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• IUP Thesis-Dissertation Manual
• Latest edition is available online

• Formatting Thesis or Dissertation
• Title Page, Table of Contents, etc.

• APA 6th edition
• MLA 8th edition
• IUP Thesis-Dissertation Website
• iThenticate Plagiarism Software 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=0ahUKEwiM6MHxvNPbAhWDq1MKHTbDDxEQFgg2MAE&url=https://www.iup.edu/WorkArea/DownloadAsset.aspx?id%3D103330&usg=AOvVaw0C8MQ09WIqED8sWH6czqIL
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/


General Points & Getting Started Right



 Go here for a Checklist for Common Formatting Errors
prior to submission

 General Points
 Double-space thesis/dissertation body & references
 Use a consistent font 

▪ Serif fonts (Times New Roman) are easier to read on paper
▪ Sans Serif fonts (Arial) are easier to read online

 Use a consistent text size 
▪ Most students use 12pt
▪ Tables & Figures can have a smaller text size, but must be 

consistent

http://www.iup.edu/page.aspx?id=187833


 General Points (cont’d)
 DO NOT create separate Word documents for 

each chapter.
▪ This is a major headache when putting them together
▪ Especially difficult if you are using chapter end notes 

(English Literature &Criticism students)

 Use Section Breaks to control page numbering
 Use Page Breaks to start a new page for each 

chapter

http://www.iup.edu/page.aspx?id=91951


 After you have completed your thesis/dissertation, you 
must submit your document for format review. 

 Process:
 After submission to grad-research@iup.edu, it is sent to the 

graduate assistants
 We run it through iThenticate first
 If no issues, we look through your document to check for 

formatting concerns (We do not read the content)
 You will receive back a Word document where we write out 

exactly what needs to be fixed AND a PDF of the scanned pages 
with red marks on them (in addition to an iThenticate report)

 After you make changes, convert your document to a PDF, and 
upload to ProQuest, we look at your document again to make 
sure all the changes have been made

mailto:grad-research@iup.edu


Follow the IUP Thesis-Dissertation Manual





 Title should be in all caps and centered at 
the very top of the page.

 Note: MS Word does not spell check all caps 
unless you change the settings to do so.



 Centered vertically
 Description of document (“Thesis” or “Dissertation”)
 Make sure that Word doesn’t automatically capitalize “in”
 Identify your degree

▪ Do not include program or department (i.e. “Biology” or “Physics”)



 Your Name
▪ As It Appears in URSA

 Graduation Date
▪ May, August, or December
▪ Year – Not Your Defense Date

 No Page Number on Title Page
 At the very bottom of the page



 Optional
 Name should match 

exactly with the name 
on the title and 
abstract pages

 Page number appears
 Starts at ii
 Use roman numerals



To save time later, we ask 
that you submit your 
signature page to us at least 
5 business days before your 
defense to avoid errors 
prior to final signing by your 
committee . That way if 
changes do need to be 
made, you won’t have to 
track down your committee 
to sign a revised copy later.  

There are now sample 
signature page templates 
for each department/ 
degree on the Thesis-
Dissertation website 
http://www.iup.edu/page.as
px?id=178978

http://www.iup.edu/page.aspx?id=178978


 Top of page
 University name
 College name (without 

“the”)
 Department name
 Your name as it 

appears on the title 
page 

 Degree (not program)



 Committee Signatures
 Make sure the committee 

members on the RTAF are 
the same on the signature 
page

 If your committee has 
changed since your RTAF
▪ Submit a Committee 

Change Form

 Make sure committee 
degrees and titles are 
correct and include the 
word “Advisor” or “Chair” 
after your Advisor’s name



 Bottom of page
 Dean Martin’s Name, 

not Dr. Creely’s name
 Leave room for him to 

sign
 “School of Graduate 

Studies and Research 
(without “the”)



 Title must match with title page
 Use Title Case rather than ALL CAPS
 Single Space multiline titles

 Your name as it appears on the title page—be consistent.
 Single space committee member names and include 

middle initials if they appear on the signature page. 



