendar automatically tracks important dates for the Turnitin assignments
created in a class. It also allows an instructor to add class notes, announcements,
and holidays. If an instructor has prepared a syllabus document for the class, the
instructor can also upload the class syllabus to the calendar area.

Students access information posted to the class calendar from the student class
calendar option that is available to students on the class homepage.

Accessing the Class Calendar

To access the class calendar, the instructor must log into Turnitin and click on the
class name to enter the class. Once the class is open, click on the calendar link on the
class tool bar to open the class calendar.

box. To view a paper, click the paper's title. an Originality lick the paper's Originality Report icon in the repd
hts | peer review | gradebook | (hrarles | calendar | discussl% | preferences

When the calendar opens it will display the current month and year. The instructor
can move between months of the year by clicking on the month tabs along the top of
the calendar.

Apr May Jun July o Sep )_d‘ Mow Dec 2007 - list syllabus
n

A
Hay Tuesday Wednesday _ Thursday Friday Saturday

To change the year view, use the year pull down menu to select a year to view.

[ :
Sep  Oct  Nov  Dec =i
inesday Thursday \_Fric iggg Satylday
4 5
. . 2008

Assignment Dates

Assignments and peer reviews created by an instructor automatically become part of
the class calendar. A link appears for each assignment’s date. The link displays the
assignment or peer review title. To view a summary of an assignment or review, click
the assignment or review title on the class calendar.

start: Riavision 1
start: Personal
Essay 1st draft
gart: Book Review
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Section: Assignment Dates

Calendar Entries

Class Notes - class notes uploaded to the calendar are accessible to students
enrolled in a class. The instructor can add a single set of notes to a calendar date or
can upload notes for multiple dates using the bulk upload feature.

To add a single class note document:

1. Click on the date on the calendar for the
day the note pertains to

start: Personal

2. From the calendar entry page, click
Browse to select a note document
to upload. Accepted file types are
Microsoft Word, Corel WordPerfect,
RTF, PDF, plain text, and HTML

lass notes for this daje=__ bulkbmlgad

y 4

K Browse... |)
e

3. Click submit to upload the note to the
class calendar

bulk upload

Adding multiple sets of class notes
by using bulk upload:

1. Click on the date on the calendar for the
day the note pertains to

2. From the calendar entry page, click the
bulk upload link

oo st ]
for this date: ( bulk upload

Bmwsﬂ"

3. Click the Browse button and locate a
note document to upload

I

—~
Browse...
_

s ——

S
0o
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Section: Assignment Dates

by using bulk upload:

Adding multiple sets of class notes

4. Enter a title for the selected note
document

J D e aerd s macmi j et et Erman B

55 notes you want to upload, click "suk

5. Select the date to associate the note
document with

the bulk upload

6. Click attach to add this note as part of

to add to the calendar

7. Repeat steps 3 to 5 for each set of notes

to upload the notes to the calendar

8. When done adding note documents to
the bulk upload, click the submit button

submit »

ail attachments. Just find the

tamh kattein Fach fila s

A notes icon will appear on the appropriate date on the class calendar for each set of
notes that were submitted. To display a note, click on the notepad icon for a date.

- F Writing Day
ged <
iom 1
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Announcements

Announcements can be added to the class calendar by the instructor. Students will
see an announcement icon and be able to view the announcement by clicking on the
icon after the student accesses the class calendar page for the class.

Adding an announcement to the
calendar:

1. Click on the date on the calendar for the | 3 5
[ goft: Rovision 1

day the announcement pertains to

start: Personal

2. On the calendar entry page, enter a

title and additional information for the @mnm: info:

announcement

3. Click submit to add the announcement
to the class calendar

An announcement icon will appear on the class calendar along with a linked

announcement title. Students or the instructor can view the full announcement detail
by clicking on the link.

4

start: Raview of
Atlas Shrugged
start: Revision 1
start: Personal

Aok ol bl

&p Writing Day

To delete an existing announcement, click on the date of the announcement. The
screen will display all announcements that have been added to the selected date.

To delete an announcement click on the red x icon to the right of the announcement.

announcements: L

@ Wiiting Day

= >

haliday:

name: |
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Holidays

From the entry page, holidays can be added to the class calendar. If the class does
not meet on a specified holiday, it can be designhated as a day off.

To add a holiday to the calendar:

1. Click on the date on the calendar
day the holiday pertains to

for the

2. On the calendar entry page, enter a
name for the holiday in the holiday field

calendar

4. Click submit to save the holiday onto the

The name for the holiday will appear on the class calendar and the day will be given a

light blue highlight for emphasis.

Eview post: Book Review
Process

» z £

Professor's Birthday
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Uploading a Syllabus

If a class syllabus has been written, an instructor can upload it to the class calendar.
Students can view and download the syllabus from the student view of the class
calendar.

To upload a syllabus:

1. Click the syllabus link on the class
calendar page

2. From the syllabus page click the Browse —
button and locate the file to upload. ‘ <ﬂ Browse... | Euh
Accepted file types are Microsoft Word, —
Corel WordPerfect, RTF, PDF, plain
text, and HTML

3. Click submit to add the document as the
class syllabus

Brotse... | submit »
r

The syllabus will be posted to the syllabus page. If another syllabus is posted it will
replace and overwrite the current syllabus. Only a single document at a time will be
available on the class syllabus page.

Calendar List

The calendar can also be viewed in list mode. The list mode displays all assignments
and entries for the current calendar year. Dates that do not have assignments or
entries are excluded from the list.

To switch to the calendar list, click the list link on the calendar.

k Mow Dec
Thursday Friday >al ay

The calendar list mode works similarly to the calendar mode. Any item can be viewed
by clicking on it. To update an item, click the green + symbol marked update icon to
the right of the item.

To switch back to the calendar view, click the calendar mode link.
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Chapter 7 : Discussion Boards

Introduction

Discussion boards give students the chance to participate in peer discussions using
the online discussion board feature in Turnitin. The class discussion board allows
students to suggest topics for approval by the instructor, reply to topics posted by
the instructor, and reply to the posts made by students or instructors in a moderated
discussion environment.

Accessing Class Discussion Boards

The class discussion board is available from the class homepage discussion link. The
account administrator for the institution may disable this feature or the feature may
not be in use. If the discussion link is not available it has been disabled.

If the discussion board link is available, access the class discussion board by clicking
on the discussion tab.

Posting a Discussion Topic

Before students are able to use the discussion board, the instructor must create
and post a discussion topic. Students may also submit discussion topics, but these
discussion topics only become active or visible to other students if the instructor
approves these topics.

How to post a new discussion topic:

—-.

1]

the post a new topic link

1. From the discussion board page click on C B D show: 2

replies - pending

—
2. Enter the topic information: @ )

« topic title (required)
« topic description (optional)

3. Choose a start and end date for the

topic. Students will not be able to post
to a discussion before the start date or ((\’
after the end date

4. Choose whether the topic will be
moderated. If so, the instructor remain
the moderator or may appoint a student
enrolled in the class as moderator on
the discussion

oderator: | unmoderated

unmoderated
First, Student

nous replies:

ELLCE

— Last, Student
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How to post a new discussion topic:

A Warning: When a discussion is
moderated, students cannot read new
posts until they have been approved
by the moderator. Refer to the section
Moderation in this chapter for more
information

5. Choose whether replies will be

anonymous or attributed. If yes is enddate: |Mar T][8 <J[2008

selected for anonymous reply, only the moderator: ated s

instructor will be able to see the user anonymous replies:

information of the person who made a

particular reply Describe what book has been your favorite and why. An
6. Click submit to add the new topic to the

class discussion board. The discussion /w

will not accept student posts until the m

start date

Once the start date of the topic has been reached, students can log in, view the topic,
and begin discussion by posts to the discussion board.

Discussion Page Overview

The discussion page lists all discussion topics for a class. From this page the user has
a quick overview of all the discussions that are ongoing or previously active in the
class.

The status column displays if a topic is active or inactive. Active discussions still allow
student posting. Inactive topics do not allow any student posts to be made unless the
instructor reactivates the topic.

The replies column shows the total number of replies to a topic.

The new column shows how many replies, if any, have been posted since the user last
viewed the discussion topic

If the user has selected a moderator for a topic, the pending column shows how many
replies need to be moderated. Refer to the Moderation section in this chapter for more
information on moderating a discussion topic.

The last reply column shows when the last reply was posted in a topic.
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The moderator column displays the moderator for the topic, if any. If no moderator
has been selected, none is displayed in this column.

The pull down menu on the discussion page lets the user choose to view all topics,
active topics, pending topics, or inactive topics. By default the view is set to all topics.

Updating a Discussion Topic

To make changes to an existing discussion topic, the instructor can access the
discussion topic by clicking on the green + symbol marked update icon to the right of
the topic on the discussion board.

L L L N L ) L] —
bw v pending = last reply - moderator m
i - - [none) ( ﬂ)
NS > 4
™

The instructor can change the topic’s title, start and end date, and add or remove the
anonymous reply feature. The instructor can also change the moderator status of the
topic by adding, replacing, or removing the moderator from the discussion topic.

An instructor can also delete the topic by clicking on the red x marked delete icon to
the right of the topic on the discussion board.

[[EOSC O e topTe o | al IOpTes i |
bw ~ pending last reply -~ moderator updaw
0 = . (none) I( [ |

\

) Wy

The pull down menu on the discussion page allows the user to choose the topics
shown. The instructor can select from viewing all topics, active topics, pending topics,
or inactive topics. The view defaults to all topics.

Posting a Reply

To access a discussion and view the responses in the discussion, click the title of the
topic listed on the discussion board page. This will bring the user into the detailed
view of the topic. The topic is listed at the top of the page, and any responses are
listed beneath the topic.

