
Thesis/Dissertation Problem Solver  

Regardless of where you are at in the thesis or dissertation process, there is valuable help 
available for each step of the way. Scroll down this list to the stage you are in for valuable paper-
passing tips. 

Just starting? 

The thesis/dissertation process should begin by emailing UOS@Metaphysics.com and letting the 
Thesis/Dissertation Committee know you are ready to start your paper. Your advisor will respond 
by sending you a treasure trove of student tools and instructions for accessing to them. 

Your advisor will ask you to submit your topic and statement of purpose, which briefly, but 
specifically, says what you will prove about your narrow topic.  

Need help choosing a topic? Access the Study Material Link to watch the “Thesis and 
Dissertation Topics: Help for Choosing” webinar. 

What’s a statement of purpose? Use the Study Material Link to download “Write the 
Ideal Statement of Purpose,” which walks you through the process of narrowing down 
your topic and formulating your statement. 

Never written a research paper? Use the Study Material Link or visit the Online Center 
to access these webinars, which guide you through the entire process. We promise you it 
will be time well-spent to watch them all the way through: 

• Thesis/Dissertation Webinar Part I and Part II 

• The Easy Way to Ace Your Thesis or Dissertation with Outlining 

Have written a paper, but not for UOS or UOM: Regardless of what you’ve done in 
the past or what you’ve read online, you are expected to follow all guidelines laid out in 
UOM Thesis Handbook and UOM/UOS Dissertation Handbook. Your paper will be 
compared to the requirements of these guidebooks and will be returned for correction if 
something in your paper differs. You can download these handbooks in the Online Center 
or using the Study Material Link. 

Can’t figure out what books to read? Download the Recommended Reading List 
using the Study Material Link. In addition to more than 30 pages of staff-approved books 
grouped by category, this list includes a section near the end that tells you where you can 
download free books. 

Not computer savvy? Access the Study Material Link to download thesis and 
dissertation templates along with the guidelines on using them. They will do the 
formatting for you. 
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Familiarize yourself with the Plagiarism spectrum by watching “Plagiarism: 
Avoiding it is Easy,” which can be accessed through the Study Material Link or in the 
Online Center. 

Stuck in the middle? 

In all honesty, most students get stuck in the middle because they don’t watch the webinars––
especially “The Easy Way to Ace Your Thesis or Dissertation with Outlining.” This one helps 
you organize all your research to write the Review of Literature. It also teaches you how to apply 
the information gleaned in the Review to your Discussion in support of your statement of 
purpose. Remember, the Discussion is an argument in favor of your statement. So, if you didn’t 
watch these webinars before this phase of your project, watch them now. 

Did you read the handbooks and watch the webinars but are still confused about something 
specific? Then, visit the Study Material Link, to access the IMM Virtual Writing Assistant and the 
Thesis/Dissertation Tip Page to obtain helpful information on: 

• Paraphrasing easily and without missing in-text citations 
• How to shrink an overlong paper to keep it under the maximum word count 
• How to quote from your own book (Note: This does not count toward your 

minimum number of sources and should be done sparingly.) 
• When Methods and Findings chapters are needed and what they should contain 
• How to tap into creativity 
• Where personal experiences are permitted and where they should never go 
• The difference between the Discussion and Review of Literature 

. . . and much more. Remember to visit often because we frequently add new tips!  

Can’t figure out how to cite a certain kind of source? Every type of source you could possibly 
want to cite with in-text citations and Works Cited listings is covered in the Thesis and 
Dissertation Handbooks, along with visuals.  

Almost done? 

Most papers are returned to students because they didn’t follow the guidelines of the Thesis and 
Dissertation Handbooks. Therefore, we advise you to check your paper against them before 
submitting it. 

Handy check list: 

✓ Did you include your statement of purpose exactly as approved in your Introduction? 

✓ Did you label your chapter headings properly? 
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✓ Recheck your Table of Contents to make sure the page numbers are correct. Sometimes 
they change when you make edits. 

✓ Did you do one last spell check? Sometimes students revise portions of their papers and 
forget to check it again. 

✓ Does your paper meet the minimum number of resources, books, quotes, and words 
required by the thesis or dissertation handbook? 

✓ Check your paper against the “8 Great Thesis/Dissertation Proofreading Tips” sent to you 
by your advisor or request them. 

✓ Do you have in-text citations for all paraphrased and quoted text? 

✓ Do all your claims have in-text citations. In a research paper, you must rely on 
information provided by sources to get your point across, rather than write from your 
own knowledge base. Even if your knowledge comes from years of experience, you must 
find a source to speak for you (with in-text citations). 

✓ Do all in-text citations for books include page numbers that correspond with where the 
information originated? This may mean that a single paragraph will include several in-
text citations. 

✓ Do all in-text citations for e-books contain page numbers or chapter numbers (example: 
ch.7) that correspond with where the information originated? 

✓ If website articles do not have page numbers, did you put n.p. in the in-text citations? 
(This stands for “no page.”) 

✓ Does your Works Cited have “Print” at the end of printed book listings, “E-book” at the 
end of e-book listings, and “Web” at the end of Internet listings? 

✓ Are all your sources’ appearing in-text citations listed in the Works Cited, and do all your 
Works Cited listings correspond with an in-text citation in the body of your paper? 

✓ Is Your Works Cited Alphabetized by source last name or article title if no author? 

✓ Did you paraphrase more than you quoted? Your Review of Literature should be about 
80% paraphrased; i.e., restating the sources’ ideas, but in your own words and voice. This 
is not the same as giving your opinion of their ideas. It is restating their point of view. 
You should have very few long quotes and not have any quotations that follow other 
quotations. 

✓ Make sure your Review of Literature doesn’t include any personal opinions or “me” or 
“I” statements, as this chapter is solely meant as a showcase for your sources’ ideas, 
information, studies, and opinions. 



✓ Make sure your Discussion is an argument in favor of your statement of purpose that is 
based on the information reported in the Review of Literature. The Discussion is not a 
continuation of the Review. Therefore, little new information should be presented in the 
Discussion and as you make your argument, refer to the sources by attribution. 

✓ Did you adequately support your statement of purpose via the information presented in 
your paper? 

If you answered “yes” to the above, you are probably ready to send your thesis or dissertation 
paper to your advisor as an attached Word document (preferred) or a PDF.  

More questions? Contact your thesis or dissertation advisor by email at 
UOS@metaphysics.com or call 928-203-0730. 
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