Readability Tools in Microsoft Office

Microsoft Word

Word has added new tools that will help you automatically find and correct language that is ineffective. These
tools are off by default, so here is how to activate them.

1. In Word, click File in the upper left corner and then select Options at the bottom of the left side list.

Options

2. In the left navigation of the Word Options box, choose Proofing, select all the options under When

correcting spelling and grammar in Word, then click the Settings box next to Grammar &

Refinements.
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3. Inthe Grammar Settings box, scroll down to the Clarity heading and select any options you want Word
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4. Click OK.
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5. To run the check, click the Review tab then Check Document.

Read
Count Aloud Accessibility | Comment

Proofing Speech Accessibility Comments

Microsoft Outlook:

1. Go to the Outlook Options Menu as shown in step one above.

2. In the left navigation of the Outlook Options box choose Mail. Check the box next to Always check

spelling before sending and then click the Spelling and Autocorrect box.
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3. In the Proofing tab of the Editor Options box select all the options listed under the When correcting

spelling in Outlook heading.

French modes: | Traditional and new spellings =

Spanish modes: | Tuteo verb forms only -

< When correcting spelling in Qutlook >

Check spelling as you type
Mark grammar errors as you type

Frequently confused words
Check grammar and refinements in the Editor Pane
Show readability statistics

Choose the checks Editor will perform for Grammar and Refinements

4. Click OK.

Other Web Based Tools:

e Hemingway App — Tests for clear writing, style, complexity, and passive voice (recommended)

® Grammarly — Grammar checker that you can add to Word, Outlook or Google Chrome

e Readable
e Yoast SEQ plugin in WordPress

* When using any of the above tools, look for the Readability grade level or Flesch-Kincaid Grade Level.
For the most important information, aim for a grade level of 7-8%" grade (or a reading ease score of 60
or higher.) For other content you can write at a 9-12t" grade level but avoid writing above a 12t grade
level. (Note that readability grade levels do not correspond to actual grade levels, age, or intelligence.)
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http://www.hemingwayapp.com/
https://www.grammarly.com/
https://readable.com/
https://yoast.com/yoast-seo-readability-analysis/
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