 Abstract maximum 
word count 
suggestion:
 150 for theses
 350 for dissertations



 This page is optional
 “ACKNOWLEDGMENTS” should appear at 

the top of the page, centered, ALL CAPS, 
not bolded

 Otherwise free form 
 No word or page limit 
 Dedications, if any, should appear in this 

section and not in a separate section
 Still use roman numerals for page numbers



 Center the TABLE OF CONTENTS 
at the top of the page in ALL CAPS 



 Use Dot Leaders to manually create the TOC 
following the example in the IUP TD Manual.

 While you may use automatic heading 
formats in Word, the IUP Thesis and 
Dissertation Office Staff does NOT
recommend using Word to automatically 
generate a TOC.

http://www.iup.edu/page.aspx?id=91950


 Place Chapter and Page headers at 
the top of the every TOC page 

 Chapter number styles (5, V, or 
Five) should match between the 
TOC and the body 



 Chapter titles should be in 
ALL CAPS and be preceded 
and followed by blank lines



 Section headings
 Are optional on the TOC, but if you 

include them for one chapter you 
must include them for all chapters

 Subheadings must match exactly 
between the TOC and the body 
(including punctuation and 
capitalization)



 List of Tables &  
List of Figures
 Each is a separate page
 Similar format to the TOC

▪ LIST OF TABLES (or LIST OF 
FIGURES) centered & ALL CAPS 

▪ Create headings of Table (or 
Figure) and Page, and do not 
repeat the words Table or Figure 
for each item on the list

▪ Table titles must the document
▪ Figure captions can be shortened 

to the first statement or sentence 
of a document caption



Follow the IUP Thesis-Dissertation Manual & the Publishing Style Guide



 Body should be double spaced 
 Chapters start on new pages 
 Chapter number/title must 

match word for word on the 
TOC, appear in ALL CAPS, and 
be on separate lines from 
each other 



 Beginning on page one of the body, 
pagination starts over with Arabic numerals 
(use a section break) 

 Use the same font style and size as the 
document font.

http://www.iup.edu/page.aspx?id=91951


 Margins should generally be one inch on all sides 
▪ Leave an inch and a half on the left side if printing/binding 
▪ IUP no longer provides binding, but we have a webpage with a list 

of possible bindery services 

1” Margin

http://www.iup.edu/page.aspx?id=135035


 Number & description above the table 
 In APA 6th Edition

 Table number is roman 
 Table description is in italics

 In MLA 8th Edition
 Table description is roman (eg, not italics)

 Description should match the description on the LOT



 Identify and describe your tables and figures in the text before displaying 
them.

 Do not span across pages unless you cannot avoid it.
 Font can be smaller but must be consistent in all tables and figures.



 Figure number and caption should appear below the graphic 
 In APA 6th Edition

 Figure number should be in italics followed by a period. Figure caption is not italicized, and the first full sentence 
serves as the figure caption to be listed on the LOF.  

 In MLA 8th Edition
 Figure number is not italicized and is abbreviated as Fig.  

 Additional information can appear after the caption



 In MLA 8th edition:
 Include author’s last name and page number – if no 

author, include abbreviated title. Period is after the 
citation. 

 With three or more authors, you have option to include 
only 1st author and then et al. (must match Works Cited)

 In APA 6th edition:
 Include authors’ last names and the year – if more than 5, 

use first author and et al. 
 Use quotation marks around direct quotes



 In MLA 8th edition:
 Indent when the quote is 4 lines or longer
 Indent a half inch from left margin, 

double space 
 In APA 6th edition:
 Indent when the quote is 40 words or 

more
 Indent a half inch from left margin (same 

as a paragraph), double space
 Do not use quotation marks



 In MLA 8th edition, consistency is key – there are no 
specific guidelines for subheading format.

 APA 6th edition provides a detailed organization of 
subheadings.

 In APA 6th edition, chapter titles do not count as a 
level of subheading so each chapter must start with 
a Level 1 subheading before a Level 2 subheading 
appears. 

 In both style guides, entries must match exactly 
from the TOC word for word including capitalization 
and punctuation just like the chapter titles. 



 Level 1 section heading is centered, in Title 
Case, and boldface



 Level 2 section heading is left-aligned, in Title 
Case, and boldface



 Level 3 section heading is indented, boldface, in 
lower case paragraph, and ends with a period



 Level 4 section heading is indented, boldface, 
italicized, in lower case paragraph, and ends 
with a period. Body text begins right after the 
heading.



