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Workshop Goals
Goals: Graduate students and Committee Chairs understand the Office of 
Graduate Studies guidelines for Thesis and Dissertation preparation.

*Brief overview of Milestones
1. Format
2. iThenticate tool
3. Guidelines for use of AI and how to write the AI Acknowledgement statement
4. Understanding and Avoiding Copyright violations



Thesis/Dissertation Milestones
Conduct your research and Write your thesis/dissertation

• Read 7-page Guidelines pdf before you begin writing
• Refer to today’s slides and training videos

Oral defense and Revisions of your final thesis/dissertation
• Work with your committee chair and program to schedule 

your defense
• Make revisions requested by your committee

Submit to Office of Graduate Studies - details on next slide

Thesis/Diss. Webpage 
has Guidelines pdf, 

Workshop recording, and 
new iThenticate video (to 

be posted soon)



Submit to Graduate Studies
1. Complete a Plan A (Thesis) or Dissertation Sign-Off form through 

DocuSign
a. Carefully read 5 statements in Docusign before certifying by initialing. If you have 

questions, email cgsthesis@cmich.edu. Do not submit incomplete documents.

2. Email your final, defended, committee-approved thesis/dissertation 
to cgsthesis@cmich.edu before the target graduation deadline (e.g. 
July 2, Aug. 5, Aug. 27)

• Grad Studies will email you with any necessary revisions (you have 
~1 month to make revisions)

Grad Studies 
Deadlines

mailto:cgsthesis@cmich.edu
mailto:cgsthesis@cmich.edu


1. Format: What are the two options?

Journal Article Compilation or Traditional thesis/dissertation
• These options vary in terms of the APA Formatting 

requirements beyond the preliminary pages.

• Flexibility and efficiency for students publishing their research

• Preliminary Pages are identical for both options



Preliminary Pages APA Format: ALL documents
Preliminary pages – follow CMU requirements of APA Style:

• Title page (CMU specific)
• Acknowledgements/Dedication (optional)
• Abstract
• Table of Contents
• List of Tables (only required if tables are within text)
• List of Figures (only required if figures are within text)

Entire document:
• 8½“ x 11” page size
• 1” margins all around
• Header:

• one-line title in ALL CAPS (left aligned)
• page number starting with 1 (right aligned)

Template/Example 
Paper



Who can use the Journal Article option?
1. Your program must allow this option – see your Program Handbook

2. Number of articles with the student or committee chair as lead author
• Plan A Thesis:  1 or more article written by the student
• Dissertation:  2 or more articles written by the student
• If you co-author an article with a major contribution but don’t write it, you may include 

the article in an Appendix, but it does not count towards the minimum # of articles.

3. Publishing requirement
• You must have submitted or intend to submit your article(s) for publication



How to Format Document with Journal Article option
For all Chapters:

• Follow the formatting requirement of the (intended) journal for each 
chapter (they can vary across chapters)

• Graduate Studies reviews to ensure consistent formatting
• You may include introduction and/or conclusions chapters in addition to 

the journal article(s), depending on your program requirements. We 
suggest using the format style of one of your main chapters.



How to Format Journal Article-style documents
For all Chapters:

• Your document should appear as you submit it to the journal, 
not how it appears when published



How to Format Traditional Thesis/Dissertation
APA Style

• Use APA format throughout document
• Exception to APA: for references – you may use the style most 

appropriate for your field
Entire document: 

• 8½“ x 11” page size
• Double-spaced
• 1” margins all around
• Header:

• one-line title in ALL CAPS (left aligned)
• page number starting with 1 (right aligned)

Template/Example Paper



Common Formatting Issues
Overall

• Extra space between paragraphs (should be double-spaced only)
• Header does not meet requirements



Common Formatting Issues
Preliminary Pages

• Title page is not formatted using CMU specifications
• List of Tables/Figures missing when tables/figures are in text



Common Formatting Issues
Tables/Figures

• Number and title do not follow APA style
• Sizes are too large and spill into 1” margin



2. iThenticate reports must be attached to the 
Completion Approval Form (as of March 8, 2025)

A. Faculty member requests an iThenticate 2.0 account
B. How to use the iThenticate 2.0 tool with CMU-specified filters 
C. How to view and navigate iThenticate Similarity reports – how to 

exclude prior drafts of document
D. How to interpret iThenticate Similarity reports

KEY POINT: Primary Responsibility to avoid plagiarism lies with the student, 
and the committee chair. Grad Studies briefly reviews iThenticate reports. 



