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Turnitin fact sheet: Lecturers 
 

Definition of Plagiarism: 
• To copy information directly into an assignment or other document without paraphrasing the original 

author’s work or placing the quoted material in quotation marks AND including a citation, (i.e., an in-
text reference). 

 
REMEMBER 

 
You must log into your 
clickUP module through 
the UP portal and 
Lecturers Online.

• The University of Pretoria has a policy about plagiarism. Staff and 
students can access it at the following url: 
http://www.library.up.ac.za/plagiarism/index.htm 

 
What is Turnitin?  
Turnitin is a web-based plagiarism detection service that is integrated with the 
clickUP system.  
 

Avoiding plagiarism 

1. Create new and original assignment topics every year to discourage plagiarism 

2. Emphasize originality 

3. Educate students in  the use of proper referencing and citation techniques 

4. Simply making students aware that their work will be checked discourages them from committing 
plagiarism. 

5. View the anti-plagiarism website on the Library page, including the link to types of plagiarism 

 

One cannot make a conclusion regarding plagiarism on Turnitin originality scores alone. Please consult 
the UP Policy in this regard. 
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See also the following guide on how to avoid plagiarism:  

http://www.plagiarism.org/ 

 

 
Create a new Turnitin assignment  in clickUP 

 
1. Navigate to the Course Content Home page using the BUILD tab. 
2. Click on the Add Content Link button situated at the top of the page. 
3. Select the Turnitin Assignment option from the dropdown menu.  
4. Click on the Create Turnitin Assignment button situated in the expanded area. 

5. Fill in the form (see below) and click on submit 

http://www.library.up.ac.za/plagiarism/index.htm
http://www.turnitin.com/research_site/e_home.html
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Click on more options to add more functionality to the assignment. 

 

 

There are two types of 
Assignments available. The paper 
assignment is used to upload the 
first version of an assignment. 
The revision assignment is used 
for the revised version of a 
previous paper assignment. 

Dates 
Start date: When students can start to upload the 
assignments 
Due date: The last date for students to upload the 
assignment 
Post date: Not applicable on UP, should be later 
than due date

Select yes to exclude text in 
quotation marks from the similarity 
index for ALL the student papers 

Select yes to exclude bibliographic 
material from the similarity index for 
ALL the student papers 

For draft submissions, select the middle option,  
“immediately” (can overwrite reports until due 
date). Students can then  improve their 
assignments and resubmit to the same 
assignment, overwriting the report, up to the due 
date. The instructor then does not need to create a 
revision assignment

Select yes to exclude small pieces 
of text from the similarity index for 
ALL the student papers. You can 
specify the minimum number of 
words that should be ignored 

EI recommends that students see their originality 
reports. This can facilitate learning about 
plagiarism. 
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How  to upload assignment(s)  

Students and lecturers can upload assignments to Turnitin. 

  Staff should use the Teach tab to submit and view student assignments. 

A separate fact sheet that is available on the Library page and clickUP help site illustrates how students 
may upload their own assignments to Turnitin. 

 

When you allow other papers to be checked 
against submissions – you will be able to see 
whether students have copied from each other in 
class or even between year groups. 
The system will automatically bypass the student's 
previous submission. The only way a student's 
submission will match to it's self is if he/she 
submits the same paper to a different class.

Click on the submit button when you have 
completed setting up your assignment. 

1. Submission
Click on the submit button to upload 
an assignment for a student.
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2. Different options: 
 
File upload: Upload 1 existing file or 
zip file for each specific student 
 
Cut & paste: Cut / copy the 
assignment from a document on your 
computer and paste it in the space 
provided 
 
Bulk upload: Lecturer uploads the files 
for several students simultaneously 
 
Zip file: Add all the assignments to a 
Zip file and upload that file, OR 
Students submit a zip file of an html 
site 

3. Select the student’s name 
from the dropdown list next to 
“author”. If the student is not on 
the class list, add him as a non-
enrolled student completing the 
name boxes 

4. Type in the submission 
title and click on Browse to 
upload the assignment from 
your computer to the Turnitin 
database 

Click on the submit button when you have 
uploaded the assignment. 

 

The Submit paper screen will be displayed.  Click on Yes, submit. 
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Once your document has been submitted, a new screen will appear with the heading “Turnitin Digital 
Receipt”.  Make a note of the paper ID to track the paper if necessary. Students should do this as well.  

 
 
View  the originality report 
 

1. Click on Go to inbox after submitting the assignment. 

2. OR click on the Turnitin assignment link on the homepage.  The Inbox with the class list and 
submissions will be displayed. 

 

Click on the title of the 
assignment to grade a 
student’s assignment 

Click on the tick boxes 
in front of the student 
names and click on 
Download to save the 
assignments to your 
computer to be able to 
mark these 
assignments and give 
feedback. 

Click on the student 
name to display a 
portfolio of the 
student’s 
assignment 
submissions and 
grades. 

3. Click on the originality icon indicating the amount of matching text. 
4. A new window will open with the assignment. The areas that match will be highlighted in 

different colours and also with a unique number. The source will be displayed on the right-hand 
side of the screen marked with the same number and colour. A percentage will be displayed to 
indicate what percentage of the submitted document corresponds to another source document.  
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Change the entry in the “mode:” drop down list to “quickview (classic) report”. The format of the 
report will change to the one shown below: 

 

 

 

Selecting the “exclude quoted” and 
“exclude bibliography” links might 
decrease the Similarity Index 
dramatically if you have quoted or 
referenced extensively.  

Click here to save a copy of 
the report to your PC. 

These entries show the 
matching sources and the 
percentage matching text 
from each source. 

All similarities must be checked and evaluated individually by the student and lecturer.  
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View  statistics 

1. On the top menu in Turnitin, click on class stats. 
2. A list with all the assignments that were submitted for the assignment is displayed can be exported 

to MS Excel™. 

 

Interpreting statistics 

Note: Turnitin does not search ALL databases and Internet sources.  

One cannot make a conclusion regarding plagiarism on Turnitin originality scores alone. 
Please consult the UP Policy in this regard. 

Please encourage students to peruse the Library’s resources on plagiarism  

http://www.ais.up.ac.za/plagiarism/index.htm 

 

Grading 

1. In Teach: go to Inbox 

2. Click on the paper title: The paper will open in a new window 

3. Type in a grade.  

4. Tick on Next paper to grade the next student’s paper. Grades go to the clickUP Gradebook. 

5. To see which students have not submitted their papers: In Inbox: click on “Roster synch” The 
complete class list will display with the names of those who did not submit at the bottom.  

 

Troubleshooting 

If the report does not appear after a reasonable period, the file size is probably too big. Remember, files 
should be smaller than 20 MB, and preferably much smaller. Tick that paper’s tickbox and select 
“delete”. After reducing the file size by removing for instance large graphics embedded in the 
document, resubmit the assignment. 
 
Useful tip for lecturers:  
If lecturers want to submit their own papers, for instance research articles, etc. they can hide the Tii link 
on the homepage. It is then invisible to students, but still accessible to the lecturer from the Teach tab 
for uploading of papers.  
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