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Creating a Turnitin Direct Assignment
Basic Settings

Enter a course and click the Content link in the sidebar. Then hover over the Assessments section and
select Turnitin Direct Assignment from the list.

Note: If Edit Mode is off, you can enable it by clicking the Edit Mode button in the righthand corner
of the page.

1. On the assignment creation page, enter the following:
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an assignment name
an assignment description (2,000 character limit)
Note: Only alpha-numeric characters should be used when creating an assignment title. We do
not support special characters or punctuation.

2. Select the submission method for the assignment. The default is Allow Both. Allow Both will give
your student's the option to choose which method they would like to use. File upload will require
your students to submit a file to the assignment. Text submission will require your students to
copy and paste their paper in a text box to submit their paper.

3. Select the number of parts you want the assignment to have from the Number of Parts
drop down menu. Each Turnitin assignment in the Blackboard Direct Integration can have multiple
parts associated with it. The student has to submit a file to each part to complete the assignment.
The default is a one part assignment

4. Enter the point value of the assignment in the Overall Grade field. The default is 100

5. Select the start date, due date, and post date for the assignment. You can also set a specific
time. Students are only able to submit once the start date and time has passed. After the due date
and time, students will be blocked unless late submissions are enabled. In Blackboard, the post
date relates to the availability of GradeMark papers only and has no bearing on when grades
are posted to the Blackboard Gradebook
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Note: The Turnitin assignment due date will not carry over to the Needs Evaluation area or grade
column quick information in the Blackboard Grade Centre

Exclusions
Exclude small matches

This feature of assignment creation provides instructors with the ability to automatically exclude small
matches from all Originality Reports generated within this assignment. To exclude small matches select
either the Exclude by word count or Exclude by percentage options from the Exclude small matches by
drop down menu.

You are able to exclude small matches from an originality report, these can be set by a specific word
limit or percentage value. For example if you do not want the originality report to show matches that are
under 10 words you can set it here.

Enter into the Minimum value to exclude field a numerical value that will be excluded from the Originality
Report
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Exclude Bibliographic Material

You can automatically choose if bibliographic material should be excluded from an Originality Report. The
default setting is No. Bibliographic material can also be toggled on and off while viewing the
Originality Report.

Note: You will be unable to change this setting once the first paper has be submitted

Exclude Quoted Material

You can automatically exclude parts of an Originality Report that contain quoted material. The default
setting is No. Quoted material can be toggled on and off from while viewing the Originality Report.

Note: You will be unable to change this setting once the first paper has be submitted

Paper Repository Options
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You are able to choose between two options for where papers are stored within Turnitin. No Repository
and the Standard Repository. Choosing No Repository will not store the paper within
the Turnitin database, making it impossible for us to look for collusion between papers. Standard
Repository is the default option and will include submitted papers into the Turnitin database.

Note: If your institution has paid for a private node there will be an option to use your private
repository here

Repository Sources for Originality Reports

You are able to select which of the available repository sources to compare submissions against. This
option allows you to choose the sources that are relevant to you and disable ones that might not be.
There are three different database search options: Check stored student papers, Check Internet, and
Check Journals and Publications.

Check stored student papers will check against our database of previously submitted student papers
from institutions from around the world. Check Internet will check the student's work against our vast
store of webpages, that includes a constantly updated collection of pages and archived pages. Check
Journals and Publications matches papers against our database of scholarly journals and other
publications.
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Account Specific Options
Translated Matching

Translated Matching will identify matching content that has been translated from an English source into
another lanaguge. The default setting is No.

E-rater® grammar check

®

E-rater Grammar Check provides you with the option to have a spelling and grammar check ran on all
submissions to an assignment. When enabled student's will receive detailed grammar feedback using
GradeMark automatically through the e-rater technology. Selecting Yes to enable the grammar check
with expand to include customizable options for grammar check.

®

Note: If this option is not available then E-rater Grammar Check has been disabled for the
account. You can contact your Turnitin account administrator to enable grammar check for the
account.

Select the ETS handbook level from the drop down menu. The ETS handbooks provide students with in
depth information about the grammar errors the e-rater technology finds in their paper tailored to their
current level of study.
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Select the dictionary used for the spelling check, UK English or US English.

The Categories enabled by default option allows instructors to choose which categories of feedback are
enabled when viewing assignment submissions in GradeMark. The default is to show the feedback for
every category.

