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How to Conduct an Actual Research 
 

This guide shows how students can search for and make use of library text material. The step-by-step 
instructions help users home onto relevant sources of information effectively. Users have a wide 
range of information sources such as books, articles, statistical studies, websites etc. at their disposal. 
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1.Students need to use key words when initiating a search 

For example: 

• Title: Multiuser business management game 

• Subject: Business Management 

                             Management games 

                             Computer science 

2.Searching in Encyclopaedias 
This includes searching in encyclopaedias, dictionaries and other important sources of information 

which help students to understand a given topic or which contain information on a specific subject. 

The material can be found both in printed and electronic forms. Printed material of this sort cannot 

be loaned to the individuals for use outside of the library. 

 

3.Searching for information in books/ Library Catalogue  

 

Step 1:  

Start your search by going to the electronic catalogue on the library website  

You can initiate your search by clicking on  ‘Any’, ‘Title’, ‘Authors name’ or ‘Subject Heading’. 

For example, type in the word "multimedia" in the search box. 

https://ctleuro.ac.cy/library/search/#%CE%95ncyclopaediasDictionariesandThesauruses
https://ctleurolib.openabekt.gr/
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Step 2: Choose one of the results by clicking on Title  

 

Step 3: When you find the book, you are looking for, give the librarian the call Number of the book e.g. 006.7 
CHA 2009 C.1.  

The librarian will then direct you to the shelf where the book can be found 
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4.Searching an E- book  

All necessary passwords are provided to students at the commencement of each semester. In cases 
where a password is required to access or initiate a search, students should contact the librarian for 
the appropriate credentials and assistance. 

 

 
 

https://ctleuro.ac.cy/library/search/#eBookscollection
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Step2:  
 

 
 
Step3: 

  
 
 
 

Step 4:   
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5.  Searching for Databases 

 

All necessary passwords are provided to students at the commencement of each semester. In cases 
where a password is required to access or initiate a search, students should contact the librarian for 
the appropriate credentials and assistance. Select one of the following databases to locate electronic 
periodicals or articles pertaining to the topic in question. 

 
Step 1: 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ctleuro.ac.cy/library/search/#DatabasesAtoZCatalogue
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Step 2: 

 

 

 

 

Step 3: 
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6.  Searching in Academic Library Catalogues / Repositories 
 
 

Step 1: 
 

 
 
 
 
Step 2: 
 

 
 
 

https://ctleuro.ac.cy/library/search/#AcademicLibraryCataloguesRepositories
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Step 3: 
 

 
 

 
 

7. Finding information in other Resources  
 
 

Step 1: 

 
 

https://ctleuro.ac.cy/library/search/#Resources
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Step 2: 

 

 

 
 

 

8. Write Your Reference 

 

When writing a project, dissertation, or research paper, it is essential to acknowledge all sources from 

which information, ideas, data, or arguments have been obtained. Complete and accurate referencing 

is a fundamental requirement of academic writing. 

Proper referencing helps to avoid plagiarism and demonstrates academic integrity. Plagiarism can be 

avoided by: 

1. Quoting – Reproducing the exact words, phrases, or sentences of another author within 

quotation marks ("...") and providing the appropriate citation to the original source. 

2. Paraphrasing – Presenting the ideas, arguments, or information of another author in your own 

words while clearly acknowledging the original source. 

3. Summarising – Condensing the main ideas or arguments of another author without altering or 

misrepresenting their meaning and providing a reference to the original source. 

References enable readers to locate the original sources, verify the information presented, and 

compare or contrast your interpretation with that of the original author. 

Ensure that all sources used in your project are properly cited and included in the reference list 

according to the referencing style required by your programme (e.g., Harvard, APA, or another 

approved format). All in-text citations must correspond to a complete reference in the 

bibliography or reference list. 
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Before submitting your project, carefully review your references to ensure that they are 

complete, accurate, and consistently formatted throughout the document. 

Students may use the referencing tools available in Microsoft Word to create citations and 

bibliographies automatically. For guidance, please refer to the official Microsoft support 

resources: 

 

 
• Create a Bibliography, Citations, and References  

• Add Citations in a Word Document 

 
 

Plagiarism and Academic Integrity 

 

Plagiarism is the act of presenting the work, ideas, words, or intellectual property of another 

person as your own, whether intentionally or unintentionally. It occurs whenever all or part of 

another author's work, ideas, concepts, data, or findings are used without proper 

acknowledgement of the original source. 

According to the Oxford Dictionary, plagiarism is: 

"The practice of taking someone else's work or ideas and passing them off as one's own." 

Plagiarism occurs when: 

 

1. You use the work, words, ideas, data, or concepts of another author without acknowledging the 

original source. 

2. You reproduce phrases, sentences, or passages from a source without using quotation marks 

and without providing a citation. 

3. You paraphrase the ideas, arguments, or information of another author without citing the 

source. 

4. You falsify, manipulate, or misrepresent information, data, or findings obtained from another 

source. 

