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To Show Reading Level of a Document

Display readability statistics

On the Tools menu, click Options, and then click the Spelling & Grammar tab.
Select the Check grammar with spelling check box.
Select the Show readability statistics check box, and then click OK.

On the Standard toolbar, click Spelling and Grammar .
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When Microsoft Word finishes checking spelling and grammar,
it displays information about the reading level of the document.

Readability Statistics E

Counts
Words 68
Characters 372
Paragraphs 7
Sentences 3
Averages
Sentences per Paragraph 1.0
Words per Sentence 11.6
Characters per Word 5.2
Readability
Passive Sentences
Flesch Reading Ease
Flesch-Kincaid Grade Level

Janet Benincosa, Harrison County Technology Integration Specialist
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