
Turnitin for staff 



Introduction

• Sue Hancock is the administrator of Turnitin and is the person who 
needs to add you as an instructor into Turnitin.

• You will receive an email with a password in it. Your email address will 
be your username.

• You will need the password to be able to access your profile in 
Turnitin.

• Sue is happy to assist you in creating classes and assignments.

• There is also a hard copy of instructions if you require it. Ask the 
library staff.



Creating your class in Turnitin

• After you have logged in, find the button ‘Add Class’.

• On the 'Create a New Class' page, leave class type as standard.

• Enter a class name and an enrolment key. (You make up a password 
here that you give to all the students. Hint from Sue = write this down 
somewhere safe. )

• The end date is the date your class expires. When a class expires, 
students can no longer submit papers or enrol in the class. 
The default duration for all classes is 6 months. If you want your class 
to last longer or shorter, you can change the end date.

• Click Submit. (See the next slide.)





• The class will now appear in your class list beneath your account. The 
number to the left of your class name is the class ID. Students will use 
this class ID along with the class enrolment key to enrol in your class. 
You can view your class enrolment key at any time by clicking the edit 
icon to the right of your class.

• Things that you really need to record:
• Enrolment key

• Class ID

• Ask your students to give you their password for Turnitin (when they 
have created an account)  in case they lose it.



You will receive a message like this



To add an assignment 

• Click on the class title. 

• Within your class homepage, click on the 'Add Assignment' button to 
create an assignment.

• Fill in the top few boxes as required.

• In optional settings, leave everything except for the following which 
allows students to submit a new draft.



• When assignments have been submitted, click on view and then the 
student’s name to see the results. Ensure you click on All sources.

• It is important to look through the assignment as the match % can be 
misleading. For example, the instructions might be included.

• Students are able to print out a copy of the assignment and the 
match overview. 