Grade Options
Reveal grades immediately

To reveal grades to students immediately after grading select Yes from the drop down menu.
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By default grades will be shown to students once the GradeMark window for the assignment has passed.
Alternatively you can set this option to No and the grade will not be revealed to the student until both
the assignment's post-date has passed and the instructor has accessed the assignment at least once
after this date.

Ignore Turnitin Grades

If you enable this assignment option grades set within the Turnitin interface will not be passed back to
the Gradecenter

Use GradeMark

To use GradeMark the online paperless grading tool provided by Turnitin to grade submissions select Yes
from the drop down menu.

Other Assignment Options

There are three options for generating Originality Reports for student submissions:

Generate reports immediately, first report is final - Originality Reports for all submissions will
be generated immediately. Students cannot resubmit papers. Submissions must be deleted by the
instructor to enable resubmission.
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Generate reports immediately, reports can be overwritten until due date - Originality
Reports for the initial submission by each student user to this assignment will be generated
immediately. Students may resubmit as often as the student wishes until the assignment due date.
Originality Reports for the second or subsequent submission will require a 24 hour delay before
the Originality Report begins processing. Only the latest submission is available to the instructor or
student. Previous versions are removed. Student submissions will compare against one another
within the assignment on the due date and time, which may result in a change in the Originality
Report similarity index and results at the due date and time. This option is typically used when
students are self-reviewing and revising their submissions and able to view the Originality Report. No
resubmissions after the due date and time of the assignment.

Generate reports On Due Date - Originality Reports will not be generated for any submission until
the due date and time of the assignment. Students may resubmit as many times as needed until the
due date and time without receiving reports. Resubmissions may not be made after the due date and
time of the assignment.

Allow Students to see Originality Reports

You can enable this option to allow student to see the Originality Report generated by Turnitin. Select
yes to allow student to see the Originality Report for the assignment. the default setting is no.

Late Submission

You can enable submissions after the due date and time. To enable late submissions, use the Allow
submissions after the due date option and select yes. The default setting is no. When enabled, students
will be able to submit papers after the due date and time has passed as long as that student has not
already submitted a paper to the assignment.
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Use anonymous marking

If anonymous marking is enabled for an account the Use Anonymous Marking option will be editable
within the advanced assignment options. To enable anonymous marking for an assignment select Yes
from the Use Anonymous Marking drop down menu. When anonymous marking is enabled, the author’s
name will be anonymous until the post date of the assignment or when an instructor chooses to reveal
the author’s identity. If anonymous marking is enabled it cannot be disabled.

Note: Anonymous Marking is only available in the UK
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Assignment Submission Dates
All assignment dates relating to this assignment are shown on the Summary page. From the Content link
in the side bar find the assignment you would like to view and click View Assignment

The important dates for the assignment will be shown on this summary page.

To edit these dates click on the pencil icon in the tools subsection of the summary page.

By clicking on the calendar icon the date/time selector will appear. You can use this to edit the Start,
Due and Post dates.
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Start Date
The Start Date defines the earliest time a student can make a submission to the assignment part.

Due Date
This is the final date by which the student should have submitted their assignment. If Late Submissions
is enabled then submissions made after the due date will be marked as late.

Post Date
This is the date when marks/grades will be made available to students. If anonymous marking is enabled
(UK only) this is also the date when marks/grades will be shown to tutors in the Gradecentre. (They will,
however, appear in the assignment’s Submissions Inbox as soon as they are graded, as the student
name remains anonymous until the Post Date.)
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Grade Export and Bulk Download
Once you've finished grading a Turnitin Direct assignment part, the student grades for the assignment
can be exported to excel. From the content page click on View Assignment to access the assignment
summary page. To export the student grades for the assignment part click on the excel icon to export
the assignment grades.

To bulk download the papers submitted to the assignment click on either the word doc or pdf icons to
download the papers. Clicking the word icon will download the file in the original format it was uploaded
in.
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Viewing the Turnitin Submissions Inbox
You can view the Originality Reports completed for submitted papers by accessing the Turnitin
assignment Submissions Inbox. To do this navigate to the content link on the side bar and on View
Assignment

The Submissions Inbox displays a list of papers, grades and the Overall Similarity Index associated with
each student who has made a submission to the assignment.

