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Turnitin Guide

New to Turnitin? In this guide, you'll find everything you need to get started with Turnitin.
We'll start by helping you create your account all the way through to submitting your first
assignment file and viewing any feedback CICM has left for you.

TURNITIN what you need to do in 4 easy steps

1 Confirm entry 2  Upload assignment

Lomplete CBCMW axam enry fonm Log Into yousr Turnitin account, ok on

by deadiing date tithe of asslprement, uploed your file, and

press Confirmn

4 Collect Results

Leg biachk o Turnitin on results

ey to downdoad yoan results file

CIEM
CICM - Advancing thecredit profession .

Turnitin brings huge benefits to you as a CICM candidate:

e Similarity reports to help you check if you have referenced your work correctly before final
submission.

e Detailed feedback on where CICM has awarded marks.

e Instructions which will support any resubmission or preparation towards your next CICM
award (see advice later on Instructor Feedback).

Read on to find out how to set up your Turnitin Account and submit your assignment.

Advancing the credit profession

T: 01780 722900 E: awardingbody@cicm.com WWW.cicm.com




A. Terminology

Whilst using Turnitin:

e You, as a CICM assignment candidate, will be known as ‘Student’

e  CICM Staff will be known as ‘Instructor’ or ‘TA'.

e The assignment you are submitting will be linked to an assignment ‘Class’

B. Turnitin enrolment

1. Registration
After you submit your CICM assignment entry form, we will register you on Turnitin using the
email address you provide on your assessment entry form, and your first and last name in the
following formats:

Turnitin Login details
First Name: e.g. Tracey
Last name: e.g. Turville_6000024 (surname (first letter a capital) and then underscore

then your CICM membership number with no spaces)

We will then send you a Turnitin welcome email.

If you haven't received your confirmation email, please check your junk mail, or any other mail
filters and check you are able to receive emails from noreply@turnitin.com and
helpdesk@turnitin.com.

If you still can't find it, please contact CICM Awarding Body at awardingbody@cicm.com.

Here is an example of your confirmation email:

Hi Tracey

You have been enrolled in the class, January 2020 Series, by Tanya Clegg.
Ready to get started?

Click below to log in and begin submitting your papers.

Log In Now
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Logging in

You will need to click the log in now button to finalise your account, making sure you use the
correct format (above). This format will give you access to Turnitin so you can create a
unique password.

Please do not change your surname login format because we need to see your candidate
number in the Turnitin platform to ensure the results transfer correctly from one system to
another.

Preparing to submit your assignment

In order to submit your assignment onto Turnitin, you must ensure that your assignmentis in
one document which includes supprting evidence, and adheres to our CICM Learner Guidance
regarding to size limits and format types. These are:

e Maximum file size 30mb
e Asingle file must be submitted to the Turnitin platform

o The following types are acceptable:
- Microsoft Word® (.doc/.docx)
- OpenOffice Text (.odt)
- WordPerfect®
- PostScript (.ps)
- HTML
- Hangul Word Processor file (.hwp)
- Rich Text format (.rtf)
- Plain Text (.txt)
- Google Docs via Google Drive™

If you are using an unsupported word processor, you may need to save your plain text file as

txt or.rtf in order to upload to Turnitin.

If submitting with Google Drive™, third party cookies must be allowed in your browser,
otherwise, any attempts to sign into Google to upload from Google Drive will fail. Note that
Google Drive functionality is not supported with IE8 or below. Do not upload Google Doc
(.gdoc) files directly to Turnitin; a .gdoc file does not store the document, but contains a

reference to it online, in Google Docs.

Adobe® PDF

Turnitin will not accept PDF image files, forms, or portfolios, files that do not contain

highlightable text (e.g. a scanned file - usually an image), documents containing multiple
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files or files created with software other than Adobe Acrobat®.

Microsoft PowerPoint® (.pptx, .ppt, .ppsx, and .pps)

It is possible to submit PowerPoint® files through Turnitin.com, TurnitinUK.com, Turnitin
Basic integrations, newer versions of the Turnitin Direct integrations, and LTI compliant
integrations only. Turnitin converts the PowerPoint® slide deck into a static PDF, leaving all
text and images in their original format but leaving out features such as presenter notes,
embedded video, and animations. Text with visual effects is not supported, and it is
recommended that any visual effects such as shadows and 3D be removed prior to

submitting to Turnitin.

