
HOW TO 
USE
TURNITIN FOR 
INSTRUCTOR
(Submit Paper & 
Paper Deletion)



INTRODUCTION
Turnitin is an originality checking and plagiarism prevention service that checks your 
writing for citation mistakes or inappropriate copying. 

When you submit your paper, Turnitin compares it to text in its massive database of 
student work, websites, books, articles, etc.



SUBMIT PAPERS

LET’S START!

PAPER DELETION



SUBMIT 
PAPER

Enrolling Students Individually



Enrolling Students Individually

Instructors can no longer upload assignment submissions on behalf of 
non-enrolled students. Therefore, the instructor’s need to enroll their 
students into the Class. 

This step also can be applied if you want to check your 
individual/personal paper.



1 Click Class Name.

2 Click Students.

3 Click Add Student.

Enrolling Students Individually



4 Enter the required information:
 - the student first name, last name, and Email 
address.

5 Click Submit to enroll the student. A welcome 
email will be sent to the user.

Enrolling Students Individually



Submit Paper

1 Click Class Name.

2 Click More Actions from the drop-
down menu.

3 Select the Submit.



Submit Paper

4
On the paper submission page, select the 
author's name from the Author drop-down 
menu of enrolled students.

5 Enter the paper's title under the  
Submission Title.

6
Select the Upload to upload the paper.

Upload the document either from your 
computer, Dropbox, or Google Drive.

7



8 Click Confirm.

Submit Paper



9
Click Go to Assignment Inbox. After you 
submit a paper, the system will begin 
processing the paper and will generate a 
Similarity Report within minutes for 
supported file types.

Submit Paper



PAPER DELETION

Requesting a Permanent Deletion

Removing a Paper From the Inbox

Two types of deletions in Turnitin



Type 1: Requesting a  
             Permanent Deletion



Permanent deletion requests only apply to papers that are 
submitted to the repository.

A request will be sent to your Turnitin administrator. They'll 
then review the request and approve it if they agree the 
paper should be deleted.

The paper will no longer appear in future similarity matches.

Requesting a Permanent Deletion



2
1

3

Requesting a Permanent 
Deletion

Tick the paper you would like to delete. Deletions 
can only be requested for one paper at a time to 
prevent accidental deletions.  

Click Options.

Choose Request permanent deletion. A pop-ups 
instruction will appear to guide you through the 
rest of the process.



Requesting a Permanent 
Deletion

4
Papers that have a pending request will still 
appear in your Assignment Inbox, but with an 
icon        . This is to show they have been 
requested for deletion.

If the assignment settings were changed to No 
Repository after submission, the settings need 
to be restored to Standard Paper Repository to 
complete a paper deletion request.



Type 2: Removing a Paper  
              from the Inbox



Papers will be removed from view, but not 
deleted from Turnitin. 

It will still appear in Similarity matches.

Removing a Paper from the Inbox



2
1

3

Removing a Paper from 
the Inbox

Tick the paper you would like to remove from 
the inbox.

Click Options.

Choose Remove from Inbox. The paper should 
no longer appear within the Assignment 
Inbox.



THANK
YOU
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