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Word Will Identify

= [Improper grammar

» Passive sentences
= Run-on sentences

= Slang or jargon

= Split infinitives

= Unnecessary words
= Sentence fragments
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Turn on Statistics and Proofing
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Word Options
G |
enere i‘,BCJ Change how Word corrects and formats your te
Display
Proofing AutoCorrect options
I
Save Change how Word corrects and formats text as you type:
Language
When correcting spelling in Microsoft Office programs
Advanced

Ignore werds in UPPERCASE

Then turn on all of

Ignore Internet and file addresses

Customize Ribbon

Quick Access Toolbar

Add-Ins Flag repeated words the g ram mar
Trust Center [C] Enforce accented uppercase in French

[ Suggest frem main dictionary only

checking and

French modes: | Traditional and new spellings| = |

s mnemes =1 F@@dability features

When correcting spelling and grammar in Word

Check spelling s you type

Mark grammar errors as you type

Frequently confused words

Check grammar with spelling

|dentifies problems

Writing Style: | Grammar & Style[~|

with green squiggly
underlines
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Word Options
General ABCI
Vi Change hew Word corrects and formats your ts
Display
Proofing AutoCorrect options
I
Save Change how Word corrects and formats text as you type:
Language
When correcting spelling in Microsoft Office programs.
Advanced

Ignore words in UPPERCASE

Ignore words that contain numbers

Custemize Ribbon

Quick Access Toalbar Ignore Internet and file addresses

Add-Ins Flag repested words

Trust Center [7] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionari

French modes: | Traditional and new spellings| ~ |
Spanish modes: | Tuteoverbformsonly =

When correcting spelling and grammar in Word

s _1090l€ the writing

3 style to “Grammar &
Style” to fully utilize
the feedback
features.

Frequently confused words
Check grammar with spelling

Show readability statistics

Writing Style: | Grammar & Style[ = |
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Your Writing Quality

[ eadability Statistics @I&J
At the end of every spell |~
check, Word will provide | u==_ 2
statistics you can use to | =& :
Im prove your ertl ng L] A\:S::I?::ces per Paragraph 5.0
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Readability
Focus on the last threHizzj:;z:::;;fse
n u m be rs Flesch-+Kincaid Grade Level

Creating these screen captures was easy using
Snagit software by TechSmith.
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Then, Work to....

= Make passive sentence counts very low (<
5%)

= Make readability score high

» Make grade level at least 4-5 levels below
your reader’s educational attainment
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Thank-you!

Have thoughts or feedback
regarding this webinare Feel free to

contact:

John L. Daly

Daly@ExecutiveEducationinc.com
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