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READABILITY TIPS

Using Microsoft Word
Readability Features

Researchers often create flyers to recruit participants to their studies.
Using plain language allows information to be understood quickly and
easily, and may assist in recruiting more diverse volunteers.
Readability statistics are useful when creating study materials to
ensure a standard of plain language is maintained.

Enable the readability function in Microsoft Word in 5 easy steps:

STEP 1. Open Word and go to “File” then “Options.”
STEP 2. Click on “Proofing.”

STEP 3. Under “When correcting spelling and grammar in Word,”
make sure the “Check grammar with spelling” box is selected.

STEP 4. Select “Show readability statistics.”

STEP 5. Go back to your document and check grammar. The
Readability Statistics should pop up at the end of the check.

WRITING TIPS

Aim for 5th grade reading

level or lower.

Aim for reading ease
above 50.

Try to make sentences no
more than 20 words long.

Use words that are
common in plain

language, when you can.

Try to make paragraphs
no more than 4 sentences
long.

Make the flyer as simple
as possible. Use bullet
points, short phrases, and
spacing for easy reading.

Use words with 1 or 2
syllables whenever
possible.

Remember, details can be
shared during screening

or on the consent form.
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