Leeds University Business school
Uploaded to Student Guide 08/09/2026
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Note: this is a plain text version of information available in multiple formats – please refer to the main LUBS Academic Integrity page for more information

Follow the steps below to ensure you have records of your process to demonstrate your learning, your authorship and any use of AI tools.
What this helps you do:
· Demonstrate academic integrity
· Stay organised and secure
· Show how your ideas developed
· Recover earlier versions
· Evidence your authorship
· Demonstrate your process
· Explain any use of AI tools
· Protect yourself if questions arise


1. BEFORE YOU START: ORGANISE FOR SUCCESS
· Create a dedicated folder for the assignment
· Save all files in one location
· Turn on automatic version history where possible

2. WHILE YOU PLAN: KEEP YOUR PLANNING AND RESEARCH
· Mind maps
· Notes and ideas
· Initial outlines
· Reading summaries
· Research logs
What to keep: Evidence of your thinking, reading and early ideas.

3. CREATE VERSIONS: KEEP YOUR DRAFTS
· First draft
· Subsequent drafts (e.g., v1, v2, v3)
· Major revisions
· Feedback versions
What to keep: Save separate versions - don't overwrite your work.

4. DEVELOP YOUR WORK
USE VERSION HISTORY
If using:
· Microsoft Word
· OneDrive / SharePoint
Make sure version tracking remains enabled. This creates a timeline showing how your work evolved.
USE AI TOOLS TRANSPARENTLY
Keep a record of:
· Prompts you used
· AI-generated outputs
· Chat transcripts
· Notes on what you accepted, changed or rejected
· Screenshots (if chat history may disappear)
Remember: AI outputs are evidence of your process, not evidence of authorship. Your own judgement and development remain essential.

5. KEEP YOUR RESEARCH EVIDENCE
Keep evidence of your research:
· Search terms
· Articles read
· Notes taken
· Source summaries
· Data files and sources
Keep all assignment records until:
· Assessment marks are confirmed
This shows where your ideas came from and how you developed your argument.

BEFORE SUBMISSION, ASK YOURSELF:
· Can I explain how my work developed?
· Can I show where my ideas came from?
· Can I demonstrate any AI use?
· Could I provide drafts if requested?
· Do I have evidence of my independent thinking?






