
Readability Statistics in Microsoft© Word 
 
         “Readability Statistics” is a great feature available in Microsoft© Word.  The statistics 
will give approximate readability and grade level based on the Flesch-Kincaid scale.   
 
 According to Microsoft’s help guide, the Flesch-Kincaid Grade Level readability 
score analyzes and rates text on a U.S. grade-school level based on the average number 
of syllables per word and words per sentence. A score of 8.0 means that an eighth grader 
would understand the text. 
 

Reading Ease “rates text on a 100-point scale; the higher the score, the easier it is  
to understand the text. For most standard documents, aim for a score of approximately 60 
to 70.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
More information on formulas used is available under the “Help” option in the tool bar. 
 
 
 
 
 
 
 
 
 
 
 

Score mapping table: 

Flesch 
Reading  

Ease Score 
  

Readability  
Level 

0 - 29  Very difficult 

30 - 49  Difficult 

50 - 59  
Fairly 

difficult 

60 - 69  Standard 

70 - 79  Fairly easy 

80 - 89  Easy 

90 - 100  Very easy 



 
 
 
Setting Readability Statistics: (You will do this once.) 
 

1. Click on Tools in the toolbar.   
  

  
2. Scroll down to Options and click. [Mac: Select Spelling & Grammar.] 
 

 
 

3. Click on the “Spelling & Grammar” tab. “Show Readability Statistics” [Mac: Click 
on the “Options” button. Make sure ‘Show readability statistics’ is checked.] 

 

 
 
 



 
 
 
 
 
Using Readability Statistics: 

 
1) Type or paste text. 
2) Click on the “Check Spelling” button, Press “F7” on your keyboard, or   Choose 

“Spelling and Grammar” after clicking on “Tools”. [Mac: Click on Tools in the 
toolbar and select "Spelling and Grammar".] 

 

 
 
It does NOT work if you correct the entire document by right clicking on misspelled words. 

 
3) A window with the statistical information will pop-up. (See example)  

[Mac: The Readability window will appear after Word has checked spelling errors.] 
 

 

           
 
 
 


