To set up your computer for the Readability function -Word 2007
1. When you are in a Word document, then go to “Review”, in the menu bar
2. Right click on “Spelling and Grammar” 

3. Then click on the second option – “Customize Quick  Access Toolbar…”
4. Then click on ”Proofing”
5. Tick the box ‘Show readability statistics’ then click OK.
6. To check the readability of a text, highlight the section of the text you want to calculate the readability on, or “Select All’. Go to “Review”, in the menu bar, then select “Spelling and Grammar”.

IF this text appears, click NO

?  Word has finished checking the selection. Do you want to continue the remainder of the document?   
Then another text box will appear, see example below. The grade level at which the text is deemed to be ‘readable’ is listed on the bottom line.

And the reading ease score is on the second last line. 
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When this text appears, dick NO
7 Word hes finshed checking the selection. 00 you want to continue the remindar of the document?

Then another text box will appear, example below

adability Statistics

- words 101
& Characters 478
B Paragraphs s
B Sentences 7
B Sentences per Paragraph 14
B Words per Sentence. 57
B Characters per Word 45
= Passive Sentences oo
N Flesch Reading Ease. @8
& FleschKincaid Grade Level 60
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