Microsoft Excel® (.xIs and .xlIsx)

The version of the file that can be viewed in the Document Viewer will look the same as it
would if the Excel file had been saved as a PDF and submitted to Turnitin. We highly
recommend that users pay attention to the image preview provided in the single file
submission to verify that the file is presented in an acceptable manner. Users can adjust the
way the file looks by editing the page setup and print area settings for the file prior to

saving it and submitting it to Turnitin.

If you are submitting supporting evidence or appendices, please ensure these are copied into the
document, our assessment team can not view images or hyperlinks.

Use appendices carefully - you may support your work with appendices, which do not form part
of your word count. However, it must be noted that appendix items themselves do not attract
marks. It is important then, that any appendix is relevant to the question and referred to in the
body of the answer. Remember to add any appendix items directly into the assignment template.
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D. Submitting your assignment

To submit your assignment on Turnitin, you must log in and upload the file to the correct

assignment title/class. Please ensure to check this as your assignment may not be marked if
uploaded incorrectly.

1. Log in to turnitinuk.com (or turnitin.com if you are outside the UK).

See Logging in if you can't quite remember how to log in to Turnitin.

2. Onceyou've logged in, you will see your Turnitin homepage listing assignment class
titles. This will show all the assignment classes you are enrolled in.

D Tummux x o+
<« C & wmitinukeom
I Home Chotredin.. () Wekcomel Unkedn 1 inportedFrom e @ AwwingBody -+ @ PewsonsecneFie-. [ Okuattondbos [ Mydustboord @) Chutresirttac., B OneCacltor 8 Fres Ol form

turniting))

About this page
This s your student homepage. The homepage shows the classes you are enrolled i To enroll in & new class, click the envod in & class button. Click & class name 1o open your class homepage for the class. From your homapage, you can submi 3

Chartered Institute of Credit Management

3. Click the name of the assignment class where you'd like to upload a file. This will take you
to your Class Homepage for that assignment.

4. Click the Submit button to the right of the assignment name. This will take you to the file
submission page.

On the file submission page, make sure the phrase next to the Submit: heading says "Single
File Upload." If it says "Cut and Paste Upload," use the dropdown menu (the down arrow) next
to Submit: to switch to "Single File Upload." This will allow you to upload your file rather than

using the Cut and paste file submission feature.

5. Enter atitle for the assignment submission.
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6. Click the What can | submit? link to review the types of files and file sizes Turnitin
can accept.

7. Decide whether you would like to upload the assignment file from:
e The computer you are using OR
¢ Dropbox OR
¢ Google Drive

Remember to check CICM's list of acceptable file types and sizes, and only upload ONE

document perassignment.

NB: When converting a file to a new file format, users should rename their file with a name
other than that of the original file. This is suggested to prevent permanent loss of the

original formatting or image content of a file due to it being overwritten.

8. Click on one of the submission buttons (computer, Dropbox, Google Drive).

9. Select the assignment file you want to upload.

10. Click the Upload button on the file submission page.

11. Review the preview panel (and congratulate yourself on getting your assignment done).

12. Then, you must click the Confirm button to officially upload the file. Your submission is
not complete until you've confirmed your submission.

After the submission has completed, a digital receipt is displayed in your browser window.
A copy is also sent via email. It is important to use a valid email address to receive this copy
of the digital receipt. Save the receipt and the submission ID it contains, as this is proof of a
completed submission. If the digital receipt is not shown on screen after submission, return
to the class portfolio page and view the assignment to ensure the paper submission
completed correctly. Submissions can be checked and viewed by clicking on the title of the

paper under the title column to the right of the assignment name.

If you have multiple assignments due, close your server between submissions or open a
new window each time. Do not submit from the same browser using separate tabs. This

may cause a failed upload for one, some or all of the assignments.

13. CICM allows you to overwrite your previous submissions until an assignment's deadline
date. Note that this new submission will replace your previous one.

14. For each submission, Turnitin will generate a similarity report, provided you have
submitted the assignment in the correct file format.
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E. Your Similarity Report

Each time you submit an assignment, Turnitin will generate a Similarity Report. This report
will indicate similarities, or matches, between your submitted work and a series of third party
sources that the software has checked your work against. Check out our Interpreting the
Similarity Report guidance for more information.

To access your report, select the Similarity Report icon to the right of your assignment. If the
assignment inbox says that your Similarity Report is not available, it may mean that your
submitted work is not in the correct readable format for the report to be produced. Contact
CICM staff to discuss further on 01780 727272.

Each new submission generates a Similarity Report, so if you choose to overwrite a
previously submitted assignment, you can access a new Similarity Report. Note that this
reportis instantly available for the first three submissions and available after 24 hours for
any subsequent submissions.

