Microsoft Word Read Aloud

[image: The Read Aloud controls. Close button, rewind button, play button, fastword button and setings button.]

[bookmark: _Hlk95135788]Microsoft Word provides a Read Aloud feature. Listen to text in the document spoken aloud. 
Install Microsoft Word
1. 
2. Visit the VCCCD Office 365 Student Licensing
3. [bookmark: _Hlk95135852]Go to the “Where to Sign Up” section and choose the link provided
4. Enter the school email
a. Example: first_lastname#@my.vcccd.edu
5. [bookmark: _Hlk95135849]Choose “Get Started”
6. [bookmark: _Hlk95135845]Follow instruction provided by Microsoft for installing Office 365, which includes Microsoft Word, PowerPoint and Excel.
[image: Ventura County Community College, VCCCD, Logo, A Ship in the Channel islands harbor]

Activate Read Aloud:
1. Open a Microsoft Word document
2. [bookmark: _Hlk95135838]Choose the “Review” ribbon
3. [bookmark: _Hlk94528647][bookmark: _Hlk95135842]Choose “Read Aloud”
[image: screenshot, The Microsoft Review Ribbon, the Read Aloud button is highlighted. ]

How Read Aloud Works
Two methods for using the Read Aloud feature:
1. Select/Highlight a specific phrase, sentence, word, etc of the document
a. Press “Play”
b. Only the words selected will read aloud
2. With nothing selected
a. Press “Play”
b. Reading will begin from where the typing cursor is placed. 
Other Features:
· While reading, the words will be highlighted to offer tracking while the voice reads. 
· There are options to slow down or speed up the speaking rate. 
· The voice can be changed.
[image: The Read Aloud controls with the settings button shown, the voice rate can be changed along with the voice.]
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