
Accessibility Tips Using MS Word 
 

Auto Summarize 
 

AutoSummarize is a tool that looks for keywords within your document and those 
sentences that contain keywords get put into a summary.  AutoSummarize works best 
on well-structured documents such as reports, articles, and scientific papers. 
 

1. Click on the Tools Menu then AutoSummarize.  
2. Choose the type and length of summary. 
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