F. Viewing your results/comments online

Once results day arrives, you will be able to log back into your Turnitin account to view your
result and any CICM feedback which the assessment team may have made. This last
section orientates you around the information.

First you when you log in, you will see your marked assignment result shown as percentage
mark. Assignments achieving a mark of 50% or more will have secured a pass. Your result
will automatically form part of the statistics for the National Result, and you can select to
view where your results fits within the National Result at this point. This information is
anonymised and does not disclose your personal results or those of other candidates.

Your marked assignment will show notation marks made by your examiner and moderator.
This is perfectly normal and is for internal use. If your instructor has also provided feedback
on your paper you will also be able to view this here.

- Welcome!  Linksdin

turniting))
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1. Viewing the overall grade

You can view your paper's overall grade from the top right-hand corner of the Turnitin
Feedback Section. You can also see the maximum marks available for this assignment.

# ev.turnitinuk.com/app/carta/en_us/?0=1198495558u=124424458&1ang=en_us&s=3&student_user=

g/‘ Tracey Turville 6024824 Rent Collections

Instructor Feedback

Review of Qualifications due in 2020
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You can then have a look through your assignment and review all the comments given to you to
help improve with your next submission. Please note not all questions will have a comment
only if the assessment team feel it was appropriate and useful to the candidates these would
have been made.

The comments type may be seen in different forms, e.g. QuickMarks, bubble comments, inline
comments or strikethrough.

Inline comments

Inline comments are comments that appear directly on top of your paper. These
comments are usually brief, e.g.
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You should have added more to the conclusion of this essay. )
whales. This led to the killing of hundreds of thousands of whales up until

1966, when the International Whaling Commission banned the practice.

Bubble comments
Bubble comments allow the assessment team to provide you with more detailed
feedback. A bubble comment may be highlighted and linked to a specific piece of text.

The blue whale's common né
upper side of it body, while it

Alternatively, a bubble comment may be placed alongside a line or paragraph. This is usually
the case if the assessment team want to make a more general comment about your paper.

Blue whales feed
all numbers of )
on krill in a day.

e Select the bubble comment icon on your paper to view the comment’s made.

e Scroll through any bubble comment, if necessary, then click anywhere outside of the
comment window to close it.

2. QuickMarks
QuickMarks allow CICM to create a library of feedback that might be applicable, on multiple
occasions, to multiple student candidates, across multiple assignments. A QuickMark may be a

word or phrase, or may even be an abbreviation.

e A QuickMark may be highlighted and labelled to refer to a specific piece of text (see
comment in blue on the right).
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the 1900s by whalers seeking whale oil drove them to the brink of
But there are other reasons for why they are now so endangered.

Citation Needed

e Alternatively, a QuickMark may be placed alongside a line or paragraph. This is usually the
case if the assessment team are making a more general comment about your paper.
- Select the QuickMark to

the Norwegian Svend Foyn \r/]iqzvrvkt.he definition of the
fically designed for catching large

e Scroll through the QuickMark information, then click anywhere outside of the expanded
QuickMark to close it.

Improper citation:

Improperly cited material. Please use the
link below to find links to information
regarding specific citation styles:
http://www.plagiarism.org/plag_article_c
itation_styles.html

- e T N ——

(

(‘U 'UIV'JUU w

Svend Foyn EmmemTm

Strikethrough

If the assessment team marking your assignment may feel that parts of your paper are not
entirely necessary, they may choose to strike through pieces of text to advise you that it could
be removed.

These gargantuan beasts used to dominate all the oceans of
until the late nineteenth century, when the technology was de
effectively hunt and harvest them. In 1864, the Norwegian Sv
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Text comments

A text comment is an overall comment given by the assessment team about your whole
assignment. This may include comments on positive aspects of your paper, how you can
improve in future, or any issues with your paper.

e Toview your text comment, click the speech bubble icon from the product toolbar.

e Your text commentis now visible from the Instructor Feedback side panel.

Your paper does not contain any
citations. Please revisit the paper and
add the necessary citations to improve
your mark.

3. Gradingforms
Grading forms provide feedback and scores to evaluate student candidate work based on
defined criteria. CICM assessment team has used a grading form to grade your paper, you can

view the score and comments they have given for each criterion in the grading form.

e Toaccess the expanded grading form, click the online grading icon from the product toolbar.

o Select the View Rubric button from the Instructor Feedback side panel to open the scorecard.

