EMWA Professional Development Programme

Using readability tools to help edit
biomedical research articles (LWF15)

Language and writing, Foundation Level, 3.5 hours

Dr John Dixon, Libra Scientific Communications

Pre-workshop assignment

Objectives
1. Review some techniques that help writers produce clear, concise language

2. Analyse a piece of your own writing for ‘readability’ using Microsoft Word’s
inbuilt Readability Statistics.

Content
Please see ‘Instructions’ below.

Assessment criteria

There will be no formal assessment, but please bring to the workshop your analysis.

Instructions and questions

1. Read the three articles in Medical Writing cited below. You don’t need to do the
exercises in the articles, but they are useful if you have the time.

2. Analyse a piece of your own writing using Microsoft Word’s Readability Statistics.
Please refer to the detailed instructions below and the attached article ‘How to
analyse a piece of text in Microsoft Word using readability statistics’.

The analysis is usually simple, but occasionally things don’t work. Don’t worry! If
you are having trouble, please do contact me, John Dixon, on
john@]librasciencecomms.co.uk.

Resources and materials

For reading:

Moller, C. 2017. Removing the dead wood. Medical Writing, 26, 14-16.
Available at: http://journal.emwa.org/writing-better/removing-the-dead-wood/

Every, B. 2017. Writing economically in medicine and science: Tips for tacking
wordiness. Medical Writing, 26, 17-20.

Available at: http://journal.emwa.org/writing-better/writing-economically-in-
medicine-and-science-tips-for-tackling-wordiness/

Lang, T. 2017. How to shorten a text by up to 30% and improve clarity without losing
information. Medical Writing, 26, 21-25.

Available at: http://journal.emwa.org/writing-better/how-to-shorten-a-text-by-up-to-
30-and-improve-clarity-without-losing-information/

Time required
2 hours
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Analyse a piece of your own writing using Microsoft Word’s Readability
Statistics

Notes

This is not an exercise to test whether your writing style is ‘good’ or ‘poor’.

However, the exercise of using readability statistics can illustrate some useful
points. In the workshop, we’ll go into more detail and identify what the scores are
telling us.

The readability formulas used in MS Word (Flesch Reading Ease and Flesch—
Kincaid Grade Level) were never designed for and validated against scientific and
technical documents.

They usually yield ‘poor’ scores for such documents; the scores are adversely
influenced by technical vocabulary that you often cannot avoid.

So, don’t be concerned if you get scores that suggest readability could be
improved!

Choose an example of your own writing

Select an example of your own writing of about S00—750 words. Suitable writing
examples include the following: part of an assignment, report, Abstract, Introduction
or Discussion to a paper you have written, a literature review or the non-technical
parts of a fellowship application.

It's best to choose something written in full sentences and paragraphs, rather than
lists or notes.

Try to avoid material that is highly technical or full of data and formulas.
Ideally, delete in-text citations, references, equations, figures, tables and statistics.

You will get more out of analysing work in progress, rather than something that
has already been read and edited by other people.

If you don't have an example of your own, you could write a short piece specifically
for the course or bring someone else's text (but please, nothing that will cause offence
to the original author if constructive criticisms are made!).

Now follow the instructions in the document below: ‘How to analyse a piece of
text in Microsoft Word using readability statistics’

Write your results in the table and have them to hand during the workshop.

Average words per sentence

Flesch Reading Ease

Flesch—Kincaid Grade Level

Passive sentence %




How to analyse a piece of text in
Microsoft Word using readability statistics

Important notes

Macs and PCs differ in the way settings are adjusted

These instructions apply to Macs and PCs, and separate instructions are provided for each.

Removing elements that interfere with readability statistics

The readability formulas used in Microsoft Word count the total number of sentences, total
number of words and average word length (in syllables).

Everything that MS Word considers as a ‘word’ is counted, and this includes in-text citations,
references, equations, figures, tables and statistics.

Therefore, to get an accurate assessment of text readability, it’s better to remove in-text citations,
references, equations, figures, tables and statistics — as one would not usually want to include
these when assessing the readability of a document.

When things go wrong

Sometimes readability statistics don’t appear. Interference can sometimes occur if documents are
divided into separate sections or have particular formatting. Here are some suggestions if statistics
don’t appear.