[ pege: [1] |

started by Your Name on 07-13-07 at 1:05 PM

13, 2007 at 11:58 PM

reply to topic &

h your opinion, who was the real author of
hd your view.

)

Fted -

show replies as: flat view with nested threads |+]

replies -
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To post a reply to a topic:

digcussion boards for: Intreduction te Tur

1. From the discussion board page click on | _statusy ———""""toprtitla__

the name or title of the topic to reply to ave Who was Willam Shakespear? )

- —
—— ——

2. Click on the reply to topic button next to

. . . reply to topic & |
the discussion topic | et

post discussion boards reply

3. Enter the response in the reply box
provided. By default only the latest reply el
is shown. To display the entire thread, Shakespeare's plays? Be prepared to defeMdyour view.
use the pull down menu at the top of the
form and select entire thread

Whao m Shakespear?

enter your reply:

4. Once the reply is entered, click
on submit to add the reply to the ist message only 4]
discussion

ted by Your Name on 07-13-07 at 13:05
e real author of

“ Tip: Responses that will take more than a few minutes to type should be
written in @ word processor software and then copy and pasted into the reply
box for the discussion board. This prevents loss of internet connection causing
a lost reply to the discussion board, especially in the event of complex replies.

No images or formatting is accepted by the reply box - only text will be
entered into a discussion board reply thread.

Responding to Previous Replies

Users may also respond to the replies left by other users, either instructor or student,
within the same class. This encourages discussion and can help students to polish
opinions and ideas with the assistance of their peers. To respond to a reply rather
than to the discussion topic, use the reply link to the right of the specific reply instead
of the reply to topic link.

Deleting or Editing Responses

A response may be edited or deleted by the user who created the response, or by the
instructor for the class.
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To edit a posting, click on the edit link to the right of the post on the view of the topic.

To delete a posting, click on the delete link to the right of the post on the view of the
topic.

If a reply has been added to a post, it cannot be deleted or edited by a student. Only
the moderator or instructor will be able to modify or delete the response.

Discussion Board Views

The discussion boards feature two main viewing styles - a flat view and a threaded
view. These views use one basic structure but differ in other ways.

A topic thread might look like this:

Topic
1. First response to topic
1.1 Response to reply 1
2. Second response to topic
2.1 First response to 2
2.2 Second response to 2

Flat View

The default discussion board view is the flat view. This view shows responses flat in
thread order, like the example above.

With the flat view, users can view responses with or without threads. By default, the
thread is shown.

For example, the following is posted:

I agree with this topic
and the student user replies with:

Why do you agree with this topic?
The posting order will show up as:

I agree with this topic.
Why do you agree with this topic?

The flat view with nested threads is the default viewing method. To view only re-
sponses and see no referenced thread, use the show replies as pull down menu to
select flat view with no thread on the discussion page.
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reply to topic o
kquently. In yvour opinion, who was the real author of

ed to defend your view.

threaded view
posted - O

Threaded View

The second primary view type is the threaded view. To use the threaded view, use the
show replies as pull down menu and select threaded view.

In your opinion, who was the real author of
end your view.

flat view with no threads

| (3] show replis
threaded view

posted~ e

hinutes ago 0 replies edit reply delets

When viewing a discussion using the threaded view, only the top response of each
thread is shown. For example, if the discussion has this structure:

Topic
1. First response to topic
1.1 Response to reply 1
2. Second response to topic
2.1 First response to 2
2.2 Second response to 2

the threaded view will appear as:
Topic

1. First response to topic

2. Second response to topic
Additional replies will be accessible by clicking on the replies link for the selected
response. The user can drill further down, opening additional layers of the thread, by
following the reply links.

To go back up a level, the user can click on the thread title. This will return the view
to the level that was clicked.

Viewing Replies by User

Replies can be sorted by user via use of the show replies pull down menu. To only
view responses from a specific student user, select the name of the student from the
pull down menu. Student users can also view their own responses by selecting their
own name from the menu.
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PO T T T O T T e T O Ee e T T T T

P ——
J—
show m?am replies as: | flat view with ne
Instructor, English -
- a r Name, Your wosted ~ ) replies

R, M
There are no repl :

Sorting Replies

Replies on a discussion board can be sorted by status, author, reply humber, date
posted, and number of replies. This is accomplished by clicking on the column header
for the sorting method. A single click of the column header author will alphabetize the
reply list from A-Z. A second click of the author column header will organize the list
from Z-A. The default organization is listed in the organizational examples earlier in
this chapter.

Shakespeare's plays? Be prepared to defend your view.

show replies from: r all l%] show replies as: r flat wiew with nes
( - author # - posted ~ replias —
L e r — r=r—
Moderation

An instructor may choose to appoint a moderator for a discussion, or may moderate
the discussion directly. The role of the moderator is to approve any and all replies
made on a discussion board. Typically, this approval is used to ensure that only
acceptable content is posted, that the discussion stays on topic, and that no
inappropriate language is used.

If the instructor sets a student user as the discussion moderator, an e-mail is sent to
notify the student of this assignment. As moderator, the student user is responsible
for approving pending replies. An indicator of the number of pending replies in each
discussion topic that the user is moderating is visible from the discussion board main
page. If a discussion topic has pending replies, these can be viewed by clicking the
discussion topic title. Pending replies will be listed at the top of the discussion.

How to moderate discussion topic

replies:
—
1. Click the approve link next to a pending
reply. The pending reply will be shown @
to him, he was supported by

areply: \

2. Edit the reply for content if necessary | believe that while Wiliam Shakespeal
n simply one member of a pin
than . 3ome o
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How to moderate discussion topic
replies:

3. Use the approve? pull down menu at the
top and select yes to approve and post
the reply, or select no to reject the reply

subm

4. Click submit to complete moderation on
this reply

5. If the reply was approved it will be
posted to the discussion. If the reply was
rejected, the moderator is prompted to
delete the reply or save it for later

http:/ fwww.turnitin.com

You have chosen not to approve this reply. Would
you like to delete it? Click OK to delete. If you want
to just sawve it for later, click Ca

Once the reply has been approved it will be assigned a number and added into the
discussion thread.
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Introduction

The libraries section of an instructor’s Turnitin profile stores information from
assignments, rubrics, and peer reviews that the instructor has created. The instructor
can use the libraries to import assignments and peer reviews to new classes, manage
the rubrics, and add topic or metric questions for use in new peer reviews.

Accessing the Libraries

To open the library page, click on the libraries tab in the class bar from within a class.

page. Click the create a new assignment li an assignment to your class homepage.
signment's submit button to submit a r.

pnts | peer review gradebéok libraries caléndar discussion | preferd

N

The Libraries Page

The Turnitin libraries page is separated into a number of pages accessible by using
the appropriate tab. The initial page is the assignments library.

select library: | assignments | rubrics | PEEF FeViewWs | topic quest

select assignment !letl American Literature ;I

ifrippoirt assignmant start due
[Review of Atlas Shrugged 09-04-07 10-18-07

The areas of the library page are:
assignments - a list of assignments created in any class controlled by the instructor

rubrics - a list of the rubrics created for peer review sets by the instructor in any
class as well as the default sets provided by Turnitin

peer reviews - a list of peer reviews created in any class controlled by the instructor

topic questions - a list of topic questions created by the instructor in any peer re-
views as well as the default questions provided by Turnitin

metrics - a list of metric questions created by the instructor in any peer reviews as
well as the default metric questions provided by Turnitin
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Assignments Library

The assignments library assists an instructor in managing the assignment sets
created in all of the instructor’s classes on Turnitin. When an assignment is created
for a class, the assignment is added to that class’ assignment set.

When the library page is opened, the assignment library displays the assignment set
for the current class by default. To select a different class assignment set to view, use
the pull down menu labeled select assignment set and choose the name of a class.
The assighment set for the selected class will be displayed.

IWM! | peer reviews | topic

assignment !le‘liw-ﬁstﬁm Literature ll

American Literature ' \
£ tt Waestern Literature | /n{rt due
/

| Person 04-07 09-11-07

Importing Assignments

From the assignment library, an instructor can import assignments to copy them from
one class to another.

To import an assignment:

e ——
1. Log into Turnitin and click on the name class 19— class nama~
of the class to import an assignment or 1988310 American Literature )

set of assignments into

nit button to submit a paper.

e Y
2. Click on the libraries link in the class oview | 9’“"@ | s | “@"‘" | s
v

s ASSIGNN2nts |

—

select aﬂinnn?ﬂsuﬁ/w“tam Literature ' «|
American Literature

Western Literature

3. Use the select assignment set pull
down menu to choose a class to import
assignments from
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To import an assignment:

4. Click the check box to the left of the £ | import assi
assignment(s) to import to another oy iew of Atlas Shruaged
class

select assignment '!il!‘l{

5. Chqk the import but.ton above the € | import )

assignment name list
W Shru

6. Select to use the assignment dates

eXlStlng m the hbrary or tO enter new Otherwise, please select the new start date for this assignment(s). If you

dates. To use library dates, click the e e e e e

preserve dates link. To enter new dates | 2" e fromyour class home page

To preserve the dates from the original assignment(s), click here.

for a new school year or semester, enter satesteil[seo i[9 =i 2007 =i
the start and due dates and click submit dondotes [Sen ][0 <][2007 <] fEEES)

7. The assignment(s) selected will be
imported into the current class

Note: If more than one assignment is being imported, the selected dates are
applied to all assignments imported at the same time. Dates can be edited
later for individual assignments by clicking on the assignment update button.

The user may also import assignments one by one, selecting new dates for
each assignment.

Rubric Library

To open the Peer Review rubrics library, click the rubrics tab from the library page.

e

fct library: | assigﬁmen’ts | rubrics | pear re)inws | topic questions | mietrics
N
nt set| Western Literature v

| accionment oiart dise
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The rubric library allows an instructor to create new rubrics and to organize existing
or new rubrics into sets. These rubric sets can then be used with Turnitin’s Peer
Review. With rubrics, an instructor can identify common problems on a student paper
quickly and easily. For example, instead of adding comments to a student paper each
time a student uses passive voice, a rubric mark can be placed on the paper each
time that the passive voice is used throughout a paper.

; | CODY | mowve to. | Viewling rubric set: TWesiern Lherature
rubric name rubric symbol
| Be More Specific VAGUE
] Comma (Missing Comima) =COM
| Excessive Use of To Be”
| Hvohenate [HveH]

Creating Rubric Sets

Before an instructor can create rubrics, the instructor must create a rubric set to hold

the rubrics.

To create a rubric set:

1. Click the create a new rubrics set link

- 4

aF revlewsw |

Qe new rubric EEQ

2. Enter a name for the rubric set and an
optional description of the rubric set

3. Click submit to add the new rubric set to
the instructor rubric library

]

Now that a rubric set has been created, the instructor is able to create new rubrics

and add them to the set
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Adding Rubrics

Rubrics can now be created and added to a set for the use of students or the
instructor while writing a Peer Review on Turnitin. These rubrics allow the user to
more easily indicate a type of problem on the student paper being peer reviewed.

To create a new rubric:

1. From the rubric libraries page, click the
create a new rubric link

create new rubric set

rubric symB8t~—________dalete”

2. Enter the following information:

+ arubric name

 arubric symbol up to six characters
long

+ (optional) a content link URL

« arubric description

rubric [ rsonal Statement

rubric
- (&6 char.

content
lirke:

: description:

is a personal statement and should be placed in the opini

A o Fmmd

3. Click submit to save the rubric and add
it to the current rubric set

Exporting or Copying Rubrics

Once rubrics have been created and added to a set, they can also be copied or moved
to another rubric set. This saves time in re-creating or organizing rubrics.

To export rubrics to another set:

1. From the rubric libraries page, click the
check box for the rubrics that will be
exported to a new set

| rubric n

Apostrophe (Misplaced Apostroph

Comma (Unnecessary Comma #1

2. Click the copy or move to... button
above the list of rubric names

select rubric set: | Wes

S\

¥ | C0ENY |rm:|'-.:'et-:|... | ) v

rubri

|_ Be More Specific
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To export rubrics to another set:

3. Select the rubric to copy or move to
from the target rubric set: pull down
menu and click submit

CORY MUDnG|s)

=FULim

rget rubric set: | My Rubrics |
My Rubrics
YWestern Literature

If the rubrics were copied, they will now appear in both sets. If the rubrics were
moved, they will appear only in the set selected as their destination.

Modifying and Deleting Rubrics

To modify a rubric, the instructor will click on the name of the rubric in the rubric list.

¥ [ CO0Y [ OVE 0. |

WFTCOWWTITY T DT e oL PP T T O

-

rubric name

|_ Be More Specific

|_ Comma (Missing Commal

The instructor can then modify the rubric information as needed. Once the changes
are complete, clicking on submit will save any changes that have been made.

rubric -
name: |Gﬂrnma[r-.-'|rssmg Comma)

rubric
sy bal: CCoM

(6 character max)

content
limkes

| {opt.)

rubric description:

To delete a rubric, click on the red X marked delete icon to the far right of the rubric
in the rubric library. If this rubric is definitely no longer wanted, click OK on the pop-
up warning window to continue. If this is not the correct rubric to delete, click Cancel

to return to the rubric library page.

saloct Nbrary: | assignments | rubrics | pEEr reviews | topic questions | mietrics |
select rubric set: | Western Literature LI create new rubric set
—lml viewing rubric set: Western Literature create new rubric
rubric name rubric symbaol dsﬁe
More Specific VAGUE ]
mima (Missing Commia) -COM %]
bessive Use of "To Be” [vers] A
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The Peer View Library

The peer review library keeps track of all the peer reviews created by the instructor in
any class. To view the peer review library, click on the peer review tab on the library

page.
)y - "\_
- assignments | rl.(hri::s peer reviews | tnpa questions | metrics !

jestern Literature |

pear review title delete

All reviews created in the current class will be displayed. The instructor can use the
select review from: pull down menu to view peer reviews created in any class the
instructor controls.

select review f rn Literature ‘Hj\

Turnitin Review Library
select American Literature 'E“’ t't'ﬂ)

. peer revh 4 Western Literatuns | ~

When an instructor is creating a peer review, the instructor can choose to select

a review from the library during step one of the peer review assignment creation
process. Selecting this will open the peer review library. To select a review from the
library, click on the select icon to the left of the name of the peer review.

@l’m source: | create your own review ;I>

ny special assignment instructions:

Warning: An instructor can only select a peer review from the peer review
library during step one of the peer review creation process.

Deleting Peer Reviews

A peer review can be deleted permanently from the peer review library by clicking

on the red X marked delete icon to the right of the peer review title. To remove this
review, click OK on the pop-up confirmation window. To keep the review, click Cancel
on the confirmation window.

select review from: | Western Literature |
select peer review title
peer review 1 (Book Review Aralysis) ( [ | l
S |
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Topic Questions Library

The topic question library saves any new topic questions written during the creation
of a Peer Review assignment on Turnitin by an instructor. This library also contains
default topic questions provided by Turnitin for the instructors.

To access the topic question library, click the topics tab on the library page.

- B
| assignments | rubrics | peer m’(;ws | topic guestions | m)atri:g | b

ature i

There will be two available sets of topic questions: my questions or library questions.
The library questions set contains a large number of topic questions provided by
Turnitin. The my questions set contains any topic questions the user has created while
adding peer review assignments to a class. Use the select set: pull down menu on the
right to select whether to view one of the available sets or to view both available sets.

—
/ﬂm; questions v
library gquestions
I \ my questions 2
\bﬂlh
S ]

Once a set of topic questions has been selected, the instructor is able to limit the
questions displayed by selecting a category. Click on the select category: pull down
menu to choose a category to display. The library will show only topic questions
sorted into that category.

./ ) N \.

#E!-——-I-u%h | rubrics | pEEr reviews | topic gquestions | metrics |

salect : fall ll select set: | my questions ll
no category : .
( thesisfintroduction question ) min length  delete
organization
style

ar'mechanics r set.

evidence

crmelie ey

There are curren 1

If the instructor selects “all” from the category menu, all topic questions in the set will
be displayed, regardless of category. If "*no category” is selected, only uncategorized
questions will be displayed.

If the instructor chooses to select a topic question from the library during step two
of the peer review creation process in Chapter 3, select the topic questions to add to
the peer review by clicking on the check box area to the left of each topic question
to add. Once all topic questions to import are selected, click the import button to add
them to the review.
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Metric Library

The metric library saves any new metric questions written during the creation of a
Peer Review assignment on Turnitin by an instructor. This library also contains default
metric questions provided by Turnitin for the instructors.

To access the metric question library, click the metrics tab on the library page.

7
rubrics | peer reviews | topic questinr‘(

There are two available sets of metric questions: my questions or library questions.
The library questions selection contains a large number of metric questions provided
by Turnitin. The my questions section contains any metric questions the user has
created for peer review assignments. Use the select set: pull down menu on the right
to select a set to view or to view both available sets.

| rubrics | pEar reviews | topic guestions | metrics 1
aem?,m metrics | :

library matrics
cale of 1 to 5, rate...] \ my metrics bt

knse of the content of the book el

Once a set of metric questions has been selected, the instructor is able to limit the
questions displayed by selecting a category. Click on the select category: pull down
menu to choose a category to display. The library will show only metric questions
sorted into that category.

o =

f _WH | paar Freviews | topic questions | matrics |
i - \ select set: [ my metriecs |
no category
( thesis/introduction lon & scale of 1 to 5, rate..) delete
- organization - -
I— effectiveness of s-t_t?le ia sense W of the book and in preventing or ]
& ing a read o o marimechanics
| conclusion

If the instructor selects “all” from the category menu, all topic questions in the set will
be displayed, regardless of category. If "*no category” is selected, only uncategorized
questions will be displayed.

If the instructor chooses to select a metric question from the library during step three
of the peer review creation process in Chapter 3, select the metric questions to add to
the peer review by clicking on the check box area to the left of each metric question
to add. Once all metric questions to import are selected, click the import button to
add them to the review.
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Introduction

If sections of a class are taught by other instructors or by teaching assistants, a

class with sections can be created on Turnitin. A top-level master class is created to
oversee the section classes. From the master class, the instructor creating the master
class can set up sections for the other instructors. These instructors are referred to in
the master/section class system as Teaching Assistants (TA’s).

The master class instructor can set up sections for each TA, or each TA can create a
section by using the master class ID and a TA join password set by the master class
instructor. The master class instructor can set class preferences, create and ‘push’
assignments to the sections, reassign a section to a new TA, or access the section.

Each TA can only access a single section of a master class. The same TA user may be
added to multiple sections if needed.

Adding a Master Class

There are two ways for an instructor to add a master class: creating a master class
from scratch, or converting an existing standard class into a master class.

Creating a New Master Class

To create a new master class from scratch, click on the add a class link on the
instructor homepage of Turnitin.

(add a ::IDNM:| active classes |
status stats

update :IE!

On the add a class page, use the create a new: pull down menu and select master
class.

create a new: [sta i submit #

4 standard class
master class
class name: [

Enter a name for the master class and a TA join password. The TA join password is
provided only if TA's are creating their own sections in the master class. The TA join
password, combined with the master class ID number, should only be provided if a TA
is joining manually.

