Readability Statistics—Instructions for Setting up in Microsoft Office Word

Setting up on Microsoft Office Word 2007
1. Open Microsoft Word.

2. Click on the four-colored icon in the top left corner of your screen.

3. On the next screen, at the bottom right, click on Word Options.

4. On the next screen, from the left side menu, select Proofing.
5. In the second list of options, “when correcting spelling and grammar,” select “Show Readability Statistics.”
6. The next time you use the Spelling and Grammar check on a Word document, the last screen will display your Readability Statistics.

Checking a Document’s Readability Statistics
1. Open a document in Microsoft Word.

2. From the files at the top of the screen, select Review.

3. On the Review toolbar, from the left side, select Spelling & Grammar.
3.   Complete the Spell & Grammar Check.
4.   Readability Statistics will display as final check.
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	The Passive Sentences score reminds you to consider the appropriateness of your use of passive voice.  For example, business documents are typically written in active voice.  Technical reports may use passive voice.

The Flesch Reading Ease score is on a scale of 1 to 100, with 100 being the most readable.  The score is based on an evaluation of the average number of syllables per word and the average number of words per sentence.  A score in the range of 60 to 70 is considered a good score.


The Flesch-Kincaid Grade Level score is on a scale of 1 to 12, representing the number of years of schooling required to understand a document.  This score is also based on an evaluation of the average number of syllables per word and the average number of words per sentence.  A score in the range of 6 to 8 is considered a good score for a business document.  
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