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How to use Read Aloud

Read aloud feature that comes with MS 365 is a powerful text to speech, which reads your
documents created in MS Word. Read aloud can be a useful tool when it comes to your busy
schedule, by allowing you to complete other tasks.

Step 1: Setting up Read Aloud
1. Open MS Outlook.
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Figure 1: Word Icon

2. Select blank document.

Blank document
Figure 2: Blank Document

3. Onthe top of Word, you will see the quick access toolbar.
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Figure 3: Quick Access Toolbar

4. On the quick access tool bar, you will see the a down arrow with a line sitting on top.
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Figure 4: Arrow on Quick Access Toolbar
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5. Click on the down arrow.
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Figure 5: More Commands

6. Click on more Commands.

7. Word options screen will appear.
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Figure 6: Word Options

sjogms365rollout.ie How to use Read Aloud in MS Word .



https://sjogms365rollout.ie/

ICT Department St John of God MS 365 Training Material

8. Select Quick Access Toolbar.
9. Scroll down until you see Read Aloud on the left-hand panel.

10. Click on Read Aloud, and press add.
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Figure 7: Quick Access Commands

11. Once you click on the Add button, the Read Aloud icon moves into Customise Quick Access
Toolbar.

12. Click ok when done.

13. You will now see the Read Aloud Icon on your Quick Access Toolbar.
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Figure 8: Quick Access Bar & Read Aloud
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Step 2: How to use Read Aloud

14. Open a previous document.
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How to restart a computer
SJOG ICT department are asking all users to restart their computers and laptops once a week, but
why? the reasoning behind restarting computers and laptops is so that all operating systems, for
example Windows 10, the new MS 365, receives the latest updates which includes security settings,
and new features that are available.

There is another reason behind restarting your computers and laptops once a week, it allows the
system memory to refresh, this helps the computers and laptops run optimally over time. We can
put it down to a simple statement “The best way to reset is a restart”.

Step 1: Restarting your computer
1. Using your mouse, right click on the Windows start button

Figure 1: Windows Start Button

Figure 9: Open Document

15. Click Read Aloud, you will see Read aloud toolbar will appear, along with it starting to
automatically read your document.

Figure 10: Read Aloud Toolbar
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Step 3: Read Aloud Toolbar

16. Previous button: Will step back to the word or sentence.

N

Figure 11: Previous Button

17. Play Button: Will start Read Aloud and or Stop Read Aloud
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Figure 12: Play Button

18. Next button: Will step forward to the word or sentence.
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Figure 13: Next Button

19. Read Speed will speed up or slow down the reading, you can select male or a female voice
with the dropdown menu.

Reading speed
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Voice Selection
Male

Figure 14: Setting Button

20. To close Read Aloud click X.

Figure 15: Close Button
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