
Microsoft Accessibility tools

• Read Aloud – Outlook, Microsoft Edge
• Immersive Reader- Quick Guide

available in Word, PowerPoint,Outlook, OneNote, Teams, Outlook, Forms, Edge
• Dictation –

available in Word, PowerPoint, OneNote, Outlook
• Translator – Translate Quick guide

available in Word, Outlook, PowerPoint, OneNote

• Use IT to Improve Reading Skills - Margaret River Senior High School
• Use your voice to create and complete tasks - Margaret River Senior High School

https://educationwaeduau-my.sharepoint.com/:f:/g/personal/petra_stene_education_wa_edu_au/IgAk0FDUzQqwSrzJKZyhZ1EjAR7O1uDmg0bOk2Z-KHC7u7A?e=nl49GZ
https://educationwaeduau-my.sharepoint.com/:b:/g/personal/petra_stene_education_wa_edu_au/IQDLQ2O_YST7T6bGUu9c8YinAQP3arpmr7VJEyiyjNnDyZg?e=Ty9obW
https://educationwaeduau-my.sharepoint.com/:b:/g/personal/petra_stene_education_wa_edu_au/IQAK3kkFtSxqSb166HkVVC0GAXtdXHteCAIIS1pUzMGCDVo?e=HX1AGb
https://margaretrivershs.wa.edu.au/ict-tips-and-tricks/use-it-to-improve-reading-skills/
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Read aloud in Microsoft Edge Web browser

Ctrl + Shift + U

X to close

https://margaretrivershs.wa.edu.au/ict-tips-and-tricks/use-your-voice-to-create-and-complete-tasks/


Read aloud in Outlook for Web
• Right mouse click – more tools – read aloud or CTRL + SHIFT + U
• Right mouse click -  close read aloud

Controls at top of screen:





Immersive Reader – In Word and PowerPoint
Choose View>  Immersive Reader



The document will open  in Immersive Reader

Press Play to listen – you can 
change the voice options – it will 
highlight words as it reads

Click on the 
sound settings 
to change the 
Voice speed 
and Selection

These tools give 
additional options as outlined in 
the next pages









Make sure that you have configured your audio and sound settings first – this 
will change in different devices!



Dictate



Dictate
• In Word (web app)

Choose Home – Dictate

• In Outlook (web app)
Open a new Message – click in the body of the message
Choose Message - