
   

Turnitin Instructor Quickstart
 

Hello UMass Amherst Faculty Member:  
 
Welcome to the Turnitin Plagiarism Detection System! 
 
Please note that this system compares the text of documents (which are copyrighted by the author) 
submitted by either the student or faculty member to the Turnitin system to documents in proprietary 
and subscription databases, the Internet, and a database of papers previously submitted at UMass 
Amherst. A few minutes after a paper is submitted, the instructor receives an "originality report,” 
which indicates textual matches with other items. The Turnitin system does not determine if plagiarism 
is present; the instructor must review each match, evaluate it, and decide if follow-up with the student 
is appropriate.  
 
Before you begin, print out the Instructor Quickstart Guide created by Turnitin: 
http://www.turnitin.com/static/pdf/tii_instructor_qs.pdf
 
And the Instructor Manual or Guide for detailed instructions: 
http://www.turnitin.com/static/pdf/tii_instructor_guide.pdf
 
To set up your instructor account: 
1. Visit http://www.turnitin.com
 
2. Click on "New Users" in the upper right hand corner of the screen. 
 

 
 
3. Select user type...instructor from the drop down menu.  
 

 
 

Click . 
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4. Now you will create an instructor profile... 
           

 

Create a user profile 
 
To join a Turnitin account as an instructor you will need a password and ID 
combination, which you should have received either from your account 
administrator or from the instructor of the class for which you are a teaching 
assistant.  

If you do not have this combination, or your combination appears to be 
incorrect, please contact your administrator or instructor. 

 
Turnitin account/class ID:  

Turnitin join password:   
 

         

  

 

          
 
Contact Anne C. Moore, annem@library.umass.edu, (413) 545-0148 for the UMass Amherst Turnitin 
account/class ID and join password. 

Click . 
 

5. Enter your email address. Click . 
 

6. Enter your desired password twice. Click . 
 

7. Select and provide your secret question. Click . 
 

8. Enter your first and last names. Click . 
 
9. Click "I agree-create profile." [Now you are registered as an instructor with Turnitin. Any time you 
wish to use your account, visit http://www.turnitin.com and enter the email address and password you 
have just provided: 

] 
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10. Click "start class setup wizard" to set up a "class" in Turnitin. 
[If you have already used the “class setup wizard” to set up your first class and assignment and want to 
add classes and assignments without using the wizard, skip to 14b.] 

 

11. Enter your class (course) name. Click . 
 
12. Write down your class ID number. Enter an easy-to-remember class enrollment password, which 

you will give to students to join or enroll in the class. Write this down as well. Click . 
Choose an end date for your class. Once the end date has passed, the class will expire and will not be 

accessible to you or your students. Click . Your class/course is created.  
 
13. Now create an assignment where students can submit papers. Enter the assignment name and due 
date (last possible date students can submit papers).  
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Click . 
 
14. Click "end wizard and log in" at the bottom of the Class setup wizard (completed) screen. 
 

 
 
14b. These instructions are for those who want to set up classes and assignments without using the 
“class setup wizard.” While you are logged into your Turnitin account, click on “add a class.” 
 

 
 
Enter your class name. Enter an easy-to-remember class enrollment password. Choose an end date for 
your class. Once the end date has passed, the class will expire and will not be accessible by you or your 
students. Change the drop-down menu to “Yes,” if you wish to “let students view their own Originality 
Reports for all paper assignments in this class.”  
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 Click . 
 
A new window will open with your class ID number and class enrollment password. Write down these 
two pieces of information to provide to your students, so they can join or enroll in the class.  
 

 
 
Close the extra window. Your class/course is created.  
 
Now create an assignment where students can submit papers. Click on “create a new assignment.”  
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Enter your assignment title and due date (last possible date students can submit papers).  
 

 
 

Select desired settings for the assignment. Click . Your class is set up. 
 
15. You are ready to add students. Make sure you are logged into your Turnitin account and have 
clicked on the name of the class. Click on the gray (turns to yellow) "students" tab and on the next 
screen, the "add a student" link.  
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You have two options here. A. Enter the first student's first and last names and email address.  
 

 Click .  
 
B. Alternatively, click the "upload student list" link and browse for a file of student names in text, 
Word, or Excel. A "click here" link leads to information on how to format the file of student 
information for the Turnitin system.  
 

 Click .  
 

After “Is this the list you want to submit?” click .  
Once you have added the students, click on the red "my classes" at the top of the page. 
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16. Click on the name of your class.  
 

 
 
You will see the assignment you added. On the row for that assignment, click the icon in the column 
labeled "submit" to submit a paper. 
 

 
 
Select the method you will use to submit the paper from the “Submit a paper by:” drop-down menu. 
 

 
 
Now select the author (student name) or “non-enrolled student” from the drop down menu and enter 
the title of the paper.  
 

 
 
Or 
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Then browse for the assignment where you have stored it on your computer or network. Click 

. Click .  
 
You will receive a “Turnitin digital receipt.”  
 

 Click on “Inbox.”  
 
The paper is stored in your “Inbox” under the "file" column.  
 

 
 
When the report is ready in a few minutes (you may need to refresh your screen to see it), the color-
coded match % will appear in the row for that paper under the "report" column. Click on it to see the 
"originality report.”  
 