& Warning: Do not provide the TA join password or master class ID to
students. Each section will have an individual section class ID and section
enrollment password that is used if students are manually joining the class on
Turnitin.
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Sword they

assisiants join t

TA join
password:

Englishi00TA| |

A new master class will be created. New master classes created from scratch do not
have any sections. To create sections, please see Adding Sections in this chapter.

Converting a Standard Class to a Master Class

An existing standard class can also be converted to a master class. The assignments
and any papers, students, and grade information in the standard class are placed in
an automatically created section of the master class.

To convert a regular class into a master class, click the green + marked update
button on the instructor homepage.

add a class Bhow: [ active classes v
status stats ~ update N\ del

active ( )
- e

Ensure the correct class is being converted by checking the class nhame. To convert
the class immediately into a master/section class, click the convert to master class
button at the bottom of the page.

assignments in this class?

convert to master class? [&d|

Any existing students, papers, grades, and assignments from the standard class
are moved to a newly created section beneath the new master class. To access the
existing information, click on the name of the section.

class ID class name stal
2014089
1885510
2014088

fmerican Literature ach
dotor, E.) ac
section % | English 100 Courses ach

1985908 Western Literature ach

The master class instructor is automatically assigned as the TA of the converted class.
The TA or other class information can be changed by clicking on the green update icon
to the right of the newly created section class.
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Adding Sections

New sections can be added to a master class in two ways. A section can be manually
created by the instructor of the master class, or the master class ID and TA join
password can be distributed to the TA's, which will allow the TA’s to join themselves to
the master class and create their own sections.

Manually Creating New Sections

New sections can be manually created by the master class instructor. TA users can be
assigned one or more sections which they will be able to access through Turnitin. Only
one TA can be assigned per section. Only the master class instructor will be able to
view the submissions in the sections.

To create a section and add a TA:

T ———

. . . iII;/ cra}(lame
1. Click the section icon to the left of the P section’s | Apadriean Literature
name of the master class :
510 Section 1 (Instructor, E.)
nan cartinn 2 | Ewmmlickh 400 Maoarcas

2. On the add section screen, enter all of
the following information:
TA’s last name
TA’s first name
TA’s e-mail address (for notification or
new user password e-mails)

TA's last name: lﬂ.ssist,ant
TA's first name: [Teaching

TA's email address: l&ac hingassistant@yourschool.

a imfrrrnaticn weaantor harea il e coont baothae added T

3. Click submit to continue n
number are optional.
4.0n Fhe next page enter the required e ction Goction] |
section information: password:
section

section enrollment password [English 100 Section 1] |

name for the section

name/number:

5. Click on submit to add the section to the
master class and send the assigned TA a
welcome notice or new user notification
e-mail. The TA will only be e-mailed a |ien
password if they have no user profile
existing under the e-mail provided for | fefmatien for your
them in the TA information section
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Each new section will appear on the instructor homepage for the master class
instructor, listed in smaller print beneath the master class. When a section is added,
an e-mail with the section information will be sent to the TA. If the TA does not have
a user profile with Turnitin under the e-mail address that was provided, Turnitin will
generate a new user profile for the TA and include the new user password in the
e-mail sent to the TA.

Allowing TA's to Create Sections

To allow TA’s to create their own sections under a master class, the TA's must be
provided with the master class ID humber and the TA join password set for the
master class.

For new TA users who do not have an existing Turnitin profile, the TA will use the
standard instructor join process. When prompted for an account or class ID and join
or enrollment password the TA will provide the master class ID and TA join password.

For users who have an existing instructor profile on Turnitin but need to join a master
class as a TA, an existing profile can join a class as a TA.

To join a class as a TA with an existing Turnitin user profile, the instructor will log in
and click on the join class (TA) link on the instructor homepage. The instructor is then
prompted to enter the master class ID and TA join password for the course, after
which the instructor will be able to set up a TA section in the master class.

Administrating a Master Class

The master class instructor is provided with many options for handling assignments in
the sections and the master class itself. These options include:

e creating template assignments that become part of the class assignment library.
The TA's with sections in the master class can then create their own assignments
or select the template assignments from the class assignment library

e create complete assignments and add them to some or all of the sections of a
master class

e create partial assignments (e.g. assignments containing selected preferences but
no dates) and add them to some or all sections to accommodate different class
schedules

e creating assignments that are ‘locked’ against changes by section TA's and adding
these assignments to the sections of the master class
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Creating Assignments in a Master Class

Assignments that are intended to be used in many or all sections of a class should
be created by the master class instructor within the master class. For an overview on
assignment creation, please see the section on creating assignments in Chapter 1.

To access the master class assignment page, click on the name of the master class on
the instructor homepage.

Your Institution

class 1D ’daﬂ’niﬁra \

2014088 Eecti-:-él American Literature
1885510 Section 1

MAANERE  cectiong | Enmliek 400 Farnreane

Adding Assignments to Sections

The master class assignment creation page has an option to add the assignment to
some or any section of the master class.

To add an assignment to one or more sections, leave the Do you want to push this
assignment to your sections? pull down menu set to the default answer of yes.

CTEaTE o TVEW SSSTTemt OESIrEn orary |
# assignment start due post push to section
1 First English Paper 03-19-07 09-26-07 09-27-07 {Fuill

Once all assignment is ready to create, click on submit to continue on to the
assignment push page.

The assignment push page lists all the sections of a master class and allows the
master class instructor to decide which sections, if any, will receive a newly created
assignment. By default, all sections are marked to receive the assignment. To remove
a section from the list, click to un-check the box for the section in the push? column.

mmrﬁmmm — SWLTIITE F
@mnmant dates? [v >
section name section instructor assignment status ,J;uw
English 100 Section ... Assistant, T pushed: unmodified by TA ( |v'_ :

Click on submit to save the assignment and push the assignment to all the checked
sections.

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Instructor Handbook: Chapter 9.136




Chapter 9 : Class Sections Section: Adding Assignments Without Dates

Adding Assignments Without Dates

Assignments created in the master class can be pushed to the sections without dates.
Assignments pushed without dates must be given a date by the class TA before the
assignment becomes active and available for students. Students will not be able to
submit papers or use the assignment until the assignment is given dates.
Assignments without a date appear in the section class highlighted in red.

To push an assignment without dates, ensure that you un-check the box next to the
option Push with dates?. Assignments pushed when this box is un-checked will not
have dates on the sections.

The Master Class Homepage

The master class homepage displays all assignments created in the master class. The
push to sections? column shows whether an assignment has been pushed to sections
and whether it has been pushed to all sometimes or only selected sections.

l5 | calendar | preferences

create a new assignment assignmant libra
P
# assignmeant start due st / push to A[inn
1 First English Paper 09-19-07 09-26-07 00-27-07 M [ ] {fulty

e not pushed indicates that an assignment has not been pushed to any sections

e partial indicates that an assignment has been pushed to at least one section but
not to all sections of a master class

e full indicates an assignment has been pushed to all sections of a master class

The assighment push page can be returned to by clicking the push to sections button
next to an assignment at any time.

S50 g ent assignment library
start due post 7~ Pughnto sections delete
08-18-07 09-26-07 09-27-0F (/- {hm x|
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If an assignment has been previously added to a section, the assignment can be
pushed to the section a second time with any new changes made to the assignment.
This is only available if the assignment has not been modified by the TA and if no
students have submitted to the assignment.

If the TA has made any changes to the assignment or students have submitted

a paper, the assignment is locked. The messages on the push page next to each
assignment will inform the master class instructor if an assignment is unmodified or if
it has been locked.

Note: If changes must be made to a locked assignment, access the
assignment through the section or sections it has been pushed to and make
any necessary changes through the sections directly. Changes cannot be
made from the master class.

Student Enroliment

The master class does not allow students to enroll. Student enrollment is handled in
each section individually - students can even be enrolled in multiple sections of the
same master class, and will see each section as a separate class.

Student enrollment into sections can be handled in the same ways as students
enrolling into standard classes. The student users can be provided with the section ID
and the section enrollment password, or can be manually enrolled by the instructor.

Providing students with the section ID and section enrollment password may save the
most time for the instructor. Students enrolling in a section class on Turnitin use the
standard steps for joining a class, which can be found in the Student User Manual
or the Student QuickStart Guide.

Students can also be added to the section class by the TA or by the master class
instructor. Students can be added one by one or as a list. Step by step instructions
for adding students individually or creating a student list for upload can be found in
Chapter 1: Getting Started in this manual under Enrolling Students.

The master class instructor may also add students to sections by using the master
class student page interface. The master class instructor can then upload individual
students or a list of students to be added to a specific section of a master class.
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To add students from a master class:

1. Click on the name of the master class to gassTame
add students in section @ | American Literature

Section 1 Cln

L R e e T e L= H I PR e TR ]

sections column, in this colum

2. Click on the students tab on the master class h@e Bl de) K

class homepage ~_

3. Click on add student or upload list link C ) < >
. . add student upload student list
as appropriate for the method of adding S
students the instructor wishes to use at |2~ — -
this time st 10048325 f

4. Select the section to enroll the student

or list of students to from the add add student to: | English 100 Section 1 _~|
student to: pull down menu first name: [F 7S

add student to: | English 100 Section 1 ~|

5. Continue with the standard process of
adding a student as outlined in Chapter
1, section Enrolling Students in this last name: [Student |
manual email {user name): (firststudent@yourschool.edy| |

first name: |First |

The student or list of students will be added to the master student list and the section
class student list. New students will be e-mailed a new user welcome notification.
Students with an existing profile will receive a notification e-mail that a new class has
been added to their student user homepage.

GradeBook

If the Turnitin GradeBook product has been purchased for the account, the gradebook
tab on the class navigation bar is available. Click on the gradebook tab and get a
quick overview of the grades in the sections of the master class.
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This is your master class's GradeBook which provides you with a cumulative owven,
section number in the E&EIWEK

class home studer@ gradebook Ilhaﬂes calendar | preference

\_/

To view detailed grade information for a student or section, click on the student or
section name to jump to the appropriate section’s GradeBook page.

