
Writing Process

Utilize University Writing 
Center services to write 

and prepare ETD

Use RefWorks or EndNote 
to manage your citations

Use Thesis Office template 
to write thesis/dissertation 

(ETD)

Use Turnitin.com to self-
check ETD for academic 

integrity

Understand Copyright: 
Your rights and 
responsibilities

Consult with Department 
regarding approved style 

guidelines

Review Thesis Manual for 
format and style 

requirements

Student begins 
writing thesis/
dissertation

Start Here

Thesis/Dissertation Steps

Is document 
reviewable 
in current 
format?

Student 
completes Thesis 
Preparation Steps 
through submittal 
to Thesis Office

Wait for second 
reviewer to become 

available

Is a second 
review 

required?

Wait for manuscript 
to reach top of first 
round review queue

Reviewer completes 
first round review

Reviewer completes 
quality review

Are 
corrections 
required?

Have all 
requirements 
been met for 
Thesis Office 

clearance?

Corrections are 
uploaded to Vireo and 
student is notified via 
email

ETD is reviewed 
for format and 
style. Review 

packet is 
prepared and fee 

is assessed

Wait for manuscript 
to reach top of 

correction queue

No

Yes

Yes

Reviewer completes 
corrections review

Go to 
A

No

No

No

Yes

Yes

Student makes 
necessary changes 
to document and 

resubmits

Student logs into Vireo to retrieve corrections, 
makes changes in original format (Word, 

LaTeX, etc.), converts document to PDF and 
uploads revised manuscript to Vireo

Student completes 
remaining 

requirements for 
doctoral/master’s 
student clearance

Student is cleared by 
Thesis Office and email 
notification is sent to 
student and chair

Attend pre-submittal 
conference or view 
online conference 

tutorials

Convert ETD to PDF format 
and upload to Electronic 

Submittal System

Successfully 
defend ETD

Submit Request and 
Announcement of Final 
Exam to Office of 
Graduate Studies 10 
days prior

Has 
document 

reached final 
stage?

Student prints 
originality report and 

sets meeting with 
advisor (pre- or 
post-defense) to 

review and discuss)

Is originality 
report 

acceptable to 
advisor?

Has student 
successfully 

defended thesis/
dissertation?

Student 
revises ETD

No

Yes

No

Yes

Advisor and committee 
sign Written Thesis/

Dissertation Approval form 
(following completion of 
committee requested 

changes)

Submit signed Written 
Thesis/Dissertation 
Approval form

Yes

Submit required forms to 
Thesis Office and apply 
for graduation. This can 
be done at any point, but 
MUST be done prior to 
clearing the Thesis 
Office.

Thesis Preparation Steps

No

Thesis Office Review Process

A

Thesis and Dissertation Services