 
 
The report does not reflect Turnitin’s assessment of whether a paper has or has not been plagiarized. 
“Originality Reports” are simply tools to help you find sources that contain text similar to submitted 
papers. The decision to deem any work plagiarized must be made carefully, and only after examination 
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of both the submitted paper and the suspect sources. You will see the source document on the left and 
the matches on the right, which you can now evaluate. The report highlights any text matches, 
including direct quotations. 
 
The Originality Report has three main sections: 

• Paper information  

The report header shows information about the submitted paper, including paper title, author, word 
count, and the date the report was processed. 

• Paper text  

The left side of the report shows the text of the submitted paper. Matching text is highlighted in red 
and numbered to correspond with sources to the right. 

• Matching sources  

The right side of the report lists the sources of matching text. 

Direct Source Comparison 

Direct Source Comparison lets you quickly compare matching text to its source. Note: You will only 
be able to view the paragraph (not the entire paper) that contains the matching text in a student paper 
submitted at another school. 

 

To activate Direct Source Comparison, click a block of matching text. The source of matching text will 
open to the right. 

 

If the source you are viewing contains multiple sources of matching text, you can quickly navigate 
between sources using the up/down arrows to the right of “next match.” The text in the paper will 
automatically line up with the source for easy comparison. 
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If you want to view matching text from an Internet source in its original web context, you can do so by 
clicking the “show in web page” link.  

 

When you are finished viewing a source, you can return to the list of matching sources by clicking the 
close link. Or you can immediately jump to another source by clicking on a new block of matching 
text. 

For additional information on interpreting “Originality Reports,” review Chapter 2, Plagiarism 
Prevention, of the Instructor Guide: http://www.turnitin.com/static/pdf/tii_instructor_guide.pdf. 
 
To have students submit papers: 
If you enroll students, they will receive an email with instructions by email directly from Turnitin on 
how to log into the service and submit papers. If you want them to set up their own account and submit 
papers, provide them with the Class ID# and password and the Web address of the Student Quickstart 
Guide: 
http://www.turnitin.com/static/pdf/tii_student_qs.pdf. They will also visit http://www.turnitin.com and 
click on "New Users" in the upper right hand corner to set up their account. Once their account is set 
up and they login, they will click on the class name and then the assignment name. At the assignment, 
they click "submit" and upload their paper.  
________ 
To ensure your privacy, please do not share your account ID and account join password with anyone 
outside of UMass Amherst, and please do not post this information in a public forum. 
 
Resources: 
Instructor quickstart manual: 
http://www.turnitin.com/static/pdf/tii_instructor_qs.pdf
 
Instructor quickstart video: 
http://www.turnitin.com/static/videos/instructor_ppm_choice.html
 
Detailed instructor manual or guide: 
http://www.turnitin.com/static/pdf/tii_instructor_guide.pdf
 
All Quickstarts, videos, and manuals: 
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http://www.turnitin.com/static/training.html#quickstarts or click on the "Training Getting Started" 
button at http://www.turnitin.com
______ 
 
For account information or support in using Turnitin at UMass Amherst, contact your Library 
representatives: Anne C. Moore, annem@library.umass.edu, 545-0148, or, 
Marilyn Billings, mbillings@library.umass.edu, 545-6891. 

UMass Amherst Libraries 12 8/20/2006 

http://www.turnitin.com/static/training.html#quickstarts
http://www.turnitin.com/
mailto:annem@library.umass.edu
mailto:mbillings@library.umass.edu


   

Basic Instructor’s Guide to Getting Started with Turnitin 
 

• Go to www.turnitin.com 
• Click “new users” on the homepage 

Choose instructor as user type  
• Enter the Account IDand Account Join Password (obtain these from Anne C. Moore, 

annem@library.umass.edu or (413) 545-0148), email address, own personal password, secret 
question, and name (ONE TIME STEP)  

• Follow the on-screen instructions 
• Use the “wizard” to create your first class and your first assignment for that class. 

Turnitin will generate a class ID. You will create a class password. 
• Log into your Turnitin homepage (www.turnitin.com) with your email address and password 

that you created to add more classes and set up assignments. 
 

 
 

• Submit papers 
File upload 
Bulk upload 
Cut & Paste 
Zip File 

• File Types Accepted:  MS Word, WordPerfect, Excel, PostScript, PDF, HTML, RTF, and plain 
text. 

• To view the submitted papers, enter a class, and then click on the particular assignment that you 
wish to view. 

• Click the Inbox to view the originality reports. 
 

Getting Students Started 
 

• Give your students your class ID and class enrollment password (NOT the Account ID and 
Password). 

• Students create their own user profiles, choose student as user type, enter the class id and class 
join password, name, email, own personal password (ONE TIME STEP) 

• Student logs in to www.turnitin.com and will see the various assignments for their class or 
classes and can submit papers (submit paper icon).    

(If you prefer to manually enroll students in your class, you can add students individually or all at 
once.) 

 
Student Quickstart Guide: 
http://www.turnitin.com/static/pdf/tii_student_qs.pdf
 
Student Quickstart Video:  
http://www.turnitin.com/static/training_support/student_training.html
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