The columns headings in the assignment inbox are:

Pater title / author - a column containing the student's name and submission title. If Anonymous
Marking is enabled (UK only) the student's name will be anonymized
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Pater ID - the paper ID for the assignment

Date Submitted – this column of the report contains the date and time of the submission. Late
submissions are color coded red.

Viewed - if the assignment has been viewed

Grade – this column contains a grade or a pencil icon. If the pencil icon is show you can click on it to
launch the Turnitin Document Viewer and mark the assignment. If you've already assigned a grade
within GradeMark it will appear here instead. Clicking on the assigned grade will launch the Document
Viewer again, allowing you to edit the grade
Similarity - this column contains a percentage indicating the overall similarity of the paper to
information in the Turnitin repositories, 100% being ‘fully similar’, 0% indicating ‘no similarity’. Clicking
on the Similarity % icon opens the Originality Report

% Grade -

Download icon - a paper with a down arrow icon located to the right of the submission. Click on the
icon to download a copy of the submission

Delete icon - a trash bin icon located to the right of the submission. Click on the icon to delete the
submission from the inbox

Refresh Submissions - this option checks with Turnitin to see if more submissions have been entered
or if new Originality Reports are available

Note: This may take some time if there are a large number of users enrolled

16

Paper title / author

contains the student's name and submission title of the assignment
submitted.

Paper ID

is the unique ID associated with your assignment.

Date Submitted

contains the date and time of the submission. Late submissions are color
coded red.

GradeMark

Overall Grade

Similarity Report

this column contains a GradeMark grade or a pencil icon. If the pencil icon
is show you can click on it to launch the Turnitin Document Viewer and
mark the assignment. If you've already assigned a grade within GradeMark
it will appear here instead. Clicking on the assigned grade will launch the
Document Viewer again, allowing you to edit the grade
determines the maximum allowed grade for the assignment. Each part has
a maximum mark allocated, which is used to proportionally distribute the
grades in order to determine a student's overall grade.
contains a percentage indicating the overall similarity of the paper to
information in the Turnitin repositories. 100% indicates a full match
and 0% indicates no match. By clicking on the % icon, this opens the
Similarity Report

Upload Icon
allows you to resubmit on behalf of your students

Download Icon
allows you to download a copy of the submission.

Delete Icon
a trash can icon located to the right of the submission. Click on the icon to
delete the submission from the inbox

Refresh and Force Refresh Submissions

17

Refresh Submissions

Refreshing the submissions inbox will look through the current submissions that are in the inbox and
check for any changes. If there is something different it will refresh the inbox.

Force Refresh Submissions

Forcing the submissions inbox will refresh every submission inside it, even if they haven't changed.
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Modify Tab
The Modify tab allows you to edit all available assignment options set during the assignment creation
process.

There are additional options not shown during the creation process, these are:

Grade format - this setting allows the instructor to select either a % score for grades (the default) or a
fraction (xx/100) for the display of grades.

Turnitin Tutors

1. Click on the Modify Instructors link to add or remove instructors from your class

2. To enroll an instructor in this class, select an instructor from the dropdown list and click Submit.
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After clicking Submit, a green box will appear at the top of the Modify Instructors page to confirm
the enrollment.

3. To unenroll an instructor from this class, select the un-link icon to the left of the instructor's
name.

After clicking the un-link icon, a green box will appear at the top of the Modify Instructors page to
confirm the removal.
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Submitting Papers on Behalf of Students
To submit a paper to the Turnitin assignment, first click the View Assignment link in the list of
assignments. Within the Turnitin assignment click the Submit tab.

To submit a paper on behalf of a student first navigate to the content link in the course sidebar and then
click View Assignment for the assignment you wish to submit to

If Any Submission Type was selected during Turnitin Assignment creation in the general settings the
submission page will require you to select a submission type. If a specific submission type was selected
then the instructor will have to complete the remaining fields before the submission can be made.