2A. Request an iThenticate account
• How to request account: 

o Faculty with graduate faculty status email Kara Owens, beery1kl@cmich.edu.
o We do not provide accounts to students due to license agreement limits 

• When to request account:
o Request before student writes prospectus

o KEY POINT: Upload student drafts regularly and discuss reports with student in the process 
of mentoring their academic writing to ensure original, independent, and ethically-conducted 
writing. We encourage programs to use iThenticate in their writing courses.
 Accidental plagiarism is common.

mailto:beer1kl@cmich.edu


2B. Using the iThenticate 2.0 Tool

• The first time you use iThenticate, you MUST carefully select the CMU-specified 
Filters and Exclusions. Completion approval forms that have iThenticate reports 
generated with incorrect settings will be returned – see next slide.

• Goal at submission: generate a single iThenticate report for the FINAL document 
that was approved by the committee (no track changes comments remain)

Access iThenticate 2.0 at:  https://cmich.turnitin.com/home/



Check ALL possible 
content for comparisons.

Exclude ONLY 
bibliography, quotes and 
citations. 

Do NOT exclude any 
Sections or small matches

PRO TIP: 
Students, you can 
double-check the 
settings; they 
appear on the first 
page of the report 
– help your 
advisor!

Go to settings using the 
link in the left sidebar



How to upload a file
1. After setting filters, select My Files from the left sidebar.
2. Select the green Upload button in the upper right area.
3. On the Upload page, enter author name and click   

Confirm at the bottom of the page. Wait a few minutes 
for the file to process.



Overall Similarity Percentage is not useful
KEY POINT:  Do NOT focus on the overall Similarity percentage; this 
number can be very misleading.

• A high overall Similarity percentage does not always indicate plagiarism.
• A low overall Similarity percentage does not mean a lack of plagiarism.
• You should never have 0% Similarity if you generate report correctly (we are 

happy to help if you get stuck). We do not accept reports with 0% similarity.



2C. How to View and Create Similarity Report
• To see a detailed Similarity Report, click on the %, and a new window will open 

with a marked-up version of the document (example next slide).

Click here



When Sources 
is selected, you 
see each 
source (1-6 
shown here), 
the type of 
source, and the 
# words from 
each source 
that match in 
the thesis. 



What to do after uploading multiple drafts?
 Exclude them to create useful report

NOTE high 
overall similarity 
to a recent 
Submitted work

If you ran a report on an earlier 
draft of the same document, then 
you need to exclude this submitted 
work by clicking on the ‘exclude 
source’ symbol (repeat if multiple 
drafts were uploaded). 

KEY POINT:  Do not exclude any 
other sources – not even student’s 
own published work.
Double check on 1st page of report



2D. How to Navigate and Interpret Similarity Reports

• Areas that are identical to other works are highlighted in different colors, with 
each color corresponding to a specific source.

• KEY POINT: You need to scroll through the entire document to ensure you are 
avoiding plagiarism (accidental or otherwise).

• Download the report as a pdf to share with the student and discuss as needed



Information 
in Report 
pdf, Page 2

Double-check correct settings
• Filters
• Exclusions (prior drafts only)



More Information 
in pdf

Page 3 has Top 
Sources

All text in document 
matching source 1 
will be pink.
Text matching source 
2 will be blue, etc..



Faculty can also use the live 
report window within iThenticate
In the main report window, with Sources selected, you 
see how many matches there are to each Source. 
Click on the center of the box of the first source to 
view more details.

Click on arrows to see each match



Review each page of the document for matches in main window 
If you click on a region of highlighted text, the right window moves to the corresponding source text.   

**KEY POINT: Ensure there is a citation for every significant, highlighted region.

Click 
here



What might be a concern and require revision?
• Two or more complete sentences in a row identical/nearly identical to a given 

source or identical to multiple sources (patchwork plagiarism).

• Multiple, complete sentences scattered throughout document that match 
sources

• To avoid plagiarizing, sufficient paraphrasing to change wording and 
sentence/paragraph structure is needed. See APA Avoiding Plagiarism Guide: 
https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism 

https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism
https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism
https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism
https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism
https://apastyle.apa.org/style-grammar-guidelines/citations/plagiarism


If you see two sentences in 
a row identical/nearly 
identical to a source – may 
be accidental plagiarism or 
need quotation marks. 
**Should be paraphrased 
to reduce wording and 
structure similarities.

Examples that require revision



More 
examples 
requiring 
revision

(most often in 
the Literature 

review section)



Example we would NOT 
consider plagiarism

KEY POINTS: 
• Many words and phrases will be 

highlighted in the report, e.g. short 
definitions – this is OK.

• We expect every committee chair to 
discuss the report with their student



3. Guidelines on use of AI
• The work in a thesis or dissertation is required to be original, independent, and ethically 

conducted. CMU considers GenAI tools to be useful in some situations (e.g. editing) but 
not appropriate as a replacement for original thought (e.g. GenAI cannot be used to write 
literature reviews in a thesis/dissertation).

