
 
 

 
 

Summarizing Text using MS Word 
 

You can create a summary of any document that you have typed or scanned into a word 
processor, or any electronic text from a website.  For example, if you find information on the 
web, but it is too much text for your students, you can use the AutoSummarize feature to 
reduce the percentage of text.  This works best with expository text.  This is useful in the 
following ways: 

 Providing background information prior to teaching new content 
 Providing summaries to help students understand the gist of what they will read in the 

full text versions 
 Developing study guides 
 Decreasing the amount of reading for students with modified reading goals 

 
How to AutoSummarize Text 

 
 Locate the text you want to create a summary of (either open the file or navigate to the 

website) 
• Select the text you want to modify by highlighting it and copying it (CTRL-C)  
• Open MS Word 
• Paste the text you copied (CTRL-V) into a new MS Word document. 
• Click on “Tools” 
• Click on “AutoSummarize” 
• You will get a pop up window.  Click OK.  

 
• Use the arrows to adjust the amount of the text upward or downward.  The 

highlighted areas show you the auto summarized text.  
• Once you have highlighted the text you feel is essential,  click on close. 
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 Final step: Go back to Tools > AutoSummarize and select the option “Create a new 
document and put the summary there.”   

 
 

 
 

 
The summary of the text is automatically condensed into a new file. 
Example:  
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