Cumulative gradebook for: Western Literature (Master Class)
student name - section - avg - section avg - section raf
First, Student ( Section 1 ) G5% 1% 55
(_ Last Student Section 1 T4% T1% 2/5
Mew, Student Section 1 26% 71% 1/5
Second, Student Section 1 T9% 1% 4/5
Third, Student Section 1 T9% 1% 35
Calendar

The master class calendar functions similarly to the class calendar. For more
information, please see the section on the class calendar in this manual.

Any announcements, notes, or holidays that are added to the master calendar will
appear in the calendars of all sections of the master class.

To view the master class calendar page, click on the calendar tab in the class
navigation bar.

155's GradeBook page, which provides you wi cumulative overview of your class's grade'al
section column.

dents | gradebook IIhra‘Qes calendar pre@rnnnes

\/

Preferences

The master class preferences page allows a master class instructor to determine
which Turnitin products or features are available in section classes and set limits to
the capabilities assigned to TA’s for all sections of the master class.
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To access the master class preferences page, click on the preferences tab on the
master class homepage.

1ss's GradeBook page, which provides you with a cumulative overview of your class’s gradeJ

Eection column. -y

dents | gradebook | libraries calendﬁ w

In addition to the standard class preference options, the master class instructor can
select to:

¢ |ock assignment information on sections
e |ock assignment dates on sections
e allow or disallow section TA ability to create or delete assignments

e |ock settings for sections

I |

general preferences: enable these products:
[+ let students see Originality Reports ? [« grademark
v let students submit discussion topics? W [ revies

I~ P pee
[ lock assignment dates in sections? |« gradebook

lock assignment info in sections? v discussion boards
r
[+ sections can create/delete assignments? distributed grading

[ lock for sections?

class link URL: | |

These settings allow the master class instructor to enable or disable certain
capabilities of the TA users in the sections of the master class. This can be used to
prevent changes from being made to required settings on assignments.
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Quick Submit

The quick submit allows instructors to submit papers and receive Originality Reports
without creating a class or an assignment. This is ideal for instructors who would like
to use Turnitin to spot check submissions and have these papers in electronic format.
Quick submit should not be used if the instructor desires to have students submit
their own papers or plans on using Peer Review, GradeMark, or GradeBook.

Accessing Quick Submit

Quick submit must be activated by an instructor before it can be used. Quick submit
is activated on the user preferences page.

To activate quick submit, the instructor first clicks on the user info link on the
instructor homepage.

my clvesas | userinfo | usertype | logout | messages | help

\/

On the preferences page, the instructor must use the activate quick submit: pull down
menu and select yes. Clicking on submit will save this preference change.

trsonal information user preferances

ctor@yourschool.edu)| default user type:
default submission type: | file upload -

B valid email address)

sitive, must contain 6-12 characters
Ist cone letter and cne number)

The quick submit tab will appear on the instructor homepage. The quick submit inbox
is available by clicking on this tab.

is your instructor homepage. 'I'}uﬂmw a class link. To display a class

Inaccount | join aﬂcuun@w

Submitting Papers

The instructor can now upload papers for submission in this inbox. To begin the
submission process, click on submit in the top right corner of the quick submit inbox.

quick submit inbox for: | Your Institution |

move to... show:
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The first step of submission is selecting the databases that the submitted paper or
papers will be checked against.

The available sources are:
e a database of active and archived internet information
e a database of previous submissions to Turnitin

e a database of journal, periodical, and publication information

Search the internet
ludes the current content of relevant internet sources, and also
ins content no longer available on the live internet that we have
stored in our proprietary database.

Search student papers
Includes papers submitted to Turnitin. This database contains
millions of documents.

Search periodicals, journals, & publications
Includes content contained within licensed commercial databases;
includes many popular pericdicals, publications, and academic

douirmals

Select the sources for the Originality Report searches by clicking on the check boxes
next to the source.

Continue to the paper submission page by clicking on submit.

The rest of the quick submission process is similar to the standard submission process
outlined in Chapter 1. The notable exception is that during quick submission, the
instructor cannot submit papers for an enrolled student as the quick submit inbox is
not available to student users. All papers are submitted as non-enrolled. For step by
step submission instructions, please refer to Submitting a Paper in Chapter 1 of this
manual.

Accessing Originality Reports

Once a submission is completed, Originality Report icons will appear for a submission
after the report has completed. The instructor must refresh the view of the quick
submit inbox for the icons to appear if a report has generated while the instructor is
viewing the quick submit inbox.

The quick submit inbox works just like an assignment inbox. For more information
on organizing or using a quick submit inbox, please refer to the assignment inbox
information in Chapter 1 of this manual.
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Introduction

There are two preference types available to Turnitin instructors - user preferences and
class preferences. User preferences apply to the instructor’s user profile, including
default login views.

Class preferences are specific to each class, and apply only within the class to the
assignments and student users in the class.

User Preferences

An instructor can view the current user preferences by clicking on the user info button
on the system bar.

The user preferences available are:

e default user type - select from student, instructor, or administrator; this will be
the user home page seen when the user logs in

e default submission type - select a default submission type, which determines
which type of submission page is shown automatically for an instructor clicking on
the submit icon in Turnitin

e activate quick submit - select yes to turn quick submit on; refer to Chapter 10
for information on quick submit

e items per page - select the number of items from a list of students, submissions,
or assignments to display per page on Turnitin

e file download format - select the default format for files downloaded from Tur-
nitin; the options available are original format, PDF format, or let me choose each
time

e show page info - choose yes to display page information at the top of each page,
which contains helpful information for each user

e send me e-mail updates - choose yes to receive e-mail updates from Turnitin
e use homepage link - choose yes to create a homepage link; to set up a link,

enter a link name and URL in the fields below this option; this provides a link to a
homepage for the user

Note: If any changes were made to the user profile, the instructor must click
on submit in the top right corner to save the changes
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Class Preferences

The class preference page allows an instructor to control the products and features
available for the class. This allows an instructor to determine whether students

can view Originality Reports, post proposed discussion topics, or whether or not
GradeMark or other products are available in a class. An instructor can also set a
class homepage link which is visible to both students and the instructor on the class
homepage and other class pages.

To open the preferences page for a class, click preferences on the class bar.

Ls ignment link to add an assignment to your class home i n assignment's inbox button to view submissions that by

e book | libraries | calendar | dlscusé@

Each class has two types of preference available to the instructors. There are general
preferences and products that have been enabled. Only services purchased by the
instructor’s institution are available under the enable these products: preference
menu. Products that are not available will be greyed out and cannot be checked or
un-checked.

To enable or disable a preference, click the check box to the left of the selected pref-
erence or product. Un-checked products or preferences are disabled in the specified
class. For more information on the products, please see the appropriate chapter of
this manual for the product or feature.

General Preferences:

o let students see Originality Reports? - determines if students enrolled in
the class are able to access the student view of the Originality Report for any
submission made by that student in all assignments in the class

e let students submit discussion topics? - determines if student users are able
to post proposed discussion topics. Discussion topics must be approved by the
instructor before the topic becomes active

e show students link to my e-mail? - determines whether or not the e-mail
address used by the instructor to log into Turnitin is available as a link for the
students to click on to use their default e-mail program to contact the instructor

e Enable These Products:

e GradeMark
e Peer Review

e GradeBook

¢ Discussion boards
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e Class Link - A class link can be created for the instructor and students on the
preferences page. Enter a name for the link and the full URL for the link. The URL
must be in the full HTTP:// format.

If any changes are made to the class preferences, the instructor must click on submit
to save the changes that have been made.

e

general preferences: enable these products:
[+ let students see Originality Reports? [« grademark
[« let students submit discussion topics? [« peer review
[+ show students link to my email? [« gradebook
[+ discussion boards

oo Limle LIEL o | |

Messages and Anhnouncements

Important announcements and messages can be viewed by clicking on the messages
button on the system bar. An exclamation point will appear next to the messages
button when there are new or unread messages or announcements.

e —_ Y
.
iy cases oo | v oot mossges v %

turnit

assignments and papers, click the class’s name.

Note: Urgent notifications including announcements of scheduled downtimes
for improvements to Turnitin will appear both on the messages page and on
the user homepages for all users, including instructors.

new type ~ message date - d

You have no announcements or messages.
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Introduction

Each class or section created by an instructor has its own statistics page. From the
stats page, an instructor can view detailed usage statistics for a class.

To access the class statistics page, click on the blue ? icon to the right of the class on
the instructor homepage. This icon is listed under the class stats column. The statis-
tics page for the class will open.

status __—&tats —~_ update deal
EIEEi'-'( )
SN -

Statistics Overview

The statistics page will list information about the class in a columnized table. The
default view of the stats will show the cumulative statistics since the creation of the
class.

joinsenrollne

passwrord
no matches

students

submissions
S0-74%5
2:3-43%%
0-24%

manme

=]
=1

Western Literature forstudents2 1985008
Review of Atlas Shrugged . 5532825
Revizion 1 - B4TTIBE

_ | originality

- reports
w I Ta-100%

— | peEer reviews
e | grademarks
o | graded papers

—
B
—
-

The stats page has options to display information for the maximum range or full
lifetime of the class or section, or only a selected date range.

To change to viewing only the statistics for a range of dates, use the Show: pull down
menu on the statistics page and select stats for a specific date range. Ranges of dates
available for the class will appear. Select the desired dates and click on submit date
range to update the stats page to only reflect these dates.

Now viewing: Western Literature [hide dropped and deleted v |

Stats displayed are from September 4, 2007 to September 19, 2007.

