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Cyprus Internat.onal Un.vers.ty 
Inst.tute of Graduate Stud.es and Research 

Thes%s Upload and Format Control Gu%del%nes 
The Thes%s Upload and Format Control System, prepared by the Cyprus Internat2onal Un2vers2ty (CIU) 
Inst2tute of Graduate Stud2es and Research, 2s des2gned to help students who have successfully 
completed the2r thes2s defense manage the2r subm2ss2on processes more qu2ckly, accurately, and 
eCect2vely. Below 2s a comprehens2ve gu2de regard2ng the operat2on of the system and matters that requ2re 
attent2on. 

1. T"m"ng and Deadl"nes  
• The student must make th.s appl.cat.on no later than one month after rece.v.ng 

approval from the thes.s defense jury. 
• Students who are late cannot benef.t from student r.ghts. 

2.  Pre-Upload Preparat"on (Student Phase)  
Before logg.ng .nto the Thes*s Upload and Format Control System on SIS and 
start.ng the process, you must ensure the follow.ng cond.t.ons are met. The 
"Cont.nue" button on the CIU-SIS checkl.st w.ll not become act.ve unt.l all .tems 
are marked pos.t.vely. 
 

Student’s Checkl*st 
• Format Control Durat*on: It should be noted that the thes.s format control and 

acceptance process may take 15 days or more, depend.ng on the Inst.tute's 
workload and the student's punctual.ty .n mak.ng correct.ons. Appl.cat.ons 
should be made accord.ngly .n urgent s.tuat.ons. 

• Order of Operat*ons: Transact.ons are carr.ed out str.ctly accord.ng to 
the order of appl*cat*on to the Inst*tute. 

• Correct*ons: All correct.ons suggested by the jury members must be 
completed. 

• Superv*sor Approval: Your superv.sor must have approved that the thes.s can 
be uploaded to the system for format control. 

• Jury Report Form: The "Jury Report Form" w.th the phrase "Accepted" or 
"Accepted w.th M.nor Correct.ons" must have been del.vered to the Inst.tute. 

• Turn*t*n Report: Your thes.s superv.sor must have performed 
the TURNITIN check and uploaded .t to the Inst.tute system. 

• F*le Format: All components of the thes.s (cover, sect.ons, tables, etc.) must be 
.n a s*ngle MS Word f*le and .n a "ready-to-pr.nt" state. PDF f*les are str*ctly 
not accepted. 
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• Wr*t*ng Rules: The thes.s must meet the formatt.ng rules of the CIU Thes.s 
Wr.t.ng Gu.de. 

• M*n*mum Word Count Requ*rements 
The total word count of the thes.s, exclud.ng references, must not be less than 
the follow.ng f.gures: 
 

F*eld of Study Master's Thes*s 
& Term Project 

PhD Thes*s 

Soc*al Sc*ences 10,000 words 40,000 words 
Bas*c Sc*ences 8,000 words 25,000 words 

 

3. System Upload Phase (By the Student)  
• Create Request: Enter the "Thes.s Format Control" module on CIU-SIS and 

create your request. 
• F*le Upload: Upload the MS Word f.le of your thes.s to the system. 

4. Superv"sor's Approval Phase  
Superv*sor Control: After upload.ng, the process automat.cally appears .n the 
Thes.s Superv.sor's system. The superv.sor d.rects the process to the Inst.tute after 
approv.ng all .tems .n the.r own checkl.st. 

 
Thes*s Superv*sor’s Checkl*st 
• Has your student made all the correct.ons suggested by the jury members?  
• Have you sent the “Jury Report Form” to the Inst.tute w.th "Accepted" or 

"Accepted w.th M.nor Correct.ons"?  
• Were all components of the thes.s uploaded as a s.ngle MS Word f.le?  
• Does the word count meet the m.n.mum requ.rements accord.ng to the CIU 

Thes.s Wr.t.ng Gu.de?  
• Have you performed the TURNITIN check and uploaded .t to the Inst.tute’s 

TURNITIN system?  
• To the best of your knowledge, has the student followed CIU’s Thes.s Wr.t.ng 

Rules?  
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5. Inst"tute Control and Approval Phases  
The Inst.tute subjects your thes.s to a two-stage control: 

 
Stage Controls Performed 
Rough Control Subm.ss.on date su.tab.l.ty, presence of Jury 

Report Form, Turn.t.n report, s.ngle MS Word f.le 
check, and word count control. 

