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INTRODUCTION 

Dear instructor, 

 

Thank you for downloading this Ephorus User Guide.  

 

If you have any questions, please contact the Ephorus key user within your educational institute. You 

can find the key user’s contact information in the invitation e-mail you received to activate your 

account and can find this and additional manuals, FAQs and video tutorials in the Ephorus Help 

section in Ephorus. 

 

If you have any questions and/or comments regarding this manual, please contact our support team 

via support@ephorus.com. 
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ABOUT EPHORUS 

Ephorus is used to prevent and detect plagiarism. Students are less likely to commit plagiarism if 

they know that their work will be checked by a plagiarism detection tool, and if they do, Ephorus will let 

you know. 

 

You can upload documents to be checked for similarities against internet sources and other student 

papers uploaded by instructors from your educational institute via the Ephorus web application. The 

results of the check are returned to you in the Ephorus report, a concise display of the similarities 

between a submitted document and found sources. 

 

For more information about Ephorus, please visit our website: www.ephorus.com. 

 
 

1. LOG-IN 

To access Ephorus, you will need an account. Ephorus accounts are created by the Ephorus key user 

at your educational institute – he or she can send you an invitation to activate an account. 

 

If you have not received an invitation e-mail, please contact your key user. If you do not know who the 

key user is, you can contact the Ephorus support team via support@ephorus.com. 
 

 
 

To log into Ephorus, go to the website  

www1.ephorus.com and log-in with your 

user name (e-mail address) and password. 

 

If you have forgotten your password you 

can use the Forgot password button to 

retrieve it. 

 

If you have forgotten your user name, 

contact the Ephorus key user at your 

educational institute or the Ephorus support 

team on support@ephorus.com. 

http://www.ephorus.com/
mailto:support@ephorus.com
https://www1.ephorus.com/
https://www1.ephorus.com/
mailto:support@ephorus.com
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2. INBOX 

After logging in, you are referred to the Inbox. This is your personal document list. From here, you can 

submit documents to be checked for plagiarism and access all your documents and Ephorus reports. 

 

The screenshot below shows an example of this page: 
 

 
 

 

Your folders (1) are shown on the left. You can place your document in any folder and move 

documents to different folders as you wish. 

 

The document list (2) in the middle contains all of the documents that you have uploaded or that 

have been handed in by your students. Click on the title to open the Ephorus report (see Chapter 4) 

 

Action buttons are located above the document list (3). An action button is used to perform an action 

on all selected documents. Select a document using the checkboxes (4) on the left hand side of the 

document list or check all checkboxes in the blue bar above the document list. 

 

These elements will be described in more detail on the next pages. 

  

2 

3 

4 

1 



USERGUIDE FOR INSTRUCTORS  

5 

 

FOLDERS 

Your default folders are Inbox and Archive. Every user has these folders and they cannot be 

renamed or deleted. Inbox is your main folder and all submitted documents are placed here unless 

you choose otherwise. The Archive folder contains all removed documents. 

 

You can create more folders if you want simply by clicking the +New folder link in the folder list and 

entering a name for the new folder. You can also link a hand-in code to a folder – this means that 

documents handed in with the selected code are placed in the folder it is linked to. For more 

information about linking hand-in codes, see Manage folders (in Chapter 5). 

 

The numbers behind the folder names, indicate how many unread documents are contained in the 

folder. 
 

DOCUMENT LIST 

Your document list contains all the documents that you have uploaded or that have been handed in by 

your students. You can click on the title of a document to open the Ephorus report. 

 

Some of the titles in the document list can be in bold. This means that they are unread, i.e. their 

reports have not yet been opened. 

 

 
 

Every document has either an Ephorus score or an icon indicating the status of the document.  

 

 
The document is being checked and the report will arrive shortly. 

 
The document has a possible plagiarism report. The percentage indicates the amount of text 

in the submitted document for which similarities have been detected. 

 The document was uploaded as reference material (see Chapter 3) 

 
The same document has been uploaded before. Identical documents are not scanned twice,  

you can view the results of the original document by clicking on the title of the document. 

 
The document could not be checked for plagiarism. Click on the title of the document for more 

information. 
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When you click on the title of a document that does not have a percentage, a status page is opened 

instead of a report. The status page contains more information about why the document does not have 

a report. 

 

The eye icon on the right hand side of the title indicates the document’s visibility, i.e. whether a 

document will be used as reference material for plagiarism scans. When the eye is normal, the 

document is visible and may be reported as a source in reports for other documents. When it is 

blocked, the document is hidden and will not be used as reference material. 