P
kcific date range | fmm:|sgp vl 4 vl 2007 vl to | Sep vl 19 vI 2007 :4 @
O —

The columns indicate the following information:

name - the class, section, or assignment name

join/enrollment password - the class TA join or student enrollment password
ID - the class, section, or assignment ID number

students - number of students enrolled in the class
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submissions - total number of files submitted to the class in all assignments
Originality Reports - total number of Originality Reports generated for submissions
percentage ranges (75-100%, 50%-74%, 25-49%, 0-24%, or no matches) - the
number of Originality Reports whose overall similarity index was in the indicated
percentage range

peer reviews - number of student peer reviews written

grademarks - number of papers that have been marked with GradeMark

graded papers - number of papers given a numeric grade

discussion replies - number of responses posted in discussion board topics

Deleted Assignments and Dropped Students

By default, the statistics page does not display deleted assignments or dropped
students. For example, if a student has been dropped from a class, the submissions
by this student will not be included in the statistics. An instructor can view the
statistics with this information reincluded.

To reinclude deleted assignments or dropped students, use the pull down menu to the
right of the class name on the statistics page and select show dropped and deleted.

| A PUTRE LU AL

Now viewing: Western rature [hide dropped and deleted | ||
hide dropped and deleted

Stats displayed are fmﬁ‘iqgtemb o b /

o rsmr— i TT 112007 | submit date rang

F a specific date range v || from:[Sep ~i[4 I 20

Exporting Statistics

The information from the class statistics page can be exported in a Microsoft® Excel
spreadsheet format. To download in this format, click on the export to Excel tab on
the statistics page.

You have chosen to open

:I _H ElﬂSS-_StﬂtS_EXDﬂI’t.XlS- :
pr a specific day which is a: Excel Spreadsheet Lobriis

from: http://www.turnitin.com

A L Lol = L -l PN N o L E

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Instructor Handbook: Chapter 12.154




turnitin
Turnitin Instructor Handbook

Chapter 13: Glossary
Updated October 16, 2007

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Instructor Handbook: Chapter 13.155




Chapter 13 : Glossary

Section: Definitions

Definitions

account - a Turnitin account
allows instructors to use products
purchased from Turnitin

account ID - the numeric
identification number for a specific
account or sub-account

account join password - an
account-specific password which
allows instructors to self-join an
account when used in conjunction
with the account ID

active students - the number

of unique student users enrolled

in at least one active class on an
account or accounts. The Active
student counts do not measure as
duplicates any students who are
joined to more than one course
using the same student user profile

administrator - the controller of
a specific Turnitin account. This
user type is able to activate or
deactivate products on an account,
change account settings, and add
or remove instructors from account
access

assignment - Submissions to a
class on Turnitin are made to an
assignment. Each assignment can
allow only a single submission per
student user who is enrolled in the
class

announcements (toolbar) -
announcements from Turnitin are
available on the messages link from
the user toolbar on the main user
pages. These announcements are
only sent by Turnitin. Instructor
announcements are made via the
calendar.

announcements (calendar) - The
Turnitin calendar area of classes
allows an announcement link to be
added by the instructor to notify
students of important information.

available active students - the
number of student users available
on an account. This number is

the difference between the active
student and student limit numbers
for an account.

browser - the web browser is the

program used to view or access the

internet or Turnitin. This program

is on the user computer. Turnitin

currently supports:

PC (Windows XP/2000/Me/98/NT)
Internet Explorer 5.5 and
higher
Netscape 7.0 and higher
Mozilla Firefox

Mac (OS X/9)

Safari 1.0 and higher
Netscape 7.0 and higher
Mozilla Firefox

class - to allow students to submit
files, an instructor must create a
class for their students. A class
requires a name, a class ID, and a
class enrollment password.

class calendar - the class
calendar page allows instructors to
post announcements, notes, and
holidays as well as automatically
displaying the assignment start and
due dates for a class. Instructors
can post a syllabus through the link
on this page for quick reference by
students in the class.

class ID - a unique numeric
identification number for a specific
class created by an instructor on
Turnitin
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class enrollment password - an
instructor-created authorization
password for a class on Turnitin.
Both class ID and enrollment
password are required for students
who will be self-enrolling in a class

class portfolio - the class portfolio
page is the main view page of a
student for a specific class

comment (GradeMark) - A
correction or other mark left

on a student submission by the
instructor using the GradeMark
digital assessment product from
Turnitin

cookie - an information packet
sent to and stored on the web
browser of a user. Access to Turnitin
requires the web browser to be set
to allow cookies from the service.
These cookies are used to check
and ensure access is granted as the
user moves between pages within
Turnitin’s website.

consortium account - an account
type which is the parent for multiple
institutional accounts. Consortium
accounts do not allow instructors

to directly join. Instructors must

be added to an institutional or
departmental account

criteria (GradeMark®) - criteria
are a part of the Rubric Scorecard
feature in GradeMark. Criteria
describe the requirements for a
submission to meet specific areas of
the grading scale (GradeMark)

cumulative view - one of the
viewing modes available on the
Turnitin Originality Report. This view
shows the best overall matches to
the entire submission. This viewing
mode is also known as “show best
matches together”

database - a set of information
of a specific type or types.

In the specific context of the
Originality Report provided by
Turnitin, database is used to refer
to the type of information the
submission was evaluated against
for direct matching or high levels
of similarity. Available databases
include internet, archived internet,
periodical/journal/publication
information, and previous
submissions.

default submission type - a

user preference set by instructor

or student users to define which

file submission method should be
displayed by default for submissions
to an assignment in a Turnitin class

default user type - a user
preference which determines the
type of user homepage viewed after
the user logs into Turnitin. Users
may switch user types without
logging out by use of the user type
tool bar menu link

departmental account -
Departmental accounts are created
for specific departments within an
institution to use Turnitin products.
Instructors are able to join
departmental accounts or be added
by the departmental administrator

digital receipt - the digital receipt
is a confirmation of a successful
paper submission to a Turnitin
assignment. The digital receipt
contains the unique paper ID
number, user name, submission
date and time, class name,
assignment title, and a copy of the
submitted work. The digital receipt
is shown on-screen after submission
and a copy is sent by e-mail to the
user at the e-mail address provided
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as the user login name. This e-mail
is sent by noreply@turnitin.com and
spam filters should be checked to
ensure they do not block users from
receiving this e-mail

direct source comparison - a
type of viewing mode on the
Turnitin Originality Report that
allows users to compare a matching
or similar area of a submitted paper
with a specific source to visually
assess the extent of matching or
similar text. This view mode is
provided to allow the user better
determination of the usage of the
matching or similar areas in both
the submitted paper and the source
found in the Turnitin databases. Not
all match types allow Direct Source
Comparison

discussion board - the discussion
board feature on Turnitin allows
instructor and student users

to converse through a basic
discussion board feature as part

of a Turnitin class. The discussion
board is enabled by default but
the instructor or institutional
administrator for the account may
disable this feature at any time.
Instructor approval is required

for topic posting, and replies on a
discussion board may be moderated
for content by a user in the

class, and may be anonymous or
attributed.

download (file) - transmission of

a file from Turnitin to the computer
of the user selecting to download
files). Some users may need to
enable file download due to security
considerations on the web browser
or computer being used

downtime - a period of time
during which Turnitin will not be
available or have extremely limited

availability to users

due date - the due date on a
Turnitin assignment indicates the
date and time of day at which an
assignment is due. Submissions
after the due date and time may

no longer be allowed and will

be automatically blocked by the
Turnitin system. Only the instructor
can enable late submissions on an
assignment on Turnitin. The due
date must come after the start date
and before the post date during
assignment creation. The due date
and time may be changed by the
instructor at their discretion to meet
the needs of a class.

e-mail address - an address at
which a user may be contacted

via e-mail with digital receipts,
notifications or announcements

(if enabled), new user login
information or welcome notices, or
password reset information in the
event of a password reset request.
A valid e-mail address is highly
recommended due to the important
information that can be transmitted
via these e-mail from Turnitin. The
e-mail address used on Turnitin is
also the user name for logging into
Turnitin.

e-mail updates - notification
sent from Turnitin to the user with
important information such as
product upgrades, major changes,
customer polls, class notifications,
and scheduled downtime
information

enrollment - student users on
Turnitin must be enrolled in an
active class. Student users can

be enrolled by an instructor who
provides the required information
to create a user profile and e-mail
the student. Student users can also
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be authorized to log into Turnitin
and enroll in a class by use of the
numeric class ID and the case
sensitive class enrollment password
selected by the instructor during
class creation.

exclude bibliography - the
exclude bibliography link is an
option on the Turnitin Originality
Report. Use of this feature
automatically excludes information
in the bibliography section of

a paper. Only an instructor

can exclude the bibliography
permanently. Student exclusion

of the bibliography will revert
when the Originality Report view
window is closed. This function

is an approximation and not all
bibliography structures will be
correctly removed. Proper usage
of bibliographic information can be
determined by the class instructor

exclude quoted - the exclude
quoted link is an option on the
Turnitin Originality Report. Use of
this feature automatically excludes
information from directly quoted
areas of the submission. Citation
is not detected or disregarded. A
significant percentage of overall
quoted material will cause an
automatic notification that the
exclusion may be exceptionally
large. Only the class instructor
can exclude the quoted sections
permanently. Student use of

this feature will revert to normal
when the Originality Report view
window is closed. This function

is an approximation and not all
quoted material can be correctly
disregarded. Correct use and
type of quotation or citation in a
submission is the jurisdiction of the
instructor.

expired (class) - in the class
context, an expired status indicates
the class is no longer available

for the instructor to create new
assignments. Students will not

be able to submit any new files.
Existing submissions can still be
viewed or downloaded. A class can
be reactivated from expired status
by the instructor from the class
update screen

expired (account) - in the account
context, an expired account is

no longer available to create new
sub-accounts or any instructor or
student usage. Currently existing
information will still be available
for viewing. Expired accounts will
need to contact a Turnitin account
representative for renewal. Expired
accounts on Turnitin will become
inactive after a period of 180 days

export (GradeMark libraries) -
saving and downloading a copy
of a specific GradeMark rubric
or QuickMark set locally to the
computer of the user

export (stats) - downloading a
copy of account statistics in a
Microsoft Excel® format to a user’s
computer

feature - a part or aspect of a
specific product, such as discussion
boards which are a feature of the
Turnitin product as a whole

general comment (GradeMark) - a
general comment is created by an
instructor reviewing a submission
using the GradeMark digital
assessment product on Turnitin.
The general comment is not linked
to a specific area of the paper.