1. Select the student from the Student Name drop down menu who you will be submitting on
behalf of

2. Enter the submission title
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3. Select the part of the assignment you are submitting the paper to from the drop down menu. If
there is only one part to the Turnitin assignment a drop down option will not appear

4. Click on the Choose File button to select the file you would like to submit

4b. If you have chose text upload copy and paste the submission into the provided textbox

5. Click on the Submit button to submit the file

There are two ways for an instructor to submit papers to a Turnitin Assignment:
file upload - a single file submission selected by the instructor

22

text submission - submission of text copied and pasted into a Turnitin submission box. May be
used to submit from a file format that is not accepted. No images of non-text information can be
copied and pasted - only plain text can be accepted

File Types and Size

Turnitin currently accepts the following file types for upload into an assignment to generate an originality
report:

Microsoft Word® (DOC and DOCX)*
Corel WordPerfect®
HTML
Adobe PostScript®
Plain text (TXT)
Rich Text Format (RTF)
Portable Document Format (PDF)
OpenOffice (ODT)
Hangul (HWP)

The file size may not exceed 40 MB. Files of larger size may be reduced in size by removal of non-text
content. Files that are password protected, encrypted, hidden, system files, or read only files cannot be
uploaded or submitted to Turnitin.

Note: Text only files may not exceed 2 MB.

Note: PDF documents must contain text to be submitted. PDF files containing only images of text
will be rejected during the upload attempt. To determine if a document contains actual text, copy
and paste a section or all of the text into a plain-text editor such as Microsoft Notepad or Apple
TextEdit. If no text is copied over, the selection is not actual text.

Tip: Users submitting scanned images of a document or an image saved as a PDF will need to use
Optical Character Recognition (OCR) software to convert the image to a text document. Manual
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correction of the resulting document is highly recommended to fix any errors caused by the
conversion software.

Note: Some document formats can contain multiple data types. This includes text, images,
embedded information from another file, and formatting. Non-text information that is not saved
directly within the document will not be included in a file upload. This includes references to a
Microsoft Excel® spreadsheet included within a Microsoft Office Word document.

Note: Users whose files are saved in a file type that is not accepted by Turnitin will need to use a
word processing program to save the file as one of the accepted types. Rich Text Format and Plain
Text file types are nearly universally available in word processing software. Neither file type will
support images or non-text data within the file. Plain text format does not support any formatting,
and rich text format supports only limited formatting options.

Warning: Users who are converting to a new file format will need to save their file with a name
different than the original. Any file should be saved with a new file name when converting to plain
text or rich text formats to prevent permanent loss of the original formatting or image content of a
file.
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GradeMark®
For more in depth information on using GradeMark please click here to view the GradeMark chapter of
the Turnitin Instructor manual.

Please note that not all accounts have purchased the GradeMark product, if GradeMark has not been
purchased. the grademark column will be blank where the GradeMark icon should appear.
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Libaries
There are two libraries that you can access directly from the BlackBoard 2.5 submission inbox, the
QuickMark Manager and the Rubric Manger.

QuickMark Manager

To launch the QuickMark Manager click on the blue QuickMark button within the Tools section of the
submissions inbox.

To discover the functionality of the Rubric Manager follow this link to the QuickMark Manager section of
the Instructor User Manual.

Rubric Manager
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To launch the Rubric Manager click on the blue rubric button within the Tools section of the submissions
inbox.

To discover the functionality of the Rubric Manager follow this link to the Rubric Manager section of the
Instructor User Manual.
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Originality Reports
For more information about Originality Reports, please click here to view the Originality Report chapter
of the Turnitin Instructor Manual.
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PeerMark™
Introduction
PeerMark™ is the a peer review assignment tool. You can create and manage PeerMark assignments that
allow students to read, review, and evaluate one or many papers submitted by their classmates. With
the advanced options in PeerMark you can choose whether the reviews are anonymous or
attributed, decide if students should be excluded from reviews, or pair students to assign students
specific papers to review.

Overview
The basic stages of the peer review process:
Instructor creates a Turnitin paper assignment
Instructor creates a PeerMark assignment and sets the number of papers students will be required to
review, and creates free response and scale questions for students to respond to while reviewing
papers
Student papers are submitted to the Turnitin assignment
On the PeerMark assignment start date, students begin writing peer reviews
For each assigned paper students write reviews by responding to the free response and scale
questions
Once the PeerMark assignment due date passes no more reviews can be written, completed, or
edited by the writer
On the PeerMark assignment post date, reviews of the students’ papers become available for the
papers’ authors to view

Note: PeerMark grades can't be passed back to the Blackboard Grade Centre
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Distribution of Peer Reviews

PeerMark assignments may use or mix the following methods of distribution of the papers to be
reviewed:
Automatically by the Turnitin system
Manually selected by you for the student to review
Self-selected by the student

For example: You may assign students to review four total papers with the following paper selection
combination: two papers automatically selected by Turnitin, one paper selected by the student to review
and a self review.