5. You submit work completed by another person as your own, or allow another person to 

complete work on your behalf. 

 

When References Are Not Required 

References are generally not required when: 

1. You are expressing your own original ideas, opinions, or conclusions. However, if you reuse 

material from your own previously published work, you should provide an appropriate citation. 

2. You are referring to information that is considered common knowledge and widely known by 

the general public. 

https://support.microsoft.com/en-us/office/create-a-bibliography-citations-and-references-17686589-4824-4940-9c69-342c289fa2a5?utm_source=chatgpt.com
https://support.microsoft.com/en-us/office/add-citations-in-a-word-document-ab9322bb-a8d3-47f4-80c8-63c06779f127?utm_source=chatgpt.com
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Turnitin Submission Process 

 

Step 1: Enrollment in Turnitin 

The Supervisor enrolls the student in Turnitin using the student's email address. The student will automatically 

receive an email with instructions on how to access the platform and submit the project. 

 

Step 2: Upload the Project 

The student logs in to Turnitin using the provided credentials and uploads the project. Students are responsible 

for uploading their own work; lecturers do not upload projects on behalf of students. 

 

For more information, please refer to the following guide: 

Logging in to Turnitin Similarity/SimCheck – Turnitin Guides 

 

Step 3: Review the Similarity Report 

Students are allowed a maximum of three submission attempts to review their Similarity Report and make any 

necessary revisions to their work. 

 

Step 4: Ensure the Similarity Score Meets Requirements 

The final Similarity Score must not exceed 30%. Students should revise and resubmit their work, if necessary, 

until the similarity score falls within the acceptable limit. 

 

Step 5: Save or Print the Similarity Report 

Once the similarity score is acceptable, the student should save or print the Turnitin Similarity Report and 

include it with the final version of the project. 

 

Step 6: Submit the Final Project 

The student submits the final project, together with the Turnitin Similarity Report, to the Academic 

Department. The submission must include: 

• Two bound hard copies of the project. 

• One digital copy of the project on a CD or USB drive. 

 

Important 

If the final similarity score remains above 30%, the supervisor must not approve the project for submission. In 

such cases, a Misconduct Referral Form (available from the Academic Office) must be completed and submitted 

together with the Turnitin Similarity Report and evidence of communication with the student. 

 

AI Writing Detection Report 

The AI Writing Detection Report is not available to students and can only be viewed by supervisors and lecturers 

as part of the academic integrity review process. 

https://guides.turnitin.com/hc/en-us/articles/26432578165773-Logging-in-to-Turnitin-Similarity-SimCheck


14 

To ensure that your work reflects your own understanding and complies with academic integrity requirements, 

please use AI tools responsibly. Any content generated with the assistance of AI should be properly reviewed, 

edited, and acknowledged where required by institutional guidelines. 

For further guidance on the appropriate use of AI in academic work, please refer to the resources provided by 

your institution and the relevant Turnitin guidance documents. 

Artificial Intelligence (AI) Library Guide 

AI Use Framework for Students in Higher Education 

 

For further information, please consult the following Turnitin Guides: 

 

• Understanding the similarity score for students – Turnitin Guides 

• Student overview of the new Similarity Report experience – Turnitin Guides 

• Navigating the student Similarity Report – Turnitin Guides 

 
Please also use these Guides for better results  

Electronic Guides: 

a) Final Year Project Procedure 
b) Final Year Project Template 
c) Final Year Project Students' Handbook 

 
Final Year Project Meeting Diary (must completed and submitted by the lectures) 

 
 

Please do not hesitate to contact the librarian if you cannot find the information you require or 
want to make suggestions or comments on any matter relevant to the library service. 
 
 
Contact-Help 
E- mail: library@ctleuro.ac.cy 
Tel: +357 25736501 
Fax: +357 25736629 

https://libguides.cut.ac.cy/ai_guide
https://ctleuro.ac.cy/wp-content/uploads/2026/01/17-9732ab6a-b700-4529-93c6-ad22fed4f5b2.pdf
https://guides.turnitin.com/hc/en-us/articles/23713493434253-Understanding-the-similarity-score-for-students
https://guides.turnitin.com/hc/en-us/articles/25042947311757-Student-overview-of-the-new-Similarity-Report-experience
https://guides.turnitin.com/hc/en-us/articles/23754108334221-Navigating-the-student-Similarity-Report
https://ctleuro.ac.cy/wp-content/uploads/2026/01/11-fb9ba209-b4d8-492b-b11a-2f982b17e2df.pdf
https://ctleuro.ac.cy/wp-content/uploads/2026/01/final_project_template-3.doc
https://ctleuro.ac.cy/wp-content/uploads/2026/01/13-78d3c939-60a7-4cdb-8695-c44689be02fe.pdf
https://ctleuro.ac.cy/wp-content/uploads/2026/01/14-29eec303-18c7-480b-98ae-41279b4a073d.pdf