Deta*led Format Control Exam.nat.on of the thes.s for full compl.ance w.th 
CIU wr.t.ng rules and format. 

 
Inst*tute's Checkl*st 
• T*m*ng: The subm.ss.on process must be started at least 2 weeks before the 

f.nal deadl.ne for subm.tt.ng the bound thes.s to the Inst.tute. 
• Jury Report: The form must conta.n the "Accepted" or "Accepted w.th M.nor 

Correct.ons" phrase. 
• S*m*lar*ty Check: There must be a val.d and approved TURNITIN report 

uploaded to the system. 
• F*le Format: Must be a s.ngle MS Word f.le (PDFs are not accepted). 
• Text Length: Must meet the m.n.mum word count for the relevant f.eld. 
• Compl*ance: Full compl.ance w.th the CIU Thes.s Wr.t.ng Gu.de .s requ.red. 

6. Control Results  
• Format Approval: If the thes.s format .s found su.table, pr.nt.ng approval .s 

g.ven. 
• M*nor Correct*ons: If small changes are needed, the student .s not.f.ed. These 

correct.ons must be made before b.nd.ng. Compl.ance .s checked later from 
the bound copy. 

• Major Correct*ons: If there are ser.ous formatt.ng errors, correct.on comments 
are shared, and the student returns to the "Do the recommended correct.ons" 
stage. In th.s case, the current appl.cat.on .s term.nated, and the student must 
start a new process by re-upload.ng the thes.s. 

7. F"nal"zat"on and B"nd"ng Stage 
After format approval .s rece.ved, the steps are as follows: 
1. Correct*on and Pr*nt*ng: F.nal correct.ons (.f any) are made, and pr.nt.ng 

preparat.on .s completed. 
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2. Conf*rmat*on Before B*nd*ng: F.nal conf.rmat.on .s obta.ned from the Inst.tute 
before proceed.ng to b.nd.ng. 

3. B*nd*ng: The thes.s .s bound. 
4. Subm*ss*on: Bound cop.es are subm.tted to the Inst.tute for s.gnatures. At the 

end of the process, your thes.s .s s.gned by the Inst.tute D.rector on behalf of 
the Un.vers.ty. 

8. Related Forms 
Engl%sh Forms 

• E540  Thes.s Defense Jury Report Form  
• E510  Thes.s Wr.t.ng Template  
• E520 Thes.s Approval Cert.f.cate Page  
• E530  Thes.s Declarat.on Form  
• E560  Thes.s Subm.ss.on Form  

Turk%sh Forms 

• T540 Tez Savunma Jür. Karar Formu 
• T510 Tez Yazım Şablonu 
• T520 Tez Onay Sert.f.kası Sayfası 
• T530 Tez Beyan Formu 
• T560 Tez Tesl.m Formu 

8.  Related Gu"del"nes: 
Engl%sh Gu%del%nes  

• E500 Thes.s and Project Report Wr.t.ng Gu.del.nes  
• E510  Thes.s Wr.t.ng Template  
• E515  SAMPLE Thes.s Pages  
• E520 Thes.s Approval Cert.f.cate Page  
• E525 SAMPLE Thes.s Approval Cert.f.cate Page  
• E535  SAMPLE Thes.s Declarat.on Form  

Turk%sh Gu%del%nes  

• T500 Tez ve Proje Raporu Yazım Kılavuzu 
• T510 Tez Yazım Şablonu 
• T515 ÖRNEK Tez Sayfaları 
• T525 ÖRNEK Tez Onay Sert.f.kası Sayfası 
• T535 ÖRNEK Tez Beyan Formu 