Creating a PeerMark Assignment

PeerMark assignments can only be created if a class has at least one paper assignment. A PeerMark
assignment requires a paper or review assignment to be ‘based on.’ This allows the PeerMark assignment
to have a pool of papers to use as the basis for the peer review.

The assignment the PeerMark assignment is based on should meet the following criteria:
The due date of the base assignment comes before the start date and time of the PeerMark
assignment
If anonymity in the review is desired, student submissions should not contain the name of the author
in the text or at the top of the paper

Step One - PeerMark Settings

To create a PeerMark assignment click on the PeerMark Manager button from within a course, it looks
like a a set of gears. if you don't already have a PeerMark assignment created for this assignment click
on create a new PeerMark assignment.

1. Click on the Add Assignment button from within a class
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2. If you have not already created a PeerMark Assignment for an assignment click on create a new
PeerMark assignment

3. Add a title for the PeerMark assignment

4. Select a Point value for the assignment. Select whether to award full points if review is written
by placing a check mark in the Award full points if review is written option

5. Next, select the dates for the PeerMark Assignment. The dates you must select are: the start
date, the due date, and the post date. The start date is the date students can begin reading papers
and writing reviews. The due date prevents students from writing reviews after this date. The post
date is the date students will have access to reviews written by their classmates
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Step Two - Distribution

In step 2 you determines how many papers will be distributed to the students in the course.

Selecting the number of papers each student will review

1. Click on the PeerMark Assignment tab at the top of the PeerMark manager

2. Click on the Additional Settings link within the PeerMark Manager

3. Using the drop down menus, select the number of papers that will distributed to students. You
can choose for PeerMark to automatically assign papers to students or for students to be able to
select papers themselves.
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4. Select whether you would like the student to write a self-review by clicking in the require selfreview check box. A self review uses the same free response and scale questions the student used
to write reviews of their classmates’ papers but the review is for their own paper

5. Click the Close button, your changes will automatically be saved

The advanced distribution options allow you to choose to exclude student papers from distribution or
specify which student papers a student(s) will have to review. PeerMark will automatically distribute
papers to students but an instructor may choose specific student pairings which will then add an
exception to the PeerMark distribution which will adjust its logic according to your rules.

Advanced distribution options are available through the Distribution tab at the top of the PeerMark
Manager. Advanced distribution options allow you to choose to exclude student.

Pairing students for review
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1. To assign a student(s) to review a specific student’s paper, click on the Distribution tab at the
top of the PeerMark Manager

2. Click on the blue + icon beside the student you would like to pair

3. You can select multiple students to be a reviewer for another student. You have to pair each
student individually. Click on the student's name to pair the students. You can use the search bar
at the top of pair user bubble to find a specific student.

3a. If you need to unpair a student you can click the blue minus(-) icon to unpair them. Click
on the student's name you'd like to remove to unpair the students.
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4. Changes are automatically saved to student distribution. Click on Close to close the PeerMark
Manager

Note: Student pairs or exclusions can be edited or deleted up until a student has begun a review
which will lock the assignment settings

Excluding students from review

1. To exclude a student from using PeerMark, click on the Distribution tab at the top of the
PeerMark Manager

2. Find the student's name that you would like to exclude and click on the Exclude button, it
appears as a red minus (-) symbol encased in a white circle.
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2a. To reinclude a student click on the green Include plus symbol (+) that replaces the
exclude symbol beside the student's name

Note: Student pairs or exclusions can be edited or deleted up until a student has begun a review
which will lock the assignment settings.

Step Three - Adding Questions to the Review

Step three allows an instructor to choose between scale and free response questions for students to
answer.

An example of a free response question:
“Does this paper sustain a coherent point of view? Why or why not?”

Free response questions allow an instructor to pose these questions for students to answer in their peer
review and can include minimum length requirements.