Click on the eye icon or use the Mark as function to change the visibility of a document. 

 
The date and time on the far right hand side shows when the document was uploaded. 

 

ACTIONBUTTONS 

 
 

The Upload button opens the pop-up to upload documents (see page 7). The other buttons are all 

used to perform different actions on documents. 

 

The Send button can be used to send the reports for the selected documents via e-mail to yourself or 

someone else. You can also Download the selected documents and/or their reports to your PC. 

 

The Mark as button can be used to change a document’s visibility and whether it is marked as read or  

unread. Changing the visibility works in the same way as the eye icon (see previous page). Marking 

documents as read or unread changes the title of the document to bold for unread and regular  

print for read. 

 
If you want to organise your inbox, you can move documents to different folders with the Move to 
folder button. Moving a document does not affect the document in any other way; it will not change its 
visibility or whether it’s marked as read or not. 
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3. UPLOAD 

Click the Upload button in My Documents to open the Upload pop-up. You can quickly upload as 

many documents as you like here. 

 

Ephorus supports all common document types: 

 

 Microsoft Office Word (.doc .docx) 

 Word Perfect (.wpd) 

 Adobe Acrobat (.pdf) 

 Text documents (.txt .rtf) 

 Open Office Text documents (.odt .sxw) 

 Internet documents (.html .htm) 

 ZIPfiles (.zip) 
 
The maximum file sizes are 25 MB for single documents and 8 MB for ZIPfiles. 

 

UPLOADING DOCUMENTS 

 

You can select the documents 

you wish to upload on the first 

page of the Upload pop-up. 

 
Click Choose your documents 
to select documents. You can 
select as many documents as 
you like. 
 
The selected documents will 
then be listed under the 
choose your documents 
button. 
 
To create a new folder for the 

documents, simply choose + 

next to the dropdown box and 
enter a name for the folder. 

 
Ephorus has three different upload options: Default check, Reference material and Private check. 
For more information about these options, you can click the what’s this link. 
 
When you have selected a folder and upload option, click Upload documents to upload all of the 
selected documents at once. The plagiarism scan will start right away. 
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4. REPORTS 

The Ephorus report shows you the results of the plagiarism scan. To open a report, simply click on the 

title of a document in the Inbox. This opens the summary report. 

 

There are two versions of every report: a summary and a detailed report. The summary report is an 

overview of the results of the Ephorus scan. It compares the submitted document to all of the sources 

at once. The detailed report zooms in on the results and compares the submitted document and 

individual sources side-by-side. 
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SUMMARY REPORT 

The screenshot below is an example of a summary report: 
 

 
 

The Submitted document section has information about the document. You can change the visibility of 

the document,  download the document, forward the report and print the report. 

 

The Sourcelist is a list of all the sources found by Ephorus in the plagiarism scan. To view a source, 

simply click on the title. The scores indicate the percentage of words in the submitted document for 

which a match has been found, for all the sources together (total score) as well as per source. 

 

Every source can be checked and unchecked – when a source is unchecked, it is excluded from the 

report and scores. 
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If you click on the < icon, extra information about the document will be shown: the students comment, 

the word count and the number of matching words. 

 

The bottom part of the page is the actual report. It contains the text of the submitted document and 

you can easily identify parts of the text for which matches have been found. All the black text is 

original; all text in orange is possible plagiarism. The text in blue indicates small differences between 

the submitted document and the source and this usually indicates that small changes have been 

made. 

 

The text may also have blue underlining. These lines indicate that there are possible quotes in the 

text which can be highlighted with the Show quotes button on the top right hand side of the report 

section. The text of the quote will no longer be marked as plagiarism and is removed from the scores. 

 

 
 

To exclude a quote from the report. Simply click the quote. 
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DETAILED REPORT 

The screenshot below is an example of a detailed report. This has the same functionalities as a 

summary report however, in the detailed report, you can compare the submitted document to an 

individual source: 
 

 
 

For every similarity, the text of the submitted document is shown on the left side and the text of the 

source on the right. This allows for a more thorough analysis of the similarities identified. 

 
To compare the document to another source, click the radio button for that source. 
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5. SETTINGS 

You can manage your account information, hand-in codes and folders in the Settings section. Click 

Settings in the navigation menu in the top right of the screen to open the My Account page: 

 

 
 

 

MY ACCOUNT 

On this page you can change your name and e-mail address. Please make sure that your e-mail 

address is valid in order to receive e-mail notifications (see below). You can also set the language of 

the application here. 
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NOTIFICATIONS 

Ephorus has three different notification settings: 

 

Send me an email when a student submits a document.  

