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1. Introduction 
Although CrossCheck will be offered in 2009 as part of Manuscript Central (and other electronic 
manuscript submission systems), we will not leave behind those who would like to use 
CrossCheck without a manuscript submission system.  This user guide will explain the basics of 
logging in, finding your appropriate folder(s), submitting documents and viewing similarity 
reports. 
 
A complete copy of the iThenticate/CrossCheck User’s Manual as well as many other FAQ’s can 
be viewed at: 
https://crosscheck.ithenticate.com/faq.html 
 
 
 

2. Logging In 
·  The login page for CrossCheck is located on the iThenticate home page at 

https://crosscheck.ithenticate.com/login.   
·  Enter your email address and password. 
·  Please be careful to not share the login information.  

 
 
 
   
   
   
   
   
   

 
 
 
 
 
 



3. Accessing Your Folders 
·  Upon signing in, the first thing you will see is the “My Folders” screen. 
·  Folders that have been created by the user are shown in the panel on the left, under “My 

Folders”. Clicking on a folder will open it in the right panel and display a brief summary of 
the files in it.  

·  Below the “My Folders” icon, you should see a gray icon labeled <Your Publication>.  
Clicking this icon will expand the section and show the folder(s) you have access to.   

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Submitting a Document 
 

·  To upload a paper into an existing folder, click on the folder that you would like to upload to.  
Next, click the “Upload” link located to the right of the folder title on the similarity reports main 
page. 

 

 
·  This is the Upload File page.  Enter the title and author’s first and last name in the form.   
·  Next, browse your computer for the file you would like to upload.  Click “Upload” when you are 

finished.  It is not mandatory for you to fill out all the fields.   
·  If you have many papers to submit, you should use the “Drag and Drop Upload” or the “Zip File 

Upload”.  These two methods allow you to upload several papers at once.  
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 
 

·  Once the paper has finished uploading, CrossCheck will navigate back to the home page. 
·  The paper will be displayed here with a pending report.  The full report will be complete in 

approximately 5-10 minutes. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
·  You will know CrossCheck has finished the report when a percentage is displayed under the 

“Report” heading.  This is the “Similarity Percentage” which represents the percent of the 
submitted paper that can be found in other sources. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
5. Following Potential Content Misuse 

·  A CrossCheck Similarity Report is shown below. 
·  The submitted paper is shown in the panel on the left.  The text that was found to be similar 

is shown as colored text. 
·  The similarity percentage is shown in the panel on the right.  If the paper is found on the 

internet, a link to the site where it was found is provided.  The colors match those of the 
links that are found. 

·  The number to the right of the highlighted text corresponds to the paper identified in the 
right panel.  The portion of text with the highest percentage of similarity will be listed first, 
followed sequentially by portions with smaller percentages of similarity.   

·  Click on the highlighted text to access the specific web page where the duplication 
occurred for further review. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

6. Comments, Questions 
We hope you’ve been able to access and use CrossCheck without any difficulty.  Please call or 
write if you have any questions or problems using the service.  Please contact Bill Hagen at 
(732)562-3966 or at w.hagen@ieee.org.  



 
 

This brief guide will explain what default settings have been established before you log into your 
CrossCheck account.  Our extensive test of the system has helped us establish these setting and we 
recommend leaving them as they are.  However, if you would like to change any setting please let 
us know and we can change it.  The second part of this guide will provide classifications of your 
reports as well as recommendation on how to process and sort them.   
 
1.  Settings 
 
User id and Password 
IPR Office staff will assign a user name and password.  The user has the option to change this 
password at any time but it is recommended to share it with the IPR staff in case there are technical 
difficulties with the account. 
 
Folders 
Every paper submitted into CrossCheck must be placed in a folder.  Initially, IPR Office staff will 
create a default folder for the user.  The folder’s title will be the name of the journal or conference 
that the user is responsible for.  A folder for potential plagiarism papers will also be created to 
keep the user’s problem reports organized. 
 
Sharing 
All reports will be viewable by the IPR Office staff.  If there are multiple users from the same 
publication the reports will be accessible from either user’s account.      
 
Email Alerts 
Email alerts will be set to send a message to the user’s inbox if a paper with a similarity index of 
30% or higher is submitted.  An alert will also be sent for a single source of similarity that has an 
index of 10% (discuss).  For example, a paper with 25% similarity overall would not signal an alert 
but if that paper had one source at 15% similarity, an email will be sent.  The emails will contain a 
link directly to the similarity report. 
 
Color Coding 
Papers yielding 25% or higher overall similarity will appear in gold on the folder overview screen. 
 
Exclusions 
Bibliographies and quotes of individual papers will be excluded from the similarity report.  
Excluding these parts makes the similarity percentage more effective.   
 
 
 
 
 
 
 
 



2.  Recommendations 
 
Classifying Reports 
Reports can be generally classified into four categories.  This is a brief explanation of what these 
types are as well as a recommendation on how to handle them. 
 1.  Low Level Non-Issues 

·   A low-level paper will yield a similarity percentage of 10% or less.  The only 
similarity found in these papers is in the form of commonly used phrases.  The 
single sources will yield 1-3% similarity.  The report below is an example.  This 
paper has a 4% overall similarity index which consists of 6 sources all at 1% or 
less.  These papers are easy to identify and should be deleted immediately after 
reviewing.   
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2.  False Alarms 
·  A false alarm paper yields a similarity percentage higher than 30% but shows no 

sign of plagiarism in the report.  The overall percentage is high but there are many 
different sources of similarity which all yield 5% or less.  These papers need a brief 
review but can be removed shortly thereafter.  The report on the following page is 
an example.  It has an overall similarity percentage of 36% but the highest single 
source is only 3%. 

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 



3.  Hidden Problems 
·  Hidden problems are papers that look acceptable on the surface but show possible 

plagiarism upon review of the report.  They generally have a low overall similarity 
percentage but yield a high percentage from a single source.  The paper below is an 
example.  The overall percentage is only 14%, but 11% is from one source and it 
appears in one chunk of text.  These reports should be reviewed carefully and 
saved. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4.  High Percentage Problems 
·  High percentage problem papers yield 40% or higher similarity.  These reports are 

easily identifiable but require careful review.  They should definitely be saved until 
the plagiarism case is closed.  The report below is an example.  It yields 66% 
similarity overall and has two sources with over 25% similarity in each. 

 
 
 
 

Time Limitations 
A journal or conference with a constant flow of papers into the CrossCheck system can become 
cluttered quickly.  It is important to frequently check the account and review reports. The user 
should delete non-issue papers as soon as possible to help keep the potential plagiarism papers in 
focus.  IPR Office staff will remove reports non-issue papers 3 weeks after submission. 
 
 
 
 
 
 
 
 
 