An example scale question:
“Rate the strength of this paper's thesis. Scale, Very Weak to Very Strong”

Scale questions allow students to rate the paper on instructor chosen areas of writing.
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Creating a free response question

1. To set the questions that your students will use to peer review, click on the PeerMark
Questions tab at the top of the PeerMark Manager

2. Click the + Add question button to add a question to the PeerMark assignment

3. Ensure that the question type is set to Free Response. In the Question text field put the
question you would like your students to answer. Set the minimum answer length if you would like
your students to have have a minimum amount of words for a valid answer to your question. The
Minimum answer length is the minimum number of words you will allow for your students to input
per answer.

4. Click save to add your question to the PeerMark assignment
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Creating a scale question in PeerMark creation

1. To set the questions that your students will use to peer review, click on the PeerMark
Questions tab at the top of the PeerMark Manager

2. Click the + Add question button to add a question to the PeerMark assignment

3. Ensure that the question type is set to Scale. In the Question text field put the question you
would like your students to answer. Set the Scale size using the drop down, this can be any
number between 2 and five.

The scale should represent two different extremes. In the Lowest text field put the napir of your
scale, e.g. Strongly Disagree and in the Highest text field put the apex of your scale, e.g. Strongly
Agree.
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4. Click the Save button add the question to the PeerMark assignment

Adding a question from a PeerMark library

1. To add questions from a library click on the Library Settings drop down and select Add from
Library. Select the Library you'd like to add from

2. Use the check boxes to select each of the questions that you'd like to add to the
PeerMark assignment
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3. Click on the Toggle All button to add all the questions within the library to the
PeerMark assignment

4. Click on the Add Selected Questions button to add all of the question's you've added to the
PeerMark assignment

Editing or Deleting Questions

Free response and scale questions can be edited by clicking on the blue edit button to the right of the
question.

Click the Save button once you've finished editing your question to confirm your changes.
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Free response and scale questions can be deleted by clicking on the trash can icon to the right of the
question you wold like to delete.

Clicking on the trash can icon will open a prompt asking 'Are you sure you want to delete this
question?' Click Confirm to delete the question.

Reordering Questions

An instructor may wish to do this if they want their students to see the questions in a specific order. To
reorder the questions click on the Reorder questions link.

Change the order of the questions by dragging them to where you would like them placed. Click on the
Save order button to save the new order or click Cancel to cancel any changes.
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Warning: Once the start date of the PeerMark assignment has passed and a student has begun a
peer review, the assignment settings for the PeerMark assignment will become locked and no
further edits to the distribution or question options are possible.

Anonymity and Non-submitter Participation Options

There are two anonymity options within PeerMark. Author anonymity will not reveal the original author of
that paper to the student who is assigned the paper for review. Reviewer anonymity will not reveal the
name of who has reviewed an assignment to the original author.

To enable author anonymity or reviewer anonymity navigate to PeerMark Manager and click on the
blue Additional Settings link with a gear icon.
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View Access Options

There are two view access options when creating a PeerMark assignment.

'Allow submitters to read all papers after start date' will allow everyone who has submitted to the base
assignment to view all the other papers that have also been submitted by other students.

'Allow students to read ALL papers and ALL reviews after Post date' will allow everyone who has
submitted to the base assignment to view all the other that have been submitted by other students and
all the reviews that other students have left on the PeerMark assignment.

Note: Unless the option 'Allow students to view author and reviewer names' is selected students
will not see the names of the paper or review authors.

Viewing Student Reviews

Once the start date of the PeerMark assignment has passed students may begin writing peer reviews.
The system will automatically distribute the a number of papers entered into the paper(s) automatically
distributed by PeerMark field within the PeerMark assignment creation.

The PeerMark inbox will open displaying all the student names, how many reviews out of the total
number of reviews assigned to the students have been completed. To view the papers that have already
been submitted click on the the grey bubble to the right of the student's name. The number inside of the
grey bubble shows how many peer reviews have been completed for that assignment.
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An excel file containing the scale responses for each review and scale response averages for a paper or
reviewer is available for download for the PeerMark assignment. Click on the Download Scale Responses
(xls) link to begin the file download.

Writing a Review of a Student Paper

You are able to write a review to supplement those that students will receive from their peers. You are
provided with the same free response and scale question structure as the students.

You can begin writing a review of a student submission from within the PeerMark inbox by clicking on the
blue pencil icon next to the PeerMark assignment.