(a)

(b)

Analyse unformatted text in a completely new document. Copy the text in your document. Open
a new Word document and paste the unformatted text into the new document. Here’s how:

> Copy all text from the original document

> Open a new blank Word document

> Paste / Paste Special / Unformatted Text or

> Paste [dropdown menu] / Keep Text Only

Create and run a macro. At the end of this document are instructions on how to create and run a
simple macro in MS Word on a PC. This will provide readability statistics without needing to

change any settings and without performing a document check (‘Editor’ or ‘Spelling and Grammar’
check). Unfortunately, this macro cannot be used on Macs.

john@librasciencecomms.co.uk

Not for reproduction or distribution through any medium without permission. 17-Sep-2021

analysis 1


mailto:john@librasciencecomms.co.uk

What you are aiming to see

Here’s what you are aiming to see

Readability Statistil
Readability Statistics ? X SacaRlVASIEECES
Counts
Counts Words o
P 696 Characters 170
Characters 4,146
Paragraphs |
T b Sentences 2
Sentences 19
Averages Averages
Sentences per Paragraph 2
Sentences per Paragraph 47 word ot -
Words per Sentence 36.6 lords per Sentence
Characters per Word 5.8 Characters per Word 49
Readability Readability
Flesch Reading Ease 45 Flesch Reading Ease 58.4
Flesch-Kincaid Grade Level 21.2 Flesch-Kincaid Grade Level 79
Passive Sentences 52.6% Passive Sentences 100%
OK

Here’s an interpretation of results if you are analysing a scientific/technical document

Flesch reading ease low values e.g. < 20 suggest readability could be improved
Flesch—Kincaid grade level high values, e.g. > 16 suggest readability could be improved
Notes

e The readability formulas used in MS Word (Flesch Reading Ease and Flesch—Kincaid
Grade Level) were never designed for and validated against scientific and technical
documents.

e They usually yield ‘poor’ scores for such documents; the scores are adversely influenced
by technical vocabulary that you often cannot avoid.

e So, don’t be concerned if you get scores that ‘suggest’ readability could be improved!

e However, the exercise of using readability statistics can illustrate some useful points. In
the workshop, we’ll go into more detail and identify what the scores are telling us.
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For PC users

Change settings in Microsoft Word so that readability statistics will display after

performing a document check (‘Editor’ or ‘Spelling and Grammar’ check)

e Open a document in Microsoft Word.

text citations, references, equations, figures, tables and statistics.

e Select File / Options.

File Hpme Insert Draw Design Layout References Mailings Review Vie
= - v — 1— "—
E Calibri (Body) =11 | A" A” Aa- B 1=-i=- =~
Paste [Ih 2 2. A
B I U-~ X, N - - - EE=E=E | 1=
- ¥ Format Painter Ureex A — - — — | +=
Clipboard 7} Font ~ Paragraph 7}

Info

LCT Oxford CDT - Programme - Draft 1

Documents » LIBRA TRAINING » ALL COURSES » OXFORD CDT » 2018

Protect Document

» c i ch
Protect
nnnnnnnnn
A Inspect Document

e Select the Proofing tab.

Word Options @ e 8 @ ? X
Genera abc =
%,/ Change how Word corrects and formats your text.
hange how Word corrects and formats text as you type: | AutoCorrect Options.
Language
When spellin, soft Office programs.
Ease of Access

Advanced

Customize Ribbon

Trust Center
Custom Dictionaries...

French modes: | Traditional and new spellings~

When correcting spelling and grammar in Word

Show readability statistics

Check grammar and refinements in the Editor Pane

Recheck Document

Evrantinne énrs | f2 Docimant]

Ideally, remove items that artificially interfere with readability statistics results. These include in-

analysis 3



e Under the section ‘When correcting spelling and grammar in Word’ check ‘Show readability
statistics’ (and make sure ‘Check grammar and refinements in the Editor Pane’ is also selected).

e Inthe same window, select the ‘Settings’ tab.

e Scroll down the ‘Options’ in the window that appears and under the sub-heading of ‘Clarity’ and
select any options mentioning ‘Passive Voice’

Grammar Settings @0 BB <@ mE [ ? be

General abc Writing style:
o Change how Word corrects and format]
Grammar & Refinements ~

