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Read Out Loud Function

If you find it easier to listen to instructions
rather than read them, there is a read out
loud function in Word that allows you to hear
what is written in the document.

In the blue toolbar at the top left of the
screen, click ‘Customize Quick Access

Toolbar'. In the dropdown box, click
'More Commands.’
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In the large pop up box, click in the first
dropdown box and click ‘All Commmands'’

Weord Options

General -
eners E'TEI Customize the Quick Access Toolbar.
Display
Customize Quick Access Toolbar
Proct
resting Popular Commands ] I For all documents (defauft) -
S -
Langnge =
S Undo >

Advanced &5 Redo
Customize Ribbon [ Email
Quick Access Tealbar
Add-ins
Trust Center Design Tab

Layout Tab

References Tsb

Mailings Tab

Review Tab

ViewTab

Developer Tab

Add-ins Tab

Acrobat Tab

Smartért Tools | Design Tab

Smartért Tools | Formt Tab

Chart Tools | Design Tab

O©lnspiro 2023

Word Accessibility

Scroll down until you find 'Speak’ then
click ‘Add' to move it to the

right-hand column. Then click ‘Ok'.
The 'Speak’ option will now appear in
the top blue toolbar
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To use the 'Speak’ function, highlight
the text you want to hear in the Word

document, then click the 'Speak’ button.
The highlighted text will be read out
once.
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