With this setting checked, you will receive an e-mail when a student hands in a document via the 

student page (see also: page 14). 

 

Send me an email when a report arrives with similarities above (x)% 

You can choose to receive reports via e-mail, as well as in the web application, and set a threshold of 

a certain percentage. When a threshold is set, you will only receive an e-mail for reports that have a 

score of at least the selected threshold. 

 
Send me an email at the end of each (period) with all the submitted documents. 
The third notification option is the periodical overview which allows you to choose to receive an 
overview of all new documents in your account once every day, week or month.  
Note that the periodical overview lists the Ephorus scores for the documents but does not contain the 
reports. 
 

HAND-IN CODES  

Hand-in codes allow you to let students hand in their documents via the Ephorus student page: 

student.ephorus.com (see also: Chapter 6). Hand-in codes work like addresses; they determine the 

account in which documents are placed and which folder is used. 

 

Your Hand-in codes page lists your hand-in codes: 
 

 
 

Your default hand-in code is your username (e-mail address). You can request additional hand-in 

codes by clicking the Request hand-in code button at the top of the page. This opens a pop-up where 

you can enter your request: 
 

  

http://student.ephorus.com/
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REQUEST HAND-IN CODE 

 
 

To request a hand-in code, first select a 

folder dropdown menu. All documents 

handed in with this code are then placed 

in this folder. 

 

Your new hand-in code has to be unique, 

just like an e-mail address, as it 

determines the account in which the 

documents are placed. 

 
Click Request to send your hand-in code 
request to the Ephorus key user. He or 
she will then activate the code for you. 
 

The requested hand-in code will appear in your list of hand-in codes but will be marked as pending 

until it has been activated. 
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MANAGE FOLDERS 

You can add, edit and remove your folders on the Manage folders page. Folders are used to organise 

your documents. 

 

You can also link hand-in codes to folders. As a result, all documents handed in with that code will 

then be placed in that folder. These links can be changed and you can easily link a hand-in code to a 

different folder.  

This can be very handy for organizing your folders by term or year. At the start of a new term, you can 

add a new folder and link your existing hand-in code to it. This allows students to continue to use the 

same code but the documents will be placed in a new folder. 

 

The screenshot below is an example of the Manage folders page: 
 

 
 

This page provides a list of all your folders. You can remove a folder by checking its checkbox and 

clicking Remove selected folders – all the documents in the folder will be placed in the Archive folder 

and the folder will be removed. 

 

You can add a folder by clicking the Add folder button. This opens the pop-up shown below: 
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ADD FOLDER 

 

Enter a name for the folder and click 

Save to create a new folder. 

 

You can link a hand-in code to it by 

selecting one from the dropdown menu.  

 

Note that it is not possible to select a 

hand-in code that is already linked to a 

folder; it has to be unlinked from its 

current folder first. 

 

 

EDIT FOLDER 

To edit a folder, click on its Edit button in the folder list. This prompts the pop-up shown below: 
 

 

In the Edit folder pop-up you can change 

the name of the folder. 

 
Here, you may also unlink the hand-in 
code so you can link it to another folder. 
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SEARCH DOMAIN 

Ephorus default searches the Internet and your educational institute’s Ephorus database.  

 

It is possible to extend the search range by joining a database pool. The Ephorus key user for your 

educational institute can send a request to join a database pool. 

 

A database pool is a collection of Ephorus databases from different educational institutes. This means 

that when a member of the pool submits a document for a plagiarism scan, the databases of all the 

members of the database pool are used. 

 

Note: personal information about students and instructors and the content of students’ documents are 

not shared. Ephorus will only report which parts of a submitted text have been found in another 

institute’s database. 

 

The Search Domain page shows you to which database pools your educational institute belongs: 
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6. STUDENT PAGE 

As described in the Hand-in codes section (page 11), you can allow students to hand in their work 

using a hand-in code.  

 

Students can use the student page at student.ephorus.com, shown below: 
 

 
 

 

The Code field is for the hand-in code; the rest of the form is for the student’s information. Clicking 

Send uploads the document to your Ephorus account and automatically starts the plagiarism scan. 

 

Be aware that students will not receive access to the plagiarism reports – this page allows students to 

hand in their work but not to perform a plagiarism check themselves. 
 

 

http://student.ephorus.com/