Display

AutoCorrect options Options:
~
Save o

Change how Word corrects and formats text ag

Language

When correcting spelling in Microsoft Office prg A
9 speing i Adverb Placement

[ Double Negation .
O sargon Clarity

Passive Voice

Passive Voice with Unknown . .
Sentence Structure J Passive Voice

Ease of Access

. ~| lgnore words in UPPERCASE
Advanced

4

Ignore words that contain numbers
Customize Ribbon

4

Ignore Internet and file addresses

Quick Access Toolbar ~| Flag repeated words N )
) [ simpler wording . . .
Addins Enforce accented uppercase in Fiffach & seit ininvives Passive Voice with Unknown Actor
Suggest from main djctionary Use of Euphemisms
Trust Center [ verb Number with Collective Houn (Great Britain) w |

Custom Dictionaries...
French modes: | Traditional anlnew spellings | | Reset Al Cancel

Spanish modes: | Tuteo verb forfps

When correcting spelling and granimar in Word

v| Check spelling as you type

~| Mark grammar error

s you type
~| Frequently confused words

~| Check grammar and refinements in the Rditor Pane
+| Show readability statistics
Choose the checks Editor will perform for

Writing Style: | Grammar & Refinement

Recheck Document

Excantinne far | B2 Nocoimant] >

oK Cancel

e Now select ‘OK’ to exit this window and ‘OK’ again to finish changing the settings.

Run the ‘Editor’ (or in earlier versions of MS Word a ‘Spelling and Grammar’ check or
‘Check Document’) — after which readability statistics will appear

e Place your cursor at the beginning of the document.

e Run the ‘Editor’, (or in other Word versions a ‘Spelling and Grammar’ check or ‘Check
Document’) ... BUT

e ... IGNORE any corrections offered. So just select ‘Ignore All’ whenever this shows (or ‘Ignore
Once’ if this only appears) until you have completely finished the document check.

o NOTE: Microsoft has changed the name of the document checker over the years. It is now called
‘Editor’ but previous names include ‘Spelling and Grammar’ and ‘Check Document’. These
versions are illustrated below.
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MS Word ‘Editor, ‘Check Document’ or ‘Spelling and Grammar’ checkers

Documentl - Word

Insert Draw Design Layout References Mailing @ iew

= | A [ | 5% &t T T

=123

resaurus Word Read Check Translate Language New
Count Aloud | Accessibility ~ = = Comment

Speech Accessibility Language Comments

Rme Insert Draw Design Layout References Maili \-’lew Developer Help ACROBAT

B All Markup -

a\/bc = A::) [f% 5% /ﬂ 'ij (1 EN % %) Show Markup -

Check esaurus Word Read Check Translate Language Mew Track
Document Count | Aloud  Accessibility - - Comment Changes ~ ] Reviewing Pane ~
Proofing Speech | Accessibility Language Comments Tracking ]

File lessage Insert Options Format Te @ Ip ADCBE PDF @ Tell me what you want to do
abc — D) i e
o =723 A’) ﬁ* p ax A J

Spelling & hesaurus Word Read Check Smart = Translate Language
Grammar Count | Aloud Accessibility Lookup = e
Proofing Speech = Accessibility = Insights Language
Editor u
Click to run Editor Score 9 5 %
the Editor
o
Corrections
Spelling 1
o
Refinements
<
o
o
Give feedback to Microsoft
Tell us what you think about Editor
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Ignore every suggested correction (use ‘Ignore All’ if this shows, otherwise
‘Ignore Once’)

Editor Tz
e 3 Remaining - All issues < >
Spelling

Not in Dictionary Spelling and Grammar: English (Unifld KiE—Edo m [ ? b4

Mot in Dictionary:

Thehmyspeling and gramar check is dredful. " speling] - roeohe
_ionore once_ |
lgnore All
v Add to Dictionary
Suggestions Suggestions:
. spelling | Change
v spieling
novel, latest, another spilling Change All
spawing —
— spellings AutoCorrect
v
today, currently, immediately
Dictionary language: | English (United Kingdom] ~
know ~ Check grammar
distinguish, understand, experience
Options... Undo Cancel

lgnore Once
lgnare All
Add to Dictionary

English (United Kingdom)
{6} Settings

After completing the ‘Spelling and Grammar’ check, you should now see your document’s readability
statistics.

Readability Statistics ? X
Counts
Words 696
Characters 4146
Paragraphs 4
Sentences 19
Averages
Sentences per Paragraph 4.7
Words per Sentence 36.6
Characters per Word 5.8
Readability
Flesch Reading Ease 4.5
Flesch-Kincaid Grade Level 21.2
Passive Sentences 52.6%
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For Mac users

PLEASE NOTE: as with MS Word on a PC, the menus/submenus and names of icons may
differ depending on your version of MS Word for Macs.

