	MS Word Feature
	Location
	Highlights

	Spelling Check
	Tools>>>Options>>>Spelling & Grammar
	Can be configured to meet student needs

Can add custom dictionaries

	Grammar Check
	Tools>>>Options>>>Spelling &Grammar>>>Options
	Can set a variety of grammar options  

	Readability
	Tools>>>Options>>>Spelling & Grammar
	Useful as an approximation of the level of reading skills needed to read any particular text
Based on average sentence length and # of syllables/word

 Flesch Reading Ease score – ease of reading 

 Flesch-Kincaid Grade Level score – grade level equivalency

	Highlighting Text in color
	View>>>Toolbars>>>>Formatting toolbar
	Used to highlight texts electronically, as they might with highlighting markers

	Tracking Changes


	Tools>>>Track Changes

View>>>Toolbars>>>>Reviewing toolbar 
	Used to correct or make suggested changes to a document that can be accepted or rejected by subsequent readers

	Inserting Comments and Voice comments
	View>>>Toolbars>>>Reviewing Toolbar
	Used to insert reader comments, either text or audio

	Templates
	Saving: File>>>Save As

Using: File>>>New
	A template is a file with saved structure and style that is opened as a new document

	AutoText


	Insert>>>AutoText>>>New
	Used to create “macros” that will automatically insert text blocks of any length into their writing

	AutoCorrec
	from the Tools menu:Tools>>>AutoCorrect --from the spelling checker: Tools>>>Spelling and Grammar
	Useful for automatic correction of typing or spelling errors individuals frequently make

	AutoSummarize


	Tools>>>AutoSummarize
	Creates a summary of any on-screen document

	Hidden Text


	Format>>>Font
	used to create a template file that has a structure, or story grammar, for any type of writing
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