Writing a review for a selected paper

1. All the free response and scale questions that need to be completed for the peer review are
located on the right side of the PeerMark screen
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2. To answer a free response question, click in the text box below the question and type in your
response. The word minimum for the response is listed below the text box

3. To answer scale questions, click the radio button above the number for the rating you are giving
this writer for the question

4. Answer all remaining free response and scale questions. Once the questions are completed, click
on the Submit button at the top of the PeerMark page to submit your review
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Adding Comments to a PeerMark Paper

PeerMark allows users to comment directly on a paper within a review.

PeerMark Tools Palette

The PeerMark Tools palette contains all the commenting functions available to a user. To access the
Tools palette click on Tools on the PeerMark toolbar.

The Tools palette contains two commenting tools and several composition marks that you can use in
reviewing and editing their students’ papers.
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Commenting Tools

Within PeerMark an instructor may comment on the paper they are reviewing. A comment is equivalent
to the notes that an instructor may write in the margins of a paper.

A comment might be:
“Your thesis is unfocused. Consider refining your thesis in subsequent versions of this paper.”

A comment may be up to one thousand characters in length.

Adding a comment to a paper

1. Within PeerMark, to add a comment to a paper click on the paper where you would like to
comment. A comment icon and comment bubble will appear
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2. Enter text into the text field of the comment bubble

3. (Optional) If the comment references a specific area of the paper, you can click and drag on the
paper while the comment bubble is open to create a highlight over text. The color of the highlight
can be selected before clicking and dragging. Multiple highlights can be created for each mark if
there are multiple areas to reference. Highlights may be overlapping

4. Click the Save button to save the comment

The comment can be edited at any time by clicking on the mark symbol for the comment. The Edit and
trash icons will appear, click on the edit icon or double click the mark to open up the comment box. Edit
the comment and click Save to save any changes made to the comment. To move a comment, click and
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hold on the mark symbol and drag the icon to a new location. To delete a comment click on the
trash icon.

Inline Comments

Inline comments allow an instructor to add comments directly on the paper. The inline comment appears
as type overlaid on the paper. You may select a color from the drop down menu for the inline comment.

To add an inline comment, select the type tool from the Tools palette. Select a color from the color pull
down by clicking on the drop down menu for the type tool.

The user can click on the paper where the comment should begin. The inline comment will show up as a
light gray highlight over which typing may be done. When finished, click elsewhere on the paper or select
the highlighter tool from the Tools palette. The inline comment will appear as typing directly over the
paper.
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An inline comment can be deleted by moving the cursor over the comment and then clicking on the gray
trash can icon that appears to the left of the comment. Deleted comments cannot be recovered.

The inline comment can be moved by clicking and dragging the comment to a new location on the page.
Releasing the mouse will affix the inline comment to the page in the new location.

Composition Marks

Composition Marks are standard editing marks that you can utilize when editing and reviewing their
peers’ papers. To add a composition mark to a paper click on the mark you want to add in the tools
palette and drag the mark to the desired location on the paper.

Tip: Composition mark symbols with yellow backgrounds on the palette are dynamic. These marks
require further modification when added to a paper. Some of these marks are resizable using handles at
the corners of the mark. Others allow for text to be added in a text field. This allows further customizing
of these editing marks.

To move a composition mark click on the mark and drag it to the new position on the paper and release
the click. To delete a mark place the cursor over the mark, the trash icon will appear. Click on the trash
icon to delete the mark.
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Reading Peer Reviews

Student reviews that have been completed can be accessed from three locations:

The inbox for the PeerMark assignment can be reached from the class homepage by clicking on the
View link to the right of the PeerMark assignment
The student portfolio page, which shows any submissions made by the student including peer
reviews. This can be accessed by clicking on the student name from the students tab

Reading Reviews from the Assignment Inbox

To read the reviews of student papers you can click on the View link to the right of the name of the
PeerMark assignment from the class homepage.

To read a student’s reviews, click on the More actions link and select Read all reviews student submitted
to the right of the student’s name.

Grading Reviews

You may grade the reviews written by the students. If the option award full points for written review is
not selected in PeerMark assignment creation, you can provide a grade within PeerMark. Once a
student’s reviews are opened place the value in the Grade field you would like to give this student for
their review. You may wish to use the Previous and Next arrows to scroll quickly through each review
written for this paper.
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If you has selected the option to Award full points if review is written within the PeerMark assignment
settings then every completed review by a student will be awarded 10 points. A completed review is
when all the questions an instructor has added to the review have been answered. Once the due date
has passed for the PeerMark assignment the student’s total grade for the assignment will be available for
you to view.