Change settings in Microsoft Word so that readability statistics display after performing a
‘Spelling and Grammar’ or similar document check

e Open a document in Microsoft Word.

e |deally, remove items that artificially interfere with readability statistics results. These include in-
text citations, references, equations, figures, tables and statistics.

e Select Word / Word Preferences / Spelling and Grammar.

View Insent  Format Font

Tooks_Table w.m | - ) 2O ®D T4 Mn2za QE
. iw -
ek Pommard, . S arch Word Frafremees

St W Prelerer:

€

Lees Authoring and Proafing Tools . T
Fe—— o 10 o As A v . ¥
3 . A" |l . . .
Teh T . L -
U == & A B A P . ot o — -
B uie XA A - = E @ = CRET
5 . . g ' p - w ’

] Dutpest and Sharing [
H = < = .
— e i e £ e
Personal Settings.
A wd = -
e e el
tsemaon
Readabilit el || ox | Mderstood.
Various fat such as "speed
£ tina W W Sibilib nb o clisbaman | Voaeanabibilin. inkoenl

e Under the section ‘Grammar’, check ‘Show readability statistics’ (and make sure ‘Check grammar
with spelling’ is also checked).

o Spelling Grammar
< Show All Q
Spelling
Always suggest corrections Ignore words in UPPERCASE
Check spelling as you type Ignore words with numbers
Flag repeated words Suggest from main dictionary only

Frequently confused words
Ignore Internet and file path addresses

Custom dictionary: ~ Custom Dictionary Dictionaries...

Advanced Language Settings...
Grammar

< Grammar

£ Check grammar as you type H H
Check:mmmarwnﬁ speff;ng Check grammar with spelling
Iz Show readability statistics

Show readability statistics

Writing style:  Grammar & Refinements d Settings...
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e Inthe same window, select the ‘Settings’ tab

Grammar Settings

Writing sty H

Msrand style options:
Double Negation .

Spelling Jargon Grammar and style options

| Always suggest corrections Vg Nominalizations .

z & Passive Voice ! H H
v Check spelling as you type v ‘
pe naas youtyp sg Passive Voice with Unknown Actor PaSSI\/e VOICe
ses

v Flag repeated words .
Wordiness o H H
bl SR Passive Voice with Unknown

v Frequently confused words

o S
drosliepetandiiieleatieccy Words in Split Infinitives (more than one)
Custom dictionary: =~ Custom DiclionJ b <
by ] - Require
Advanced Language Settings... Punctuation Required With Quotes = don't check E
Space Between Sentences  don't check B
Grammar
v P
Check grammar as. you ly;?e Reset All Cancel -.m
v Check grammar with spelling

v Show readability statistics
Writing style: Grammar & Reﬁneme.s 3 Settings...

e Scroll down the options that appear in the window subtitled ‘Grammar and style options’ and
check any options mentioning ‘Passive’.

e Now select ‘OK’ to exit this window and exit the Spelling Grammar window.
Run through a ‘Spelling and Grammar’ check — after which readability statistics will appear
e Place your cursor at the beginning of the document.

e Start a ‘Spelling and Grammar’ check by selecting ‘Review’ and the ‘Spelling and Grammar’
icon (%%) ... BUT

e ... IGNORE any corrections offered. So just select ‘Ignore All, or ‘Iignore Once’ until you have
completely finished the ‘Spelling and Grammar’ check.

T~

& Word File View Insert Format Too
) @ oFF B - Jd @ VI
HZa =sert Design Layout References Mailings liew

Table Window Help

ABC =[ ABC 9) [b\ H, F ¥

v A e ax A~ T
Spelling & Tifesaurus Word Read Check Translate Language New Delete Resolve Previous
Grammar Count Aloud Accessibility Comment
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Spelling and Grammar: English (UK)

Not in Dictionary:

Here's a bit of text to do a =c=fing| and grammar check, on.

Ignore All Add

Change Change All AutoCorrect

Cancel

After completing the ‘Spelling and Grammar’ check, you should now see your document’s

readability statistics.

Readability Statistics

Counts
Words
Characters
Paragraphs

Sentences

Averages
Sentences per Paragraph
Words per Sentence

Characters per Word

Readability
Flesch Reading Ease
Flesch-Kincaid Grade Level

Passive Sentences

34
170

49

58.4
79
100%

OK
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A macro if readability stats don’t show on a PC (not Macs)

e On the ribbon in MS Word, click ‘View’.

e Click on the Macro icon or dropdown and click ‘View Macros’.