 Level 5 section heading is indented, italicized, in 
lower case paragraph, and ends with a period. 
Body text begins right after the heading.



Reference List



 “References” centered at top of page (not in ALL 
CAPS or bolded )

 Indent additional rows of references one-half inch



 Order entries on the References list alphabetically by author surnames
 Order several works by the same author chronologically by the publication date
 For entries that begin with the same surname, single-author entries precede 

multiple-author entries, even if the multiple-author entry was published first
 Multiple entries by the same exact author(s) and with the same publication date 

are arranged alphabetically by title and differentiated from each other with 
lowercase letters following the year (i.e. 1991a and 1991b)



 Author Names
 Reversed, with first and middle initials (with a space 

between initials)
 Separated by a comma and an ampersand (&) even if 

there are only two names



 Author Names
 When there are 8 or more authors 

▪ Include first six author names, comma, then ellipses, then last 
author’s name.

Gilbert, D. G., McClernon, J. F., Rabinovich, N. E., Sugai, C., Plath, L. C., 
Asgaard, G.,…Botros, N. (2004). Effect of quitting smoking on EEG 
activation and attention last for more than 31 days. Nicotine and T
Tobacco Research, 6, 249-267. doi:10.1080/14622200410001676305



 Date Formats
 A period appears after 

publication year (in parentheses)
 For conferences, include the 

month in the publication year 
 The publication month and day 

are included for newspaper & 
magazine articles



 Journal Article, Book, and Chapter Titles
 Only capitalize the first word, after punctuation, and proper nouns for these 

titles
 Do not italicize or use quotation marks for journal articles or book chapters
 Italicize book titles



 Journal Titles
 Italicize and use Title Case on journal titles 
 After the title, add a comma, then the journal volume in italics 
 Immediately follow with the issue number in parentheses, not in italics, then 

another comma
 Then include the page range followed by a period



 Edited Books
 After the chapter title, start with the word “In” 
 The editor names are not reversed, separated by commas if more than two, 

and an ampersand
 Immediately followed by “(Ed.)” (Plural if 2 or more) then a comma
 Then the book title in sentence case, italicized 
 The page range, volume, and edition information all appear in the same set 

of parentheses followed by a period



 Publisher Information
 Include publisher city and two-letter state acronym or country name
 Omit unnecessary words from publisher name (e.g., Co., Inc., Publishers, 

etc.) 
 Omit publisher state when it is included in the publisher name 



 Publisher Information
 Spell out all publisher acronyms
 When publisher and author are the same, list publisher as author & 

include “author” as the publisher name



 Digital Object Identifier
 No period after a doi
 Do not span lines with a doi number
 No space between “doi:” and the number



 Universal Resource Locator (URL)
 No punctuation after a URL 
 Put “Retrieved from” before the URL – retrieval dates are not necessary
 For stable file locations (i.e. PDFs), include the whole URL

▪ Otherwise do not include the whole URL; simply provide the URL to the site homepage  

 Do not include database information



 Citing Theses & Dissertations
 Published documents

▪ Treated like a published book 
▪ Document type in parentheses (followed by a period)
▪ “Retrieved from” + Database name (followed by a period)
▪ Database accession number in parentheses, not followed by a 

period



 Citing Theses & Dissertations
 Unpublished documents

▪ Treated like a published book 
▪ Document type in parentheses (followed by a period)
▪ Name of institution, comma, location (followed by a period) 



Works Cited



What Has Not Changed from MLA 7th Edition

 --- for multiple entries by same author

 Cross references, except put pp. before page range

 Need to include database name, but don’t need 
Access date



What is Optional

 Original publication date(especially for republished/classical 
works) is immediately after the title.

 If republished, put at the end of the source information 
where you found it.

 If part of a series, include this information at the end of the 
source (ex. Classical series).

 If part of a volume, include total volume number at end (ex. 4 
vols.).

 You can include date of access at the end, especially for 
online sources that do not include publication information



Significant Changes
 For References
 Only use commas and periods for punctuation. 
 NO NEED FOR CITY OF PUBLICATION
 No more need for Medium of Publication at the end, unless it is 

an unexpected publication (like the transcript of an audio 
broadcast). If different type of publication, put the type at the 
end of the reference.

