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Using iThenticate 
 
When you first log into iThenticate you will have to set up a folder for your documents. Click on the New Folder 
link on the righthand menu. 
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This will then take you to the page shown below where you will be able to make choices about how the documents 
will be evaluated. 

 
Name your folder as you see fit.  The Settings used by the Office of Graduate Studies are to exclude quotes and 
exclude the bibliography. The OGS does not exclude the Materials and Methods section, but we are quite lenient 
when we evaluate this section; there are only so many ways to describe the methods.  
 
Next chose the repositories to be searched and click create.  The OGS includes all of the areas. 
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To upload a file for evaluation, click on the Upload a File link on the righthand side.  In this example, some 
information (Title and Author) is blocked out to retain anonymity.  

 
 
You should now be on the upload screen where you will need to provide the Author’s first and last names and the 
title of the document in the labeled cells. 
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If you have multiple documents, click “Add another file”, if not click “Upload”.  At this point iThenticate will 
“Save” the file and “Process” the file.   

 
 
Once the file is fully processed, the program will show you what percentage of the document matches other 
published works. The OGS does not have a threshold regarding this percentage, but looks at each document for 
areas with high degrees of plagiarism.   

 
To see the detailed report, click on the percentage and a version of the document will open in a new window with 
areas identical to other works highlighted in different colors.  Each color corresponds to a specific source.  
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Clicking on a highlighted area will pull up the plagiarized wording from the source. 
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Alternatively, clicking on the link in the righthand menu will allow you to access the wording in the entire 
document and see all areas that correspond to the source. Clicking on these links will take you to the web page 
for the source material.

 
 
 
It can be difficult to evaluate the document in the web 
browser format though, so you may want to download 
a marked up PDF copy by clicking on the print icon at 
the bottom left of the page.  

If you want to exclude this source from further 
evaluation, click on the Exclude Source button at the 
bottom of the righthand menu. 
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Examples of things which would not be considered plagiarism by the OGS. 
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Examples of things which would be be considered plagiarism by the OGS. 

  
 

 

 

 

 