Instructor Feedback ) 4

e From this new window, you can view the grading form that was used to grade your paper.
Each criterion will be followed with a score and an optional comment; this information
displays the extent to which you have achieved each criterion. Your total score can be found
at the bottom of the grading form.
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e  Select the Close button to exit the expanded rubrics window

If your browser has a pop-up blocker active, you may need to add Turnitin to its

exceptions listin order to view the grading form.

e  Then select Close button to exit the expanded rubrics window.

4. Accessing the Grade Book

The Turnitin Grade Book allows CICM assessment team to enter and calculate grades for any
assignmentsyou have submitted.

Here you can see a summary of your performance. Click on the my grades tab on the
assignment class portfolio page to see any grades.

peer revie my grades discussion calendar

WING: HOME > ENGLISH 1

Viewing performance grades

Your ‘My grades' page will show assignments you have submitted along with any grades

awarded by our assessment team.

e Thenumberinthe points column shows the total number of points an assignment is worth.

e The number placed to the left of the points column shows how many points you have
received for the assignment.

e Thegrade value for the submission appears in the grade column.

Grades only become available on results day.

The top of the Grade Book page shows number of submissions/entries and average mark.

GradeBook: Turnitin, Demo notes | graphs

P
[ total: 268/290 aversge: 92.4%  letter grade: 0.92 D
late: 0  absent: 0

s assignmant points grade note title

Asslgnment Demo an S0 0.96

Peer Review Demo o Nibel
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How to see feedback notes in the Grade Book (instructor notes)

You may receive a note alongside your grade for your assignment. If our assessment team
have entered a note for your submission, a note icon will appear next to the grade under the
note column. Select the note icon to view the note.

YVTICIITIOg T VICY: DTTTTo

15 (20) 0.75

Essay Final 87 (100) 0.87 Demo Paper

wiriting rouigus

The full list of notes given to you can be viewed by selecting the notes icon next to the grade
summary at the top of the Grade Book window.
Viewing all grades

GradeBook: Turnitin, Demo @ phs

total: 268/290 average: 92.4% letter grade: 0.92
late: 0 absent: 0

2 assignment paints grace note title

Viewing all grades
The graphing tool allows you to view your performance, and the average performance of the

group submitting assignments, in line graph or pie chart formats. You can access the graphing
tools by clicking on the graphs button in the Grade Book.

GradeBook: Turnitin, Demo note @

total: 268/290 average: 92.4% letter grade: 0.92

iate: 0 absent: 0

. assignment points grace note title

On the graphs page, you can use the show pull down menu to select the graph type to view.
You can select from the following graphs available in line or pie chart formats:

e graphs showing assignment class performance on all assignments
e graphs showing your performance for all assignments

e graphs comparing your performance to the assignment class average
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w breakpoints as: | percentages :]

Class Demo

i

- rclass performance (line graph)
' class performance for ALL assignments (line graph)
class performance for ALL assignments (pie chart)
your class performance (line graph)
| your class performance (pie chart)
ur performance vs class performance (line graph)

When viewing a line graph, you can select to view grades as well as percentages by
selection ‘show breakpoints’ from the drop down menu. Selecting grades adds the grades.

You can remove grades by selecting percentages.

TECTS O

AL R ANARINNAITTY A5

ince (line graph) _v| show breakpoints

Printing Grade Book graphs

All of the graphs in the Grade Book are available in a printer friendly version. To print a grade
book graph, first click on the print view link below the graph.

4 ~ Lo \q v ¥ < N
& & * & e &
W Q <2
Assianment
- —

The print view for the graph will open in a new browser window. Once the print view is loaded,
click on the print this graph link or use the print command.

nt this
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G Download a results report

You can download a report showing all your marked assignment information inclduing your
simialrity report.

From your student homepage click on the assighment title you wish to view and click the view
button:

e - cHEE
<« C @n * @ :

turnitin

:

Weicome 1o your new class homepage! From the class homepage you Can see al your assgrments for your ciass. view addtonal sssignment inormaton SUbMR your work. and access & for your papers

Horer on any kam in the dass bomepage for more information

L3 Ganeral Mooey and Dbt Advice principies

You will then be able to see your mark and comments if made by assessment team. Please
note not all questions will have a comment only if the assessment team feel it was appropriate
and useful to the candidates.

m MyGmdss  Dsamsen  Calndar

NOW VIEWING: HOME » TEST TRAINING : L3 GENERAL MONEY AND DEET ADVICE

Welcoma to your new class homepage! Fram the dass homenaas vau can sas all v assianmants for vaur class. view addfional assionmant information subimil vour wark and accass faphack far vour paners

o - - o
Hore o sy Rmin o class hmpage for mor o & Feedack St - Google e =

@ evtumitinuk.com/app/carta/en_us/7student user=14u

4140
— O feedback swdio Tanya Clegg L3 General Money and Dakt Advice principles TEST 10 /100 @

