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Using the Turnitin Software 
 

Login to the system at: http://www.submit.ac.uk/login_page.asp 
 

 
 
(The first time you access the system you will be asked to confirm your 
details, username and password.  You may also be asked for your Account ID 
and Join Password) 
 
The first page you see will be the administrator page: 
 

 
Use the administrator section to add Instructors.  Click on the Instructors 
Button.  Then click on add instructor. 
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Enter the instructors name and email address.  Click on Submit.  The 
Instructor’s details will be emailed to them and they use them to login to the 
system. 
 
 
If you want to add a number of instructors at a time, click on upload list. 
 

 
For each user in your list, you must include the user's e-mail address, last 
name, and first name in this order: 
 
first name, last name, e-mail address 
 
e.g. connie, williams, cwilliams@myschool.edu 
 
The system will accept plain text, Word, and Excel. 
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Browse to the file and click submit. 
 
The user type menu allows you to change the view from Administrator to 
Instructor or Student. 
 

 
 
 
Change the view to Instructor 
 

 
 
In this view you can create classes and assignments.  To create a class click 
on add a class. 
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Enter a name and password for the class.  You are able to enter an end date.  
The end date is when the class will no longer be able to submit assignments.  
If you are expecting students to upload their own work the drop down menu 
can give them permission to view their own originality report. 
 
 
 
When you click on submit a pop up window will confirm the details you have 
entered. (If you use a pop up blocker this won’t happen) 
 
 
 
 
 
 
 
 
 
 
 
 
 
If pupils will upload their own assignments they will need this information. 
 
 
Close this window then click on the class name to enter the class.  You can 
now set up the assignments list. 
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Click on create a new assignment.  
 

 
 
 
Enter an assignment name and the Start and Due dates.  Click on submit and 
the assignment list will be displayed. 
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Click on the submit button to upload assignments. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 

 page 7 of 11 21/11/06 

Fill in the student’s details and the assignment titles.  Use the drop down 
menu to select the method to upload the assignments. 
 
 

 
 
Then browse to the file you want to upload. TurnitinUK currently accepts the 
following file types:  Word, Text, Postscript, PDF, HTML, and RTF. Then 
click on submit. 
The essay is displayed and you can check it before clicking to confirm the 
submission. 

 
Once the assignment is submitted a digital receipt is displayed. A copy of this 
receipt will also be emailed to you.  
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The originality report is now generated.  To access the report click on the 
inbox icon when it appears (you may need to refresh the screen) or return to 
the assignment screen. 
 

 
 
Assignments are listed with a colour-coded result. Click on this for the 
originality reports. 
 
The originality report shows where any plagiarised parts of the essay have 
come from and highlights the parts of the essay using colours. 
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At the beginning of the trail we are expecting Instructors to submit 
assignments to the system.  However, at some point you may want to set up 
student accounts and ask them to submit their own work. 
 
To create Student Accounts use the User Type tab and click on Instructor. 
 
 

 
 
Click on the class name you want the students to belong to. 
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Click Students 
 

 
 
 
Click add student. Or upload student list if you want to add a number of pupils 
at the same time. 
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Either fill in the student details individually then click submit or browse to a file 
which has all the students’ details then click submit. 
 
 

 
 
For each student in your list, you must include the student’s e-mail address, 
last name, and first name in this order:  first name, last name, e-mail address 
 
e.g. connie, williams, cwilliams@myschool.edu 
 
The system will accept plain text, Word, and Excel. 
 
Students will receive an email with information about where to go to login, 
they will also be sent their username and password. 