 URLs are encouraged, but doi numbers are better
 In Body of document:
 Block Quotes are now ½ inch from margin (not 1-inch as 

previously done)



The Container System

 MLA is trying to simplify the 
process of creating citations.

 The template to the left is how 
MLA presents the logic of 
citations.

 Each citation is part of a 
container/larger whole.

 Punctuation has been 
simplified to only include 
commas and periods.



What is a Container?
 The journal that publishes an article
 The book that includes a chapter, article, story, poem, etc. 
 The website that posts an article, figure, definition, etc. 
 If your citation includes multiple containers (like a journal article on a database), italicize 

both container names, so both the journal title and database title would be italicized.  (See 
second example above.)

 Books, journals, movies, and other larger works are italicized, while articles, chapters, 
and other smaller works are in quotation marks.



The Works Cited Page
 “Works Cited” centered at top of page
 Optional “Works Consulted” list for works not directly cited in the 

thesis/dissertation
 Indent subsequent lines 1/2 inch
 Double space throughout



Ordering on the Works Cited Page
 Order entries on the Works Cited section alphabetically, letter by letter using 

author surnames
 Single-author entries precede multiple-author entries when the first surname in 

both entries is the same
 If two or more entries citing coauthors begin with the same name alphabetize by 

the last names of the second authors listed
 If no author is known, alphabetize by the title of the work



Names
 Reverse the name of the first author (Last Name, First Name) but list additional authors 

normally (First Name Last Name)
 If there is an editor or translator, spell out the name(s)
 Pseudonyms are given like author names (includes Twitter handles, etc.)
 If NO AUTHOR, start with title. DO NOT USE ANONYMOUS
 If more than 3 authors, you can only use the first author’s name, followed by et al., but the 

in-text citation must also use et al. 



Versions
 Listed after the container title 
 Abbreviate edition as ed. Can put number or Revised in front of ed. Example: 2nd ed.

Numbers
 Volume and Issue numbers are written as “vol. ##, no. ##”  -- don’t capitalize either vol. or 

no. unless it comes after a period. 
 Example: vol. 1, no. 4
 If multivolume book, put volume number after title of book, and list the total number of 

volumes at end of citation.



Publishers
 If multiple publishers seem to be equal, list both separated by a slash (/)
 Omit business names like Company (Co.), Incorporated (Inc.), and Limited (Ltd.)
 For academic presses, replace University Press with UP. 
 Write publisher names in FULL (ex. W. W. Norton)

Publication Date
 For books, only include the year. If the work is republished, you can put the original date of 

publication immediately after the title and current edition year at the end of the citation. 
 For articles and websites, write date as in day, month, year format.  Ex.: 02 Dec. 2012



Anthologies and Editors
 For a work that is part of an anthology or collection, start with the author of the chapter or 

essay (or other smaller work).  Then present the title of the smaller work in quotation 
marks.

 After that, cite the larger container by listing the anthology in italics, the editor (or editors), 
the publisher, the year, and finally the page range.  



Cross Referencing
 If you are citing multiple works from a single anthology or collection, you can reference the 

anthology citation from your Works Cited page rather than writing out the entire anthology 
citation for each chapter, essay, etc. citation entry.

 To do this, cite the anthology as you normally would cite an edited book.
 Then, the citation for each work within that book would cross reference the citation.



Page Ranges and Web Locations
 Write page ranges after “pp.” 

 For page ranges, you can abbreviate the second of the two numbers, but only when the first digit of 
each is the same.

 For example: Instead of pp. 805-810, it would be pp. 805-10 (always keep the last two digits)
 Write URL address or doi: after comma that follows publication date

 Don’t include http:// before URL address
 For doi #s, write as doi:xxxx – you should end with a period (it won’t mess with the doi number, 

unlike a URL address)



Dissertations and Theses
 List the author.  
 Then, list the title in italics.
 Then, add the date of publication.
 Optionally, you can include the institution and a label (PhD dissertation, MA thesis, etc.)

 Also, if you accessed the work with a database or repository, include the second container at 
the end of the citation. 