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved.

Turnitin Administrator Handbook: Chapter 13.159



Chapter 13 : Glossary

Section: Definitions

GradeBook - a product which
allows instructors to place

grades on student submissions

to Turnitin. Tracks and calculates
grades for students across
multiple assignments as well as
providing statistics for the class or
assignments for the instructor.

GradeMark - a digital grading
product offered by Turnitin

which allows instructors to place
comments and QuickMark editing
marks on a submission for students
to review. This product also includes
standardized rubric scorecards

and the ability to share QuickMark
standard editing marks and rubric
scorecards between instructors

on an account via export or via
administrators using the libraries
sharing feature of the GradeMark
digital grading product

graph (GradeBook) - the graph
feature in GradeBook allows an
instructor or student user to view
class or student performance in a
number of different graph types to
better display this information

holidays (calendar) - the holiday
icon on the class calendar for a
Turnitin class indicates a holiday
entered by the class instructor.
Instructors may set a holiday to
indicate the class will not meet on
this date. A holiday with this setting
will show up with a blue highlight in
the class calendar

homepage - the default login
page, which is different based on
the selected default user type of the
user profile being accessed

homepage link - a user preference
option available under the user

info toolbar menu. The homepage
link allows a user to embed the

URL for a link to a specific page on
their Turnitin class toolbar for quick
reference if needed. This link is only
available to the user who creates
this homepage link for themselves.
A class homepage link may be
created by the instructor.

inactive (account) - an account
which has expired longer than
180 days previous and is now
inaccessible for reactivation or
viewing

inactive (class) - a class which
belongs to an inactive account.
Information contained within
inactive classes is no longer
available and cannot be viewed by
instructors or students

inactive (product) - a product
which has not been purchased or
has been deactivated for a specific
account or course

individual account - this type

of Turnitin account is limited to a
single instructor user. Individual
accounts receive limits to the
number of Originality Reports

and (if available) GradeMark
digitally graded papers that can be
generated

inline comment (GradeMark) -

a comment typed directly onto
the student submission by the
instructor while reviewing the
student work. The color of inline
comments may be selected by the
instructor.

institutional account - this type
of Turnitin account is designed for
an institutional location and can be
separated into sub-accounts at the
departmental level
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instructor - the term used for
teachers, tutors, or other student-
assisting users added or authorized
to join as instructors on a specific
Turnitin account. A single person
may be joined to multiple Turnitin
accounts or sub-accounts using
one user profile or separate user
profiles. Users may fill more than
one user type role on Turnitin

internet archive - Turnitin’'s web
database includes inactive or no
longer available web pages and
copies of pages that have changed
over time. This allows Turnitin to
search against information that is
no longer available or which has
changed over time.

items per page - a user info page
preference that allows users to
determine the number of items
from any list they wish to see per
page on Turnitin.

knowledge base - The knowledge
base is an area we have created
for our users to search for help or
information on specific aspects of
using Turnitin. Also available are
frequently updated lists of the most
common questions we receive.

libraries (assignment, peer
review) - these library types allow
instructors to easily, quickly copy
or replicate existing assignments
or peer reviews from one class to
another

libraries (rubric) - the rubric
library available from the instructor
class homepage allows an instructor
to create, review, edit, or delete

the marking rubrics available for

a peer review. Peer review rubrics
are completely separate from
GradeMark libraries of QuickMark
editing and rubric scorecards

libraries (rubric scorecard,
QuickMark) - the rubric scorecard
or QuickMark scoring marks created
by a particular user. These libraries
allow a user to create, edit, apply,
copy, move, or delete rubric
scorecards or QuickMark editing
sets. These libraries can be shared
to section classes by a master
class instructor. An administrator
can share these libraries to all
instructors on a specific account

list (calendar) - a view mode of
the calendar that lists all of the
information on a class calendar
for the current year. This includes
assignment information, notes,
announcements, and holidays

log in - the act of an authorized
user entering the e-mail address
and personal password created for
a user profile to enter Turnitin as
the user associated with the e-mail
address entered

master class - a class controlled
by an instructor under which
multiple section classes can be
created. These section classes are
controlled by Teaching Assistant
(TA) users. Master classes cannot
accept submissions but contain
assignment sets that may be
pushed into the sections of the
master class

messages - a user tool bar menu
link that leads to a page listing
the current announcements and
messages, if any, from Turnitin

metric question (peer review)

- a metric question is create by
instructors for students to assign
ratings to a peer’s paper during
the peer review assignment. Metric
guestions allow a student to rate
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performance of the paper being
reviewed against the given question
on a scale of one to five

moderator (discussion board)

- moderation of the discussion
board in a class is assigned by

the instructor. The instructor may
moderate the discussion or may
assign this duty to a user in the
class. The moderator must approve
all replies before the reply becomes
public and is posted to allow all
users in the course to view the

reply.

notes (calendar) - an instructor
may place notes in the class
calendar for information about

the class that does not fit as an
announcement or assignment. Class
notes are visible to all students in
the class.

notes (GradeBook) - a note may be
added to the student overall grade
or to a specific assignment for a
student by the class instructor using
the GradeBook product. These
notes are viewed by the student
through the my grades link on the
class toolbar menu.

Optical Character Recognition
(OCR) - Optical character
recognition software converts a
image of text information into

an actual text document that
can be read and altered by word
processing software. Papers or
documents transferred into a
computer via a scanner require
optical character recognition
software conversion to be submitted
to Turnitin. Turnitin only accepts
documents containing actual
text data rather than an imaged
document or submission. Some
scanners offer OCR conversion
automatically, but most OCR

conversion requires hand correction
to resolve any inaccuracies which
can cause major changes to the
actual content of a document.

Originality Report - the Originality
Report is a flexible document that
allows students and instructors

to review matches between a
submitted work and the databases
scanned by Turnitin. Citations,
guotations, and bibliographic
material are all scanned against
Turnitin’s databases to determine
an overall similarity percentage as
well as specific matches to similar
text

Overall Similarity Index -

the overall similarity index is a
percentage indicating the similarity
of the text submitted to information
contained in the Turnitin databases
used for comparison on the
assignment the submission was
made in. This percentage indicates
a percentage based on the length of
the paper compared to the length of
the areas flagged as similar during
the comparison.

page information - the page
information bar shows any
information provided on the page,
including error messages or tips on
the use or requirements of the page
the user is currently viewing within
the primary areas of the Turnitin
site.

paper - a paper refers to the
document or file submitted by a
user to an assignment in a class on
the Turnitin website

paper ID - the paper ID number is
a unique identifier that can be used
to refer to a specific paper. The
paper ID number can be viewed

by accessing the paper in the
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assignment inbox for instructors.
The paper ID number is also
available on the paper view page,
Originality Report, and GradeMark
digital assessment view of the
submission.

Peer Review - this product allows
students to anonymously or with
attribution review submissions
made by other students within the
course. Students reply to topic
questions selected or created by the
instructor as well as metric scoring
questions. Basic rubric marking is
available for students if selected
by the instructor. A peer review
assignment must be based on a
normal Turnitin assignment where
the student papers are initially
submitted

Peer Review assignment - the
Peer Review product allows an
instructor to create an assignment
where students will peer review the
submissions of Turnitin classmates
on a previous assignment. Peer
review assignments distribute the
papers based on the instructors
selection of the distribution type to
be used for the peer review. Once
the due date passes, no further
peer reviews can be written for the
assignment by the students.

Plagiarism Prevention - this
product creates Originality Reports
for submissions in assignments on
Turnitin. The Originality Reports
allow instructors and students to
easily determine any problems in
citation or referencing and assists
instructors in determining the
originality of a submitted work

post date - the post date of an
assignment is set by the instructor
during the assignment creation.
When the post date and time has

passed, students will be able to
view GradeMark and GradeBook
information on their submissions in
this assignment. If the assignment
is a Peer Review, students will

be able to read the assessments
written by their peers after the post
date passes. The post date does not
control Originality Reports. The post
date must come after the start date
and due date during assignment
creation.

product - a specific service,
feature, or group of features
offered by Turnitin as part of the
purchase of a Turnitin license by an
educational customer

QuickMark standard editing
marks - A library of standard
editing or correction marks provided
by Turnitin which can be augmented
by additional marks created by an
instructor

quickview (Originality Report) -
a view listing the sources for any
matching or similar text at the
top and shows the student paper
with highlights indicating the
matched or similar areas beneath.
This is similar to the print view of
Originality Reports.

reply (discussion board) - a posting
made by a student in response to a

discussion topic, or the response to

an existing reply by another student
in the discussion board.

resubmit - the act of submitting

a new paper in place of an existing
submitted paper. Resubmission

can only be done if the instructor
has set an assignment to allow
students to overwrite until the due
date and time of the paper, or if
the instructor has manually deleted
the student’s existing submission in
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the assignment inbox. This option
can only be enabled by the class
instructor.