File Home Insert Draw Design Layout References Mailings [Eeveloper Help ACROBAT P Tell me what you wa
- =q [=l Outline D—l I [ Ruler () is) —
E3 Elorft <) E [ Gridlines D & i g = [ E
Read  Print Web Leaming Vertical Side Zoom 100% New Amange Split Macros
Mode Layout Layout Tools taSide | || Navigation Pane + Page Width Window Al m
Views Immersive Page Movement Show Zoom ‘Window
L |-2‘|‘l‘|‘§‘\-1-\.-_2-\-3._\‘4‘\‘é‘\‘G‘L‘F‘|‘ﬁ;\-9-\|_10-\-ll‘|_\‘ B0 L4 1S 1 T .
Macros Bl & <P @ ? ®
e Macro name:
Microsoft Word readability statistics: — (LI
A macro if stats don’t show on a PC (not Macs) subd Step Into
Din Edit
Din
« On the ribbon in M5 Word, click “View’ et
& inthe Macro name: box, type the name “Readsbility” it Delete
- = = ? x Do QOrganizer...
Wil
F Macros in: | All active templates and documents
Description:
Ot
A1l active templates and documents E Ll Close
il
MsgBox DocStats, vbOKOnly, MBTitle
a End Sub
2 o
. “« R/
e |nthe Macro name box: type the name “Readability”.
Macros Bl [EH ':@ = [ ? b
Macro name:
Red o Run
Step Into
Edit
Create
Delete
COrganizer...
Macros in: | All active templates and documents ~
Description:
Cancel
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e Click ‘Create’ —the Microsoft Visual Basic for Applications (MVBA) window will appear.

........ ity

DELETE TEXT

e Delete all text in the large window.

e Copy all the text below and paste it into the window.

Sub Readability()
Dim DocStats As String
Dim MBTitle As String
Dim J As Integer

MBTitle = "Readability Statistics"
DocStats =""
With ActiveDocument.Content
ForJ=1to 10
DocStats = DocStats & .ReadabilityStatistics(J)
DocStats = DocStats & ": "
DocStats = DocStats & .ReadabilityStatistics(J).Value
DocStats = DocStats & vbCrLf
Next J
End With
MsgBox DocStats, vbOKOnly, MBTitle
End Sub
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Click on the Save icon and close the MVBA window

/

O™ m

an9 P a T @ nircos

] [Resdabiiny

(Gener

PASTED TEXT

DocStats = DocStats & .ReadabilicyStatistics(J) .Value
Docstats = DocStats & VECILE

aa witn
MsgBox DocStats, vbOKOmly, MBTitle

zaa sus

\_

ane) Nenttacros

Now click on the Macro icon or dropdown ‘View Macros’, and scroll to/select the macro

“Readability”, which should then appear in the Macro name: box.

INSTRUCTIONS - M

BB -

macro for readability stats - Saved to this PC

8 ©-

File Home Insert Draw Design Layout References Mailings Review View Developer Help ACROBAT 2 Tell me what you want,
- . =m] [Eloutline D‘\ I [ Ruler Q F\ [E] One Page +j g E 5] =
Bl E = ot <) E “—— [ Gridlines I e putiple Pages Es iy
Read | Print  Web Leamning Vertical Side ) Zoom 100% = MNew  Arrange i joperties
Mode Layout Layout Tools to Side | [ Navigation Pane «- Page Width Window s Windo
Views Immersive  Page Movement Show Zoom window Macros gIharepoint
V4
Macros 0 & @ @ [ ? x
Macro name:
Readability Run
ENHelp ~
ENInsertFigure Step Into
ENInsertMote
ENInsertSelectedCitations Edit
ENPreferences =
ENRemoveFieldCodes ot
ENShowOnlylnBibliography Sreate
ENToggleCategorizeReferences
ENTogaglelnstantFormatting Delete
ENUnformatCitations
ENUpdateEditCitations Organizer...
Readabili bl
Macros in: | All active templates and documents i
Description:
Cancel

Click on ‘Run’ and readability statistics should appear after a short delay.

Readability Statistics

Words: 925

Characters: 4.627

Paragraphs: 80

Sentences: 40

Sentences per Paragraph: 1.6
Words per Sentence: 17.7
Characters per Word: 4.4
Flesch Reading Ease: 65.2
Flesch-Kincaid Grade Level: 8.3
Passive Sentences: 7.39
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