The total score for all reviews for a reviewer will be normalized to the point value that was selected for
the PeerMark assignment during assignment creation. This is true whether the Award full points if review
is written option is selected or not.

Example 1 - If Award full points if review is written has NOT been selected

There are a total of three reviews in the review set for the PeerMark assignment and the point value is
100.
Review 1 -- You give the review a 9
Review 2 -- You give the review a 7
Review 3 -- The reviewer did not start the review

The total score for all the reviews would be 16 (9+7+0=16) out of the total possible points of 30
(3*10=30). 16 out of 30 = 0.533. Normalizing the 0.533 to the PeerMark point value of 100 would be:
0.533 * 100 = 53.3, rounded to 53.

Example 2 - If Award full points if review is written HAS been selected
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There are five questions to be answered in the review and there are a total of 4 reviews in the review set
for the PeerMark assignment. The point value for the PeerMark assignment is 100.
Review 1 -- The reviewer entered content for all five questions, but one is considered “unanswered”
because it does not meet the minimum length requirement. The score for this review is 0.
Review 2 -- The reviewer answered all five questions. The score for this review is 10.
Review 3 -- The reviewer did not start the review. The score for this review is 0.
Review 4 -- The reviewer started the review but neglected to answer any questions. The score for this
review is 0.

The total score for all the reviews would be 10 (0+10+0+0=10) out of the total possible points of
40 (4*10=40). 10 out of 40 = 0.25. Normalizing the 0.25 to the PeerMark point value of 100 would be:
0.25 * 100 = 25.

You may edit the grades given to student reviews or to the student’s total score for the assignment once
the due date has passed for the assignment. Once the post date of the assignment has passed students
will be able to view the grades for their reviews and the total score awarded to them for the assignment.

Editing review grades and overall grade in PeerMark

1. Click on the View link to the right of the PeerMark assignment

2. Click on the Show details link next to the student whose grades you would like to edit
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3. Click on the Edit Grades link

4. To adjust the scores for the student’s reviews click on the previous score in the text box and
enter the new score

5. To adjust the student’s overall grade for the PeerMark assignment click within the text box of
the current score and enter the new grade for the student
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6. Click on the Save Grades button to save any changes that have been made to the student’s
grades

Printing Student Reviews

You have two printing options for each student: to print reviews the student submitted or to print
reviews the student received. To print student reviews click on the More actions link next to the student
whose reviews you would like to print and select either Print reviews student submitted or Print reviews
student received.

The PeerMark print view will open and will automatically include each students review along with the
questions & answers and comments for their review.
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You may adjust the printing options by selecting or deselecting the check boxes next to the three print
options: Include Questions & Answers, Include Comments, and Include All Reviews. Click on the Print
button to print the review(s).

Reviews may also be printed by clicking on the Print link when viewing a student’s review within
PeerMark.

PeerMark in the Document Viewer

You may view a paper’s peer reviews within the document viewer once a reviewer submits a PeerMark
review. To view a paper in the document viewer click on the paper’s title within the assignment inbox for
the paper assignment the peer review is based on.
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Once the document viewer loads click on the PeerMark tab.

When the PeerMark service is active the sidebar will display a list of all the students who have reviewed
the paper.

All reviewer comments appear on the paper. Each mark made to the paper is identifiable by the
reviewer’s initials.
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To view a specific student’s comments click on their name in the sidebar

The list icon can also be used to select a student or to select to view All Reviews.

Viewing the PeerMark Questions and Answers

To view the PeerMark questions and answers click on the questions and answers icon.

The sidebar will load all the PeerMark questions added to the PeerMark assignment during assignment
creation. The reviewers’ answers are located under each question. If all reviews are displayed the
answers are identifiable by the reviewers initials.
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Reviewer Mark List

To view a list of all the comments left on the paper click on the mark list icon.

The Comments List may be used to navigate to the location of a comment on the paper. Simply hover
the cursor over a mark in the comment list and then click on the show on paper link that appears.

Grading Reviews
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To grade a reviewer click on the reviewer’s name.

To edit the grade click on the grade next to the reviewer’s name.

Enter the new grade in the grade field. Click elsewhere on the screen to save the grade.
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