iThenticate Quick Start Guide
1. Follow this link: https://app.ithenticate.com/en_us/login/duke
This link will take you to the Duke shibboleth login page.
Use your netid and password to go to the iThenticate homepage.
You can upload documents to scan by clicking “Upload a File.”

2. Once you click “Upload a File”, you will be taken to the screen below. Fill in the First Name,
Last Name and Title of the document you want to scan. Click “Choose File” to select the file you
want to scan. If you want to add more than one file, then click “Add another file”. When you
are done uploading documents, then click “Upload”.
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3. Once you upload the document(s), they will begin to process (processing can take up to 15
min). You will be routed back to the homepage and notified that the document(s) were
uploaded.

4. Once the document(s) have processed, you will see that the report is ready. If the document
you are scanning has been previously published, this initial report may show a very high
percentage of text matching.
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5. When you click on the Report (percentage matching in the blue box), you will be routed to
the screen below, which displays the report. In the Match Overview section, you will see the
source matches to the scanned document. Each source in the Match Overview is represented
by a number and color, which are visualized as superscript numbers and colored highlighted
text for each corresponding match in the scanned document. If there is a very high percentage
match for text from a document that has been previously published, you can exclude that
specific source reference by following Steps 6. Use the filter options in Steps 7 to optimize the
report. You can print the report by clicking the print icon in the lower left-hand corner of the
screen.

6. Excluding sources in the Match Overview report. Click the high percentage match to quickly
bring up the matching text in the scanned document and then hover over the match with the
mouse and a “white > button” appears on the right, press this button to navigate to the
Match Breakdown screen:

The Match Breakdown screen allows you to exclude this source. Click “Exclude Sources” at the
bottom and the Match Breakdown Screen will change slightly, boxes will appear next to the
sources where the circles used to be, close to the yellow star. Check the box next to each
source you want to exclude and then press the Red “Exclude [# of sources selected]” at the
bottom. You can always view a list of excluded sources by pressing the
button (small
square, bottom right).
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7. Using filters to optimize your report. Click the filter icon (
small square, bottom right),
which will open the Filters & Settings screen. Click the filters you wish to apply and Click the
Blue Button “Apply Changes” and you will return to the report. If you don’t change any
settings, click the Match Overview icon(
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Additional Notes:
1) iThenticate Product support can be contacted by email ithsupport@ithenticate.com or
phone (866) 816-5046
2) Overall similarity score for scanned document tells you what percentage of text from the
scanned document matches outside sources. This is a total sum percentage number, so a 30%
similarity score could be comprised of 1 large text copy of 30% or it could be comprised of 6
smaller matches at 5% each.
3) Percentage next to matching source in the Match Overview window: Percentage refers to
how much text in the scanned document matches the source by percent matching.
4) Match Overview is ordered high to low in terms of percentage on the right.
5) Be conscious of document size. Maximum is 400 pages, 100MB total or 2MB text only.
6) Quotes can be auto excluded. iThenticate will exclude text found within quotation marks, so
if a quotation mark is left off at the end, the matching text will be flagged as a match.
7) References. Be careful with the “Bibliography exclusion” option. With this option, iThenticate
will stop looking for matches after iThenticate finds the first “stop word”, such as References or
Bibliography. If the bibliography is not the last section in the document, the remaining text after
the bibliography section will not be searched. The user could manually remove the bibliography
from the document before uploading.
8) Custom match size. The user can set the match size to a word count or to a percentage and it
is best to choose “by words”, otherwise it will be dependent on the length of the document
entered.
9) iThenticate now allows “Doc-to-Doc comparisons” (a user can compare 1 uploaded
document with up to 5 documents that the user uploads). Visit iThenticate’s doc-to-doc
support link for more information on how to use iThenticate’s “doc-to-doc comparison”
feature.
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