
DISPLAYING READABILITY STATISTICS

To configure Word to display this information . . .

Tools | Options |Spelling & Grammar

[image: image1.png]Options

User Information Compatibiity
vew General Edt print

File Locations
save
Security Speling & Grammar Track Changes
Speling
Check speling as you type
[ ide speling errors i this document
‘Always suggest corrections
[ Suggest from main dictionary only.
Ignore words in UPPERCASE.
Tgnore words with numbers
Ignore Internet and flle addresses

Custom Dictanaries

Grammar
Check grammar as you type wrting syl
] Hide grammatical errors in this document
Check grammar with speling

Shaw eadabily statistcs| Seltig

Procfing Tools

Granmaronly v





Select Check grammar with spelling and Show readability statistics. 
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To see this information about a document  . . .


Click the Spelling and Grammar icon.  . 

When Word finishes checking spelling and grammar, it will display the reading statistics of the document.
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