Health
Literacy

Take time to ask.
Make time to listen

Readability Tools

Readability refers to how easy it is to read and understand
text.

Readability tools provide a quick and easy way to test how
easy it is to read a piece of text.

These tools can be very effective to improve written
communication

. Flesch Reading Ease Tool in Microsoft Word [eleelhelsi=es
large amount
of text

Open a Word document

Click “File”
Documentl -

ome Insert Page Layout References Mailings Review View Developer

Q Save

Save As

Information about Document1

5 Open Permissions
o Close % Anyone can open, copy, and change any part of this document.
; Protect
Info Document =
L —
Recent

Prepare for Sharing

E Before sharing this file, be aware that it contains:

Document properties, author's name and cropped out image data

i Check f
Print |5:5E5 fr Content that people with disabilities are unable to read
Save & Send
Click “Options”
Help
) There are no previous versions of this file.
|ﬁ Cptions Manage
a Exit Versions -
S ——

[35]




Word Options

General

Display

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

SN 4

Click “proofing”

AutoCorrect options

Change how Word corrects and formats text as you type: AutaCorrect Options...

‘When comrecting spelling in Microsoft Office programs

D Enforce accented uppercase in French

Ignore words in UPPERCASE
lgnore waords that contain numbers
Ignore Internet and file addresses

Flag repeated words

In the section “When
correcting spelling and

|:| Suggest from main dictionary only

| Custom Dictionaries...

grammar in word”

Traditional and new spellings El
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French modes:

Spanish modes: | Tuteo verb forms only

‘When cor 1 in Word

Check spelling as you type

Use conte:
D Mark grammar errors as you type
Check grammar with spelling
| Show readability statistics

Writing Style: | Grammar Only Settings...

Exceptions for: @] Action plan 2021

Hide spelling errars in this document only

Hide grammar errors in this document only

| ok

| | Cancel

Now do a spell check on the document or piece of text.
You can do a spell check by pressing F7 or selecting the “Review” tab
then “Spelling and grammar”.

When Word is finished spell

check this box will appear

On a scale of 0-100 the
higher the Flesch Reading
Ease score then the easier it

TRON

80-100 = Easy to read

50-80 = Fairly easy/ difficult
for some groups

0-50 = Difficult to read

Feadability Statistics

Counts
Words
Characters
Paragraphs
Sentences

Averages
Sentences per Paragraph
Wards per Sentence
Characters per Waord

Readability

Flesch+incaid Grade Level
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B S IO\ YEVAA ool  http://www.hemingwayapp.com/

& Hemingway Editor

Feedback | Help Eold talic H1 Hz2 H3 CQuote Bullets Numbers Link Write  Edit

Deskiop App

»
'

Hemingway App makes your writing bold and
clear.

Grade 6

Just P.dﬂ-‘“’;'%" The app highlights lengthy, complex sentences and common Good
Norsion 3 errors; if you see a yellow sentence, shorten or split it. If you see a Words 133
red highlight, your sentence is so dense and complicated that your ET——

readers will get lost trying to follow its meandering, splitting logic
— try editing this sentence to remove the red.

Tweet

adverbs, meeting the goal
of 2 or fewer.

You can utilize a shorter word in place of a purple one. Mouse over
them for hints.

[l use of passive voice,
meeting the goal of 2 or fewell.

H Ig h I Ig ht Adverbs and weakening phrases are helpfully shown in blue. Get
an d d e I ete rid of them and pick words with force, perhaps.

phrase has a simpler
alternative.

El of 11 sentences is harglto
read.

th em a| n Phrases in green have been marked to show passive voice.

b (o) d y of text You can format your fext with the toolbar.

of 11 sentences ig
p read.

Paste in something you're working on and edit away. Or, click the
Write button and compose something new.

Review your readability scores

Then copy and paste : _
and suggestions to improve.

your text into this section
Grade 6 = 11-12 years old
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