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2.Microsoft Word version 2021 or higher 
     or Microsoft Office 365

What students need to prepare

1.Web Browser

1.  A notebook with Windows or macOS
operating system

2. A completed Thesis file

The program/Software you need 
to install before the training.

Once the student has completed the thesis oral examination, they must
proceed to fill in the thesis content for Chapters 4-5 and appendices, then fill
in the information in the Submission Form menu and Publications menu in the

iThesis system.

Once the student has completed the thesis proposal examination, they must
proceed to fill in the information and write the thesis content 

(3 chapters) in the iThesis system and submit a request for proposal approval
in the iThesis system.

Data collection and research instrument testing are in progress.

Select > save as Draft
Select > save as Complete

The student submits the thesis for format review to Graduate School.

Request graduation approval from Graduate School Committee

Request graduation approval from the Academic Council Committee

Request graduation approval from the University Council Committee

Once the thesis format review process has been completed
successfully

Scan for Register
iThesis NexGen 

Account
https://forms.office.com/r/wny72p3XMV?origin=lprLink

Before the Training day/workshop

(The online version is not supported.)

Working Procedures in the iThesis System

https://forms.office.com/r/wny72p3XMV?origin=lprLink


The iThesis system divides its functions into 2 parts:

Web portal

Microsoft Word Add-in

This section is used for data
management, entering thesis

information, and submitting requests
for thesis approval. Submission Form

and Publications.

This section is for creating
templates and writing 

the thesis content.



2.Microsoft Word version 2021 or higher 
     or Microsoft Office 365

1.Web Browser

Programs/Software for using 
the system iThesis
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Upon successful completion of joining iThesis NexGen and account
creation, you will access the Web portal page as illustrated.



Writing with
iThesis Add-in 



Microsoft Word 
Add-in



Microsoft Word 
Add-in



Microsoft Word 
Add-in



Microsoft Word 
Add-in



Creating a
Template to Write 

a Thesis



Generate Template 
Page Setup
1. Layout
2. Margins
3. Custom Margins

Top: 1.5 inches or 3.81 centimeters
Left: 1.5 inches or 3.81 centimeters
Right: 1 inch or 2.54 centimeters
Bottom: 1 inch or 2.54 centimeters"

12

3

Microsoft Word 
Add-in



Click Generate
Template. The system
will then prompt you to
select the language for
writing your thesis or
independent study.
When finished, click
Confirm.

1

2

Microsoft Word 
Add-in



After generating the template, 
the thesis format will appear as shown below:

Microsoft Word 
Add-in



Click in the field to
add the title to the

cover page

Microsoft Word 
Add-in



1. Type the English title using
lowercase letters with the first
letter of each word
capitalized                                                  

5. Click Update

3. Open the Font
dialog/window 4. Check the "All caps" checkbox

to convert the English title to all
uppercase on the cover page

2.Highlight the title text

Microsoft Word 
Add-in



4. Select the academic
position, then click Add
(add information in both
English)

Steps to Add an
Advisor

1.  Click on Form

2. Click Add committee & examiner

3. Select the desired position,
then type the advisor's name
to search

Type to search for
the advisor's name

Cick on the
advisor's name
to select it

5. Click Save

***After completing all
additions, Generate
Template once
more***

Microsoft Word 
Add-in



Add content 
to this page

Microsoft Word 
Add-in



How to add headings to the
table of contents

Open Styles

Select Time New Roman
font size 14 point

Check both boxes

Select iThesis_index_1

Microsoft Word 
Add-in



Highlight the text CHAPTER 1 INTRODUCTION
and select iThesis_index_1

Open Styles

Highlight the text 1.1 Introduction
and select iThesis_index_3

Microsoft Word 
Add-in



1 2

3

For the next figure, copy the text
'Figure 1' and paste Then highlight
the text and right-click To click

Update Field

 Select Figure

Microsoft Word 
Add-in



1 2

3

For the next table, copy the
text 'Table 1' and paste Then
highlight the text and right-
click To click Update Field

Microsoft Word 
Add-in



How to update the table
of contents, list of tables,

and list of figures: 
Right-click and click

Update Field to update

Microsoft Word 
Add-in



Steps for Saving to Cloud

When Save to Cloud is successful,
the file will appear in the toolbar

on the right

Microsoft Word
Add-in



Steps for Saving to Cloud

Microsoft Word 
Add-in



Once saved to the cloud,
students must perform a
plagiarism check before
proceeding to submit
their thesis proposal

approval request.

Microsoft Word 
Add-in



Steps for submitting a thesis
proposal approval request

Web portal



After the thesis proposal has been
approved, students must add the
thesis content including Chapter 4,
Chapter 5, and the Appendices.



Create a new file or
download file.

Microsoft Word 
Add-in



Generate Template

Microsoft Word 
Add-in



4. Select the academic
position, then click Add
(add information in both
English)

3. Select the desired position,
then type the advisor's name
to search

Steps to Add an
Committee 1.  Click on Form

2. Click Add committee & examiner

Type to search for
the committee name

5. Click Save

***After completing all
additions, Generate
Template once
more***

Microsoft Word 
Add-in



Click Update

Click to add abstract and
keywords

Abstract 

Keywords

Microsoft Word 
Add-in



If you clicked Update
but the orange box still
appears, proceed as
follows:

1.Delete it
2.Enter data

paragraph by
paragraph

3.Click Update

Microsoft Word 
Add-in



When adding thesis
content for Chapter
4, Chapter 5, and

Appendices



Steps for Saving to Cloud

When Save to Cloud is successful,
the file will appear in the toolbar

on the right

Microsoft Word 
Add-in



Steps for Saving to Cloud

Microsoft Word 
Add-in



After saving to the
cloud, students must
conduct a plagiarism

check

Microsoft Word 
Add-in



1. Download PDF file
2. Print the thesis 
3. Submit for thesis
format review at
Graduate School

Microsoft Word 
Add-in



Using the
Web Portal



Web Portal



Web Portal



Web Portal



Web Portal



Add a Published Year

search ISSN or
Journal Name

Click “+ Add Your Publication

Add a title

Add a Authors

Add a Volume

Add a Issue

Add a Pages

Web Portal



Web Portal

Download the Complete Thesis
file for hardcover book binding



Please check the Web Portal.
Click "Ready for Submission."

The thesis will be sent to the program officer
for review and approval. Once approval has

been received from all parties and the review
process is complete, it will be published as

the final document.



End of presentation
Thank You
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