Put Read Aloud on your toolbar in Word
This resource supports the development of level 1, stage 1 core capabilities.
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	[image: Image of read aloud icon in MS Word]
	Read Aloud is a feature of Microsoft Word. It can read the text in an open document to you.
You need to have Microsoft Word installed on your computer. It does not work if you use Microsoft Word 365 in your browser.
To listen, you need to have headphones or speakers (inbuilt or plugged in).
There are five steps to put the button on your toolbar. 


[bookmark: _Toc173755722]Step 1
	Right click over a gray part of the toolbar


Click Customise the Ribbon …
	[image: Screenshot of the top centre of the Word Window. Inclures the dropdown menu showing 3 options.]
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	Click Home



Click the New Group button

You can rename your group if you want to
	[image: Screenshot of the Word Options pop-up]
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	Click where it says ‘popular commands’
Click ‘All commands’ in the drop-down menu
	[image: A screenshot of the Word Options pop-up]


[bookmark: _Toc173755725]Step 4
	Scroll down to ‘Read Aloud’ and click
It’s a fair way down, so don’t give up …
… and make sure your New Group is highlighted Click on it if you need to


Click the Add button
You’ll see the Read Aloud icon appear under your new group
Click OK
	
[image: Screenshop of the Word Options pop-up.]
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	You will now find a new button on your Home toolbar.
Open a document and click the button to start listening.
	[image: Screen shot of the right side of the toolbar. It includes Dictate, Editor and Read Aloud.]
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	[image: Screen shot of the control icons. From left, these are: go back, play, fast forward, sound settings and close. ]
	When you have installed Read Aloud, you can control it from the toolbar in the top right corner of your window.
This appears after you click the Read Aloud button.

	[image: Screen shot of the control icons. The sound settings is highlighted and there are 2 options: reading speed (with a click and drag controller) and Voice Selection (Female is selected from a dropdown list).]
	Click the settings icon to choose:
· the reading speed that you like
· the voice you prefer
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