This

24420818805=181ang=en_ushis=380

age. To submit
paper you have

Instructor Feedback PPl 1 button wil read Resubmir aher you make your first submission to the

8
O Vesonososnin

merd Tite

E-ro

L3 General Mangy and Debt Advice principles. N —— L] Text Comment. 00% I mg
om 100!
= Final Mark: Level 2 Pass
L hd
Submitiog vour asslgament - e aciemars/c el and - S0 picaded eon g o Tum e L
A by e CasEi 5. P coe TR w08 (2 08 G, =1
e — - @

8t amp £ 30 st cuaston s 1, o
éRac RSCarR T8 3308y RSt S.EMTR T AR

Data Protection
rasence ter e
aseeens,
Plasiarism Dmciae i
B g T CoVT that 1 exsgATICH: 1 ary SAT AGHY, I3 AT CORACE T 8y O DESON'S Wk
{Bublahas o wrpusiahos), sad | v res kowad, nar Wi 1 o i3 ftum slle, apens i esey 11y
3 o Frem road
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Click on the black layers icon

@ eviturnitinuk.com/app/carta/en_us/?s=&BD5=18&student_user=180=1 20918&lang=en_us

&) feedback studic Tanya Clegg L3 General Money and Debt Advice princip

Chartered
Institute
CICM of Credit

a
Version 10 / 05.02.20.
Management

General Money and Debt Advice Principles Assignment
Principles 4 credits

Candidate name: XXXX (TEST)
Company name: StepChange Debt Charity

Candidate no.: XXXX Telephone no XXX

Next deadline submission dates: 8 June 2020 5 Qctober 2020 18 January 2021

Submitting your assignment - Completed assignment/s will need to be uploaded through our Turnitin
portal by the deadline dates. Please see Turnitin Learner Guide for more guidance.

Is the first time that you have submitted the assignment? Yes

If the answer to the above question is no,
please indicate the date you last submitted the Assignment.

Page: 1 of 23 Word Count: 7137 Text-only Report High Resolutios

Then tick what you would like to appear in the download,

Grading
Similarity

2 Feedback Studio - Google Chrome = B S
@ ev.tumitinuk.com/app/carta/en_us/?student_user=18u=12422Q91&BDS=18&lang=en_us8s=3&0=133364140
g,‘ feedback studio Tanya Clegg L3 General Money and Debt Advice principles TEST 10 /100 @
M Active Layers
Chartered Grading
CICM Institute a
of Credit B vesonto/ 050220,
Management N
Similarity
General Money and Debt Advice Principles Assignment ] Ea
Piincizies + crasits
Candiate faie: Xxxs (TEST) - B —
Company name; StepChange Debk Crarity
Candidats na.: X% | elephone na XXX +
Next deadiine submission dates; 8 June 2020 ofern @ January 2021
your tompleter will Peed ta be uplaaded Hraugh cir Turmitn
partal by the ceadline dates. Please see Turnitin Learer Guide for more guidance,
Is the first time that yau have submitted the assignment? =
If the answer to the sbowa question Is o,
please indicate the date you last sukmitted fhe Assignment. 0
Data Protection
Flease delete sansitive data such as customar names and sk daralls whan supalyli evidence for the
assignment.
F piagiarism Declaration
By ticking [ confinn that this assignment is my own work! is not copied from any obfier persor's work
(published or unpuslishiac), end 1 have not allowed, ror vill 1 in tha future allow, anyone t copy my
work with the intention of pzssing it off as their own wark. 1 confim thet L hawe read and understood p——
the stabement on plaglarism Iacluced in the assignmart learner quidance ILE CES7D844:

Plezse note your assionment will nat be padiked unless the deciaration has been ticked.

Click on the download icon in the Submission Tools section of the product toolbar.
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A pop-up box will appear, asking you what you would like to download. From here, click to
download the current view of the paper (with similarity, grading, and ETS feedback included), the
file as you originally submitted to Turnitin, or the digital receipt for the submission.

Download

4 Current view

¥ Digital receipt

| & Originally submitted file
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Click on current view to download the results report. Save this to your own device.

At this point you can consider sharing your marked work to perhaps coach/tutor/employer. Be
sure that you are careful who looks at your work as sharing this with other studying learners
may result in a higher risk of plagerism. It is your responsbility to protect your work.
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