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GRADUATE
COLLEGE

Font, Spacing, and Language
Accessibility and Formatting Guidelines

Overview

This manual provides information on the accessibility and formatting requirements for font,
including font size and style, and line spacing.

Accessibility is now required for all Electronic Theses and Dissertations (ETDs) housed at
OAsis: UNLV’s Repository for Scholarship, Research, and Creative Activity. Documents
must adhere to Web Content Accessibility Guidelines (WCAG) 2.1 Level AA standards. This
manual provides information on ensuring that your document meets these requirements.
For additional information, please see the guidelines on the Office of Accessibility

Resources’ Tips and Tricks page, and see the other resources found under 5. Thesis and

Dissertation Formatting Resources on our Thesis and Dissertation Guidelines webpage.

Font

e The font must be a standard style that is clear and readable. Script, cursive, and
pictorial fonts are prohibited

e Font size must be 11- or 12-point font

e Alldocument text and headings must be in black. The only exception is textin
figures or in items in the appendix

e Iltalicized fonts are only accepted where allowed or required by your chosen style
guide (Chicago, APA, ASA, MLA, etc.)

e Only one fontis allowed in the document, except for text in figures or in items in the
appendix

e Only one font size is allowed in the document

o Exceptions to font size requirements:

o Labels of tables and figures can be a smaller font size provided they are in
accordance with your style guide and your advisory committee, and are
consistent throughout the document (for instance, if the caption for Figure 1
is 8-pt font, then the caption for Figure 2 and all subsequent figures must be


https://oasis.library.unlv.edu/
https://www.unlv.edu/accessibility/tips-and-tricks-digital-accessibility
https://www.unlv.edu/accessibility/tips-and-tricks-digital-accessibility
https://www.unlv.edu/graduatecollege/thesis
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8-pt font). Font size of captions cannot be smaller than 8-pt to allow for
readability

o Major section headings and chapter titles can be a larger font size, provided
they are in accordance with your style guide and are consistent throughout
the document. See the Headings and Subheadings manual on our Thesis and
Dissertation Guidelines page for further information

Line Spacing

e The entire document must be double-spaced
o Exceptions: Labels of tables and figures; footnotes; long quotations;
individual bibliographic references (the section as a whole must be double-
spaced, but individual citations can be single-spaced); inserted materials
such as tables, images, diagrams, graphs, etc.; and the author’s Curriculum
Vitae
e Extended direct quotations must be handled according to the rules of your chosen
style guide and the direction of your advisory committee
e Every paragraph in the document must be indented the same amount of space
e Spacing around headings and subheadings must be consistent throughout and
match your chosen style guide.
o Accessibility note: Please see the Headings and Subheadings manual on
the Thesis & Dissertation Guidelines page to do this in accordance with
federal accessibility requirements

Spacing Between Paragraphs and Chapters

Accessibility note: To create extra space between paragraphs or chapters, or before or
after figures and tables, do not hit “Enter” on your keyboard. Screen readers will read out
each “blank” causing confusion and frustration.

e The default “Normal” style will generally add 8-pt spacing after each paragraph
e To add extra space before a table, create the label (i.e., Table 1: Participants) and
then click anywhere on the label


https://www.unlv.edu/graduatecollege/thesis
https://www.unlv.edu/graduatecollege/thesis
https://www.unlv.edu/graduatecollege/thesis
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o Navigate to the Layout ribbon, and set the Spacing for “Before” to 48 pt.
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o Oncethe table is finished and you have started your next paragraph, click
anywhere at the beginning of the paragraph and add 48 pt Before the
paragraph, as in the screenshot above

e To start a new chapter, rather than hitting “Enter” to get to the next page, add a page
break at the end of the last paragraph of the chapter. Navigate to the Insert Ribbon,
then on the far left of the ribbon, click “Page Break” (if you are not in full screen

mode, you may have to click on “Pages” first to bring up the option to insert a page
break).
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Setting the Language

Accessibility note: Screen readers use the language information in the document’s
properties to choose the correct accent and pronunciation of a given section of text.
Setting the document’s language correctly is required for accessibility purposes.

e The language of your document must be set to English

e To setindividual paragraphs or other section of text (i.e., individual words or
phrases) to another language, highlight the text with your cursor, then navigate to
Tools in the uppermost ribbon and choose Language from the drop-down menu.

This will bring up a dialog box, where you can choose the language for that section of
text
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