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Within MS Word there is a function call Editor, this allows you to check your grammar, style
refinements for example clarity and conciseness, formality, vocabulary to name just a few. MS Editor
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How to use MS Editor

can help bring out the best in your letters to reports.

Step 1: Setting up Editor.

1. Open

MS Word.

Figure 1: Open MS Word

2. Choose Options

Fig

Account

Feedba@

Options

ure 2: Options in Word

3. Select Proofing

Word Options i X
General abc
Change how Word corrects and formats your text.
Display
Proofing ‘—@ AutoCorrect options
Save Change how Word corrects and formats text as you type: WAool {=la f o]oife]) -0
Language . . - =
When correcting spelling in Microsoft Office programs

Accessibility

~ Ignore words in UPPERCASE
Advanced

~  Ignore words that contain numbers
Customise Ribbon ~ Ignore Internet and file addresses
Quick Access Toolbar ~ Flag repeated words
Add-ins M Suggest from main dictionary only

Trust Center
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Custom Dictionaries...

When correcting spelling and grammar in Word

~ Check spelling as you type

~ Mark grammar errors as you type
~ Frequently confused words

M Show readability statistics

Choose the checks Editor will perform for Grammar and Refinements

VLG IS Grammar & Refinements v
Recheck Document

Exceptions for: How to use Editor in MS Word

M Hide spelling errors in this document only

M Hide grammar errors in this document only

Figure 3: Proofing Options

How to use Editor in MS Word
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4. After selecting proofing ensure the below are selected, by default these should already be

setup.

When correcting spelling and grammar in Word

v Check spelling as you type

v Mark grammar errors as you type

v Frequently confused words

B Show readability statistics

Choose the checks Editor will perform for Grammar and Refinements

ViR [l Grammar & Refinements ~
Recheck Document

Exceptions for: How to use Editor in MS Word =

M Hide spelling errors in this document only

M Hide grammar errors in this document only

Figure 4: Grammar and Spelling Options

5. Click OK
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Step 2: Using Editor in MS Word

Editor can check for over 150 grammar issues and refine your text to make a more professional
document. Editor can recommend as to where to add hyphens, commas if the text sounds passive.

6. On the Home Ribbon, select Editor.

File  Home Insert Draw Design Layout References Mailings Review View Help | O Comments | & Share v
Cut f = ~ A — &
[;3 [l Gooy <11 -JA A Aax | Ao | = AaBbccDd | AaBbCDd | AGBDC(| AaBbCCE | AaBbCCD:  408bCc0d |
'.:. 4““,: n B I Uvab x X Av 2 A~ .g = g3 i 1 Nomal | No Spacing | Heading 1 || Heading 2 | Heading 3 || Heading 4 E
Clipboard & Font. & Paragraph & Styles.

Figure 5: Home Ribbon

7. To the righthand-side of your word the Editor will open.

Editor @

Editor Score

Formal writing v

Spelling

Grammar

Clarity

Conciseness

Formality

Inclusiveness

Punctuation Conventions

Yrocus EE B ———+ 50w

Figure 6 Editor:
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Step 3: Editor Settings

8. Editor Score: will appear at the top of the side bar, this is calculated using the corrections,
refinements, similarity, and insights. The higher the score the more proficient your
document, the target score within any document would be 100%.

Editor Score @,

Figure 7: Editor Score

9. Formal Writing (Formal): Under this option the editor will apply all the setting for grammar
and refinements, this will result in the most recommendations throughout your document.

Formal writing v~

o)

Professional

Spelling ol

Figure 8: Formal Writing (Formal)

10. Formal Writing (Professional): The professional option applies most of the grammar and
refinements settings, this means that it will fewer recommendation unlike the formal option.

Formal writing v
~ Formal }
Professional @! |
Spelling Gl

Figure 9: Formal Writing (Professional)

11. Formal Writing (Casual): The casual option has the lowest grammar and refinement settings
of the three. It would be best to stick with one of the top two options when using the Editor.

Formal writing v

~ Formal ]

Professional

Spelling
Casual @2 Figure 10: Formal Writing

(Casual)
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12. Corrections: There are two options under the corrections which are spelling and grammar.
Spelling will give you the amount of incorrect spelling within the document, the grammar
check the grammar within the document. As you will see in figure 11 there is currently one
spelling mistake.

Spelling

Grammar

Figure 11: Corrections

13. Refinements: The options within the refinement section will be for punctuation, clarity of
you text and vocabulary. The suggest that are made will be numbered, click on the option
when they appear.

Clarity

Conciseness

Punctuation Conventions

Vocabulary

Figure 12: Refinements

14. Similarity: The similarity options check your document for similarity on the web, this section
falls under Plagiarism policies.

y Check for similarity to online
sources.

Figure 13: Similarity.

15. Explain when you click the similarity button and comes back with zero result, this is what
you would like to see when it comes to any document especially research documents.

y The document has changed.

Recheck for similarity.

Similarities reviewed 0/0*

Figure 14: Similarity Result.
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16. The insight options dives more into your document to give you an over all view/stat. To get
the stat of you document, click on the Document stat, and pop window stating it is going to
calculate the stat as shown in figure 16.

Document stats

Figure 15: Insights.

Microsoft Word X

o We are calculating the stats for you. For very long documents, this might take a few minutes. Do you want to continue?

Figure 16: Calculating the stats.

17. Readability Statistics: this is the results from the document.

Readability Statistics @' ? *
Counts |
Words 426
Characters 2,497
Paragraphs 34
Sentences 18
Averages
Sentences per Paragraph 1.3
Words per Sentence 17.7
Characters per Word 4.8
Readability
Flesch Reading Ease 492
Flesch-Kincaid Grade Level 108
Passive Sentences 11.1%

Figure 17: Readability Statistics
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