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HOW TO SUBMIT YOUR ESSAY 

ELECTRONICALLY 

 

 ‘Turnitin’ 

The School is now using the ‘Turnitin’ system to check that essays submitted for first and 

second-year courses do not contain plagiarised material.  Turnitin compares every essay 

against a constantly-updated database, which highlights all plagiarised work. 

Instructions for submitting your essay 

You must submit one paper copy of your essay in the essay box (Ground Floor CMB) by 

12 noon on  

In addition, you must also submit an electronic version to Turnitin via WebCT by the 

same deadline. (Please note penalties will be incurred if the essay is not submitted to 

Turnitin).  The instructions for doing so are as follows: 

1. Log in to WebCT via MyEd and click on  

2. Go to the ‘Click here to submit your essay’ link to submit your essay to the Turnitin 

assignment inbox. 

3. To begin the submission process click on the ‘submit’ icon which is found in the 

submit column. 

4. Your name should be automatically filled in on the form.  Type in “Essay” in the 

submission title as the form cannot be sent unless all the fields are complete. 

5. Next, click on the ‘Browse’ button to open your computer’s file browser and use it to 

browse to the document you wish to submit.  Make sure the drop down box at the top of 

the form still says ‘submit a paper by: file upload’.  Before clicking on the ‘submit’ 

button, make sure that all the fields in the form are complete (if you leave one blank you 

will receive an error message and the file upload box will be cleared).  Click the ‘submit’ 

button when you are happy you are submitting the correct file. 

6. At this point, a plain text version of the essay will be displayed to you (it won’t show 

any formatting, images, etc.).  Review this to ensure you are submitting the correct 

document (the document itself will be sent to the system in its original format).  If you 

are happy, click on the ‘Submit Paper’ button to submit your assignment.  If you have 

made a mistake you can click on the ‘cancel, go back’ link, which will take you back to 

the submission form. 

7. You’ve now submitted an assignment!  A receipt from the system is displayed. 

8. Click on the ‘go to portfolio’ link to return to the assignment inbox. 

9. On returning to the assignment inbox, you can view your submission to make sure 

everything is as it should be. 
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10. Clicking on the title you gave your assignment opens a viewer that displays your 

submission and also contains the paper ID which can be used by the administrators of the 

system to identify your work if there is a problem. 

 

11. Clicking on the document icon in the contents column allows you to see your work in 

its original submitted format. 

 

You can also follow this link for more detailed instructions: 

 

http://www.ed.ac.uk/polopoly_fs/1.22364!fileManager/submitturnitinplwebct.pdf 

 

Please note that late submissions are unlikely to be accepted by the Turnitin system and 

you should contact the Secretary, JuneConnor June.E. Connor@ed.ac.uk if you are 

unable to submit your electronic copy. 
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