revision (assignment type) - an
assignment created by an instructor
that is linked to an existing
assignment. Revision assignments
may have a different start, due,

or post date than the primary
assignment. Revision assignments
allow instructors to easily enable
students to submit multiple drafts
of the same submission to different
assignments. Revision assignments,
like regular assignments, only

allow one paper per student to be
submitted.

rubric scorecard (GradeMark) - a
scorecard which allows instructors
to easily grade students based

on a scaled assessment of the
submission meeting certain criteria
set for an assignment. The rubric
scorecard automatically totals a
grade for the submission based on
the boxes checked on the scorecard

rubrics (peer review) - a set of
basic editing marks or comments
available for student or instructor
use on a peer review assignment.
Rubrics for a peer review must be
selected on the assignment the
review is based on. Some rubrics
for peer review are provided by
Turnitin. Instructors may also create
their own peer review rubrics

scale (GradeMark) - A series of
descriptors by which a student’s
submission is categorized on a
rubric scorecard. Default scale
entries are headed “Poor”, “Fair”,
and “Good”. Scale headings are
customized by instructors creating
or editing a rubric scorecard.
Descriptions can be entered for
instructor guidance at every point

where a criterion meets a scale.
Ex: The description where the
Grammar criterion intersects with
the Good scale may indicate ‘Above
average understanding of word
usage’

secret question and answer -
the secret question and answer
set allows a user to reset their
password immediately through
the Forgot your Password? link on
the Turnitin website. The secret
question is selected from a list
during user profile creation, and
the user enters an answer. The
answer is case sensitive and may or
may not include spacing. Different
capitalization or spacing when
answering the secret question will
result in rejection of the password
reset attempt.

Secure Socket Layer - A security
protocol available on many web
browsers. Secure Socket Layer
comes in version 2.0 and 3.0.

The standard acronym for Secure
Socket Layer encryption is SSL. SSL
connection to Turnitin is available
by clicking on the lock icon to the
right of the login button on the
main page at www.turnitin.com or
by connecting directly to SSL at
https://www.turnitin.com

section class - a subsection of the
master class that is assigned to a
particular Teaching Assistant (TA)
on Turnitin

single source (Originality Report)
- a view mode of the Originality
Report where the user selects a
specific source of matching or
similar text to view. Only sources
from the specific match will be
highlighted on the Originality
Report in the submission. Since
multiple sources can be found for

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved.

Turnitin Administrator Handbook: Chapter 13.164



Chapter 13 : Glossary

Section: Definitions

many similarities or matches, this
may allow a user to dig down to
determine a primary source of the
matching or similar text.

start date - a date and time
selected by the instructor when
creating an assignment. The
start date and time must pass
before students are able to begin
submitting to an assignment.
Instructors are not prevented from
submitting before the start date.
The start date for an assignment
must be before the selected

due date and post date during
assignment creation. This may be
updated only by the instructor to
meet the needs of a class.

student - a user type able to enroll
in courses created by an instructor
user. Student user profiles can only
submit to assignments created by
an instructor in a class they are
joined to or have been authorized
to join

student limit - the maximum
active student count available for
an account or accounts based on
the number of student licenses
purchased

student mode - the student view
mode of a paper reviewed by an
instructor using the GradeMark
digital assessment product. Student
mode allows the user to view or
print the paper and to view or
download a PDF or original format
copy of the document that was
graded. The download copy does
not contain any of the GradeMark
comment or scoring information.
Student mode of viewing a
GradeMark paper cannot remove or
modify marks or grades in any way.

sub-account - an account created

beneath a parent account. The
Turnitin account tree allows for
multiple sub-accounts created
under each parent account. Only
individual accounts may not
create sub accounts. The number
of institutional accounts created
beneath a consortium account is
determined by license purchases

submission - a file or files
uploaded by a student or instructor
user into an assignment within a
Turnitin class. Only a single file per
student user can be submitted to an
assignment by a student user

submission type - Turnitin offers
multiple submission types for
students and instructors. Students
are able to submit a single file at

a time by either file upload or cut-
and-paste submission. Instructors
are able to submit files by file
upload, copy and paste, zip upload,
or bulk upload options. The default
file type for a user to submit by
can be viewed or changed in the
preferences section of the user info

page

syllabus (calendar) - the syllabus
link on the calendar page allows a
user to view the syllabus document,
if any, for a specific class. The
instructor is able to upload a class
syllabus for easy reference by the
students during the course.

teaching assistant - a user
assigned access to one or more
sections of a master class

thread (discussion board) - the

list of replies and responses to a
specific topic on the discussion
board. The thread can be displayed
based on the needs of the user by
changing the viewing options on the
topic in the discussion board. Each
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user must change these preferences
as needed.

topic (discussion board) - the
topic is a question or statement to
which students can reply on the
class discussion board. Topics may
only be approved by the instructor,
though students may post a topic
suggestion. Topic suggestions may
be deleted by instructors.

topic question (Peer Review)

- topic questions are a list of
questions selected by an instructor
for students to answer on a review
of a peer’s paper. Topic questions
may be sorted into categories

and may have minimum length
requirements. Instructors have the
option of including rubric sets for
students to use during marking of
peer’s papers. Students may also
place numbered marks during their
reply to a topic question to indicate
areas they are speaking to when
answering a topic question.

total active students in
applicable accounts - the number
of active students in the selected
account and any sub-accounts
which are drawing on the selected
account for student limit availability

upload (list) - sending a Comma
Separated Values(CSV) or Microsoft
Excel® document containing
multiple sets of user information
for bulk creation of student or
instructor profiles. Also the bulk
addition of users to an account or
class

upload (file) - the act of submitting
or sending a file into a specific
assignment within a Turnitin for use
with the Turnitin products selected
for the class

user agreement - For access to
any Turnitin product, all users of
Turnitin must accept the Turnitin
user agreement presented during
user profile creation or during the
first login with the user profile. The
user agreement can be found by
clicking on the link provided on the
bottom of the page on the primary
pages of the Turnitin website
labeled usage policy.

user profile - the user profile

is a set of user preferences and
information associated with a
specific ID within Turnitin. Each
user profile requires a unique e-mail
address. A specific e-mail address
can only be used once within the
Turnitin database. New attempts to
create a profile associated with an
e-mail address currently existing in
Turnitin will not succeed

user password - a user password
is a six to twelve character, case
sensitive password that requires
the presence of at least one

letter and at least one number.

The user password is generated
randomly when a user is created
and added by list upload from the
administrator or instructor, or is
set by the user when joining the
Turnitin account for their institution
by creating a new user profile. User
passwords may only be reset via
e-mail to the user name selected
or via use of the secret question
and answer set for the user profile.
No other method of password reset
can be done outside of this manual
system due to the privacy policies
of the Turnitin website.

user type - Turnitin has three
available user types. A single

user profile may have access

to all three user types to fulfill
different functions. The user types
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are administrator, instructor, and
student

view mode (Originality Report)

- the Originality Report can be
viewed in multiple modes by users.
These modes allow users to access
the information presented in the
Originality Report in the mode
that most usefully presents the
information of any matching or
similar text in the comparison of
the submitted work to the Turnitin
databases in use for a specific
assignment.

writing review (assignment) -

a writing review assignment is
based on another assignment.

The purpose of the writing review
typically is to encourage students
to self-assess the writing process in
the previous assignment.

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Administrator Handbook: Chapter 13.167



Chapter 13 : Glossary Section: Definitions

Copyright © 1998 — 2007 iParadigms, LLC. All rights reserved. Turnitin Administrator Handbook: Chapter 13.168



	Chapter 1: Getting Started
	Creating a User Profile
	Resetting Your Password
	The Instructor Homepage
	Information and Assistance
	Enrolling Students
	Submitting Papers
	Assignment Inbox
	Viewing Originality Reports
	Managing Students

	Chapter 2: Plagiarism Prevention
	Originality Reports
	Viewing Originality Reports
	Excluding Quoted or Bibliographic Material
	Printing or Saving Reports

	Chapter 3: Peer Review
	Overview
	Creating a Peer Review
	Writing a Review of a Student Paper
	Reading Peer Reviews
	Creating a Writing Review

	Chapter 4: GradeMark® 
	GradeMark® Digital Assessment
	Comments
	The Clipboard
	QuickMark Standard Editing Marks
	Rubric Scorecards
	Using a Rubric Scorecard to Grade

	GradeMark Assessment
	Additional Functions

	Chapter 5: GradeBook
	Introduction
	Areas of the Turnitin GradeBook
	Entering Grades
	GradeBook Student Page
	Scaling and Dropping Grades
	Graphing Tools
	Exporting from GradeBook

	Chapter 6: Class Calendar
	Accessing the Class Calendar
	Calendar Entries
	Uploading a Syllabus
	Calendar List

	Chapter 7: Discussion Boards
	Introduction
	Accessing Class Discussion Boards
	Posting a Discussion Topic
	Posting a Reply
	Discussion Board Views
	Moderation

	Chapter 8: Libraries
	Accessing the Libraries
	The Libraries Page
	Assignments Library
	Rubric Library
	The Peer View Library
	Topic Questions Library
	Metric Library

	Chapter 9: Class Sections
	Adding a Master Class
	Adding Sections
	Administrating a Master Class
	The Master Class Homepage
	Student Enrollment
	GradeBook
	Calendar
	Preferences

	Chapter 10: Quick Submit
	Accessing Quick Submit
	Submitting Papers
	Accessing Originality Reports

	Chapter 11: Preferences & Notifications
	User Preferences
	Class Preferences
	Messages and Announcements

	Chapter 12: Statistics
	Statistics Overview
	Deleted Assignments and Dropped Students
	Exporting Statistics

	Chapter 13: Glossary
	A-C
	C-D
	D-E
	E-G
	G-I
	I-M
	M-P
	P-R
	R-S
	S-T
	T-U
	V-Z


