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Access the Relevant Inbox 

• Navigate to the appropriate TurnitinUK Inbox. 
– VITAL Module > Control Panel > View TurnitinUK Assignments 

• This page will show all inboxes for all TurnitinUK assignments used in the 
module.  Click on the relevant Inbox. 

 



Assignment Inbox 

This Inbox shows two enrolled students (non-anonymous submissions) and only ‘Stephen 
McKinnell’ has submitted an assignment. 



Assignment Inbox 

Author 
• If anonymous submission has been selected then the Author column will 

show anonymous entries until the Post Date has been reached. 

• There will be a row in the Inbox for every student enrolled on the VITAL 
module.  The number of rows, therefore, may exceed your expected 
student enrolment if any additional users (staff) have been added as 
students to your course in VITAL. 

 

Title 
• This is entered by the student when they submit their file to TurnitinUK. 

• Guidance will be provided (School/Directorate) as to what students should 
type here. 



Assignment Inbox 

Similarity 
• This column shows the similarity score for each assignment. 

 

Grade 
• Marks will be shown in this column once awarded. 

• Assignments with no awarded mark are indicated by a pencil icon. 

 

Response 
• This column shows if students have viewed submitted assignments after 

the Post Date i.e. viewed feedback. 

 



Assignment Inbox 

File 
• Clicking the icons in this column download the original, unannotated, files 

which were submitted by students. 

 

Paper ID 
• This is a unique number allocated to submissions made to TurnitinUK. 

• Can be used to identify papers. 

 

Date 
• Shows the date each file was submitted. 

• Red indicates a late submission. 

 



MARKING A SUBMISSION 



Accessing Submissions 

• From the Assignment Inbox page click the Title of the 
submission you want to mark. 

• A new browser window will open in the GradeMark view. 



Allows navigation between 
the three ‘views’ for the  
open assignment 

Title and author. 
Author’s name only 
shown after Post Date 

View information about this paper 

Get iPad access code 

Print / Download 

View / edit rubric 

View all QuickMarks / comments 

View/edit General Comments 

Add QuickMarks or Comments 



QuickMarks 

• The QuickMarks view allows annotations or comments to be added to the 
document. Bubble Comment 

Text Comment 

The ‘saved’ 
comments for the 

QuickMark set 
‘Composition’ are 

shown here. 

Different  QuickMark sets 
can be viewed QuickMark manager 

The QuickMark 
manager lets you create 
/ edit QuickMark Sets. 
 
Tip:  You might want to 
create QuickMark sets 
based on: 
- User (you) 
- Module 
- Programme 



Bubble Comments 

1) Highlight the text you want to 
comment on, then click on either 
‘Comment’ or one of the pre-
written (saved) comments. 

2) Add your required comment.  
3)  Drag the Bubble icon to the margin 

Tip:  If you think the comment will be used 
again then ‘Save as new QuickMark’ 

Tip:  Use different colours for ‘type of 
feedback’ or to help student viewing of the 
page 



Text Comments 

Bubble Comment 

Text Comment 

• Text comments are always visible. 
• Not linked to highlighted text. 
• Requires ‘white-space’ to add. 



General Comments 

General Comments is an 
empty text area into which 
you can type 5000 
characters. 
 
Good practice to indicate 
the marker and moderator 
(if moderated). 
 
Try to replicate the School 
feedback forms i.e. 
• Strengths; 
• Areas for Improvement 
• Specific Action Points 

Can be edited. 
 

Do not forget 
to ‘Save’. 

If a penalty is applied to 
the submission, add a 
statement informing the 
student of the original 
mark, offence and the 
penalty. 



Spelling and Grammar 

The General Comments box does not have a spell check / grammar check 
tool.   

 

Either 

1) Write comments in MS Word first and the cut and paste into the General 
Comments box. 

2) Use the inbuilt tools associated with the web browser you use to access 
VITAL (Google Chrome showed). 

From experience there is nothing quite as 
embarrassing as providing feedback which is 
critical of spelling and grammar when you own 
feedback is riddled with errors and the student 
points it out!  



View All QuickMarks & Comments 

The View All Quickmarks provides 
quick access to all added QMs and  
comments 

Click to see QMs 
   and comments on 
              each page 



Rubric – Condensed View 

Moving your cursor over 
any of the ‘numbers’ will 
the text description 

Only one value can be 
selected in each category. 

Click to open expanded view 



Rubric – Expanded view 

Again, one cell per row can be selected. 

Tip:  When your rubric is expanded in another window, you can utilise other 
GradeMark sidebar tools such as QuickMarks and Comments. 



Adding a Mark 

Enter the awarded mark here. 

There is no ‘save’. 
Just add the mark and then 
‘click’ anywhere else on the 
screen. 
 
To edit, just click on the 
current value and edit as 
appropriate. 

This should be the final mark for the 
assignment after applying any penalties. 
 
Make sure to add a general comment 
about any applied penalties. 



Viewing Exact Submission Details 

Clicking on the ‘View information 
about this paper’ icon reveals the 
‘Submission Info’ panel. 

The exact time of submission is shown: 