Plagiarism Software



 As of March 2013, the School of Graduate Studies and Research now uses iThenticate 
software to check each thesis/dissertation for possible missed citations and/or 
academic integrity/plagiarism issues. Each student will receive a report generated by 
iThenticate during the format review process. 

http://www.ithenticate.com/


 Here is a list of 
common FAQs about 
the software, what it 
checks, and the 
process of 
submission to 
iThenticate. This 
information also 
appears on the IUP 
Research page of the 
IUP website. An e-
mail was sent out to 
all graduate students 
informing them of 
the implementation 
of iThenticate.  

http://www.iup.edu/newsItem.aspx?id=140295&blogid=2573


 Each thesis/dissertation is uploaded to iThenticate 
and once processed it is given a % number of 
matching content
 The number of matching content on this page does not determine if 

the student will be contacted about missed citations or paraphrasing 
issues

 Each student will have a different % number and there are filters to 
help determine the matching content



 Filters  appear at the top of this text-only report that will reduce the % number of 
matching content
 Once the filters have been applied the largest matches are checked in the 

document to see if there are any instances of missed citations, missing 
quotation marks, paraphrasing issues, or plagiarized content.

 This page is downloadable as a pdf file and is sent to the student with the 
other format review documents providing there were no issues that need to 
be addressed to the student before a format review is completed



 The reviewer uses the Document Viewer button on the text-only report to go through 
the large matching sections. iThenticate flags each matching section in a different color 
and assigns each a new number. The largest matching section will be given the first 
number.  
 The front matter of each document (title page-list of figures) is ignored since there 

will always be matching content from IUP alumni already on ProQuest
 The Appendices content will sometimes show up as a large match if a survey 

instrument has been used, or content from an institutional webpage, but as long as 
the content has been cited or given the proper documentation/source 
credit/permission, those matches are ignored



 If the reviewer finds missing beginning or ending quotation marks around 
flagged content where ending or beginning quotation marks appear, it 
will be noted in the Word document during format review

 If the reviewer finds 1-3 instances of missed citations/paraphrase issues 
from the same 1-2 sources in the document, it will be noted in the Word 
document during format review and the student will need to make the 
appropriate changes 

 Keep in mind that changing one or two words in a quotation does not 
constitute a paraphrase in any style-guide. All direct quotations need to 
appear in quotation marks and be given the proper citations



 If the reviewer notices a high number of matching content from a source/s:

 If it appears to be simply incorrect paraphrased content and a few missed 
citations:

 The student will receive a Word document of their submitted 
thesis/dissertation with track changes and comments of each citation 
that needs to be fixed before a format review is completed



 An e-mail with the Word document is sent from Dr. Hilliary Creely, Assistant 
Dean for Research, to the student, full thesis/dissertation committee, graduate 
coordinator for their department, and Dr. Randy Martin, Dean of the School of 
Graduate Studies and Research 

 The format review will not be completed until the student makes the changes, 
sends the document to their chair for review, the chair then sends the 
document back to us, and it is ran through iThenticate a second time

 If the student complies with the changes, no formal academic integrity 
review will be initiated

 Not making the changes could result in delaying graduation until the next 
term, the same deadlines for format review and uploading to ProQuest
still apply



Final Thoughts & Suggestions



 Do you need IRB? IACUC? 
 Are you dealing with human or animal subject? 
 Apply and save yourself the stress later on.
 Link to Institutional Review Board Webpages
 Link to Institutional Animal Care & Use 

Committee Webpages
 Copyright approval? If you are using any images 

that are not your own, you probably do. Link to IUP
Copyright Information page. 

http://www.iup.edu/page.aspx?id=6637
http://www.iup.edu/page.aspx?id=6561
http://www.iup.edu/page.aspx?id=91684


 Graduate Editing Service/Writing Center
 http://www.iup.edu/writingcenter/graduate-

editing-service/
 For use before you defend
 Writing and grammar
 GES: Online submissions vs. Writing Center (walk-

in)
▪ Note: GES requires advisor approval

http://www.iup.edu/writingcenter/graduate-editing-service/


 Follow Steps for 
Writing and 
Submitting on the 
Thesis-Dissertation
Webpages

http://www.iup.edu/graduatestudies/thesis/default.aspx


“A good dissertation is a completed one.”
~ Dr. Sharon Deckert

Former Director of Graduate Studies in Composition and TESOL
Department of English

Indiana University of Pennsylvania
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