• Before using GenAI tools, students are expected to obtain permission from their committee 
chair. If the chair agrees any usage is appropriate, the specific GenAI tool(s) should be 
agreed upon (e.g. MS Copilot).

• Need to consider the risk of uploading sensitive or confidential scholarly data that are 
subject to ethical or legal requirements. Students are subject to all guidelines and policies 
from CMU OIT including but not limited to the Data Stewardship policy that outlines three 
classifications of data that require varying levels of protection,   https://www.cmich.edu/docs/default-
source/president's-division/general-counsel/administrative-policy-docs/3/p03030.pdf .
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Acknowledgement of AI use is Required in all 
theses/dissertations in an Appendix

• Citation of AI: https://apastyle.apa.org/blog/how-to-cite-chatgpt
 
• Acknowledgement of AI in Appendix: Details on when and how specific AI tools 

were using in the research and writing processes must be described. If a student 
has not used any GenAI tools, they need to explicitly make this assertion, 
https://libguides.cmich.edu/ai_libraries/citation Examples will be posted on our 
website soon.

https://apastyle.apa.org/blog/how-to-cite-chatgpt
https://apastyle.apa.org/blog/how-to-cite-chatgpt
https://apastyle.apa.org/blog/how-to-cite-chatgpt
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iThenticate 2.0 checks for the likelihood of AI-generated writing
(Grad studies does not use this tool)

Risk of false positives 
of all ‘AI detectors’- 
Use Caution!



https://guides.turnitin.com/hc/en-us/sections/22773792790797-AI-writing
https://guides.turnitin.com/hc/en-us/articles/28477544839821-Turnitin-s-AI-writing-
detection-capabilities-FAQs  
https://www.turnitin.com/solutions/topics/ai-writing/ False positive rates

Articles regarding the AI detection tool 
associated with iThenticate
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4. Copyright
A. Is any of your work (figures, text, etc..) previously 

published?

B. Are you including any third-party materials (figures, text, 
other that was created by other people)?



4A. Copyright, your own published work
Three steps

1) Contact the copyright holder (usually the publisher of your work) to obtain permission 
to include the figure(s)/text in your thesis. 

• Check the journal website to request permission for use in thesis/dissertation
• Determine if article is covered by creative commons license

2) Include the email, memo, or creative commons license providing permission from the 
publisher for use of material in your thesis/dissertation into a page of an Appendix at the 
end of your thesis/dissertation (see examples next slides).

3) Ensure you have cited the publication in your thesis/dissertation.



4A. Copyright, 
your own published 

work

Example of pasting a 
permission email into a 
page in the Appendix



4A. Copyright, example of Creative Commons license 
specific to the Source – to paste in a page of the Appendix



4B. Copyright, published work of others
For using images (and text) from websites and other sources, NYU has helpful information about 5 
possibilities, https://guides.nyu.edu/copyright/images. 

1. The image is a public domain work. Generally, anything published in the U.S. 95 or more 
years ago is in the public domain. For more info, check out the Peter Hirtle’s info 
here: https://guides.library.cornell.edu/copyright/publicdomain
2. The image is copyrighted, but re-use qualifies as Fair Use. You have a stronger Fair Use 
argument if you are directly commenting on or critiquing an image, or if you use the image in a 
way that is transformative. If this is the case, students certify this on Approval Form

•Fair Use likely does not apply when images are being used solely to make a 
document more visually interesting; the use of the image should serve some 
instructional or educational purpose.

•Keep in mind that if an image is subject to a license agreement (such as images from 
library databases), it can only be used according to what the license allows, even if Fair 
Use would otherwise allow for re-use. 
•For more information, see https://guides.nyu.edu/fairuse.

https://guides.nyu.edu/copyright/images


4B. Copyright, published work of others

3. The image is available under a Creative Commons license. CC images are 
labeled as such. When using a CC image, be sure to cite the source AND include 
the license in an appendix.

4. The image is otherwise made available for re-use by the content provider. Some 
websites permit you to re-use their images on your own website, as long as certain 
conditions are met (e.g. noncommercial use only). In these cases, you can find out 
whether re-use is permitted by looking at the website’s Terms & Conditions. Be 
sure to cite the source AND include the Re-Use language pasted in an appendix.

5. You have permission from the copyright owner, often the publisher. Check a 
journal website to request permission for use in thesis/dissertation. Be sure to cite 
the source AND include the permission in an appendix.

For situations #3,4,5, cite the source AND include the permission.



Questions?
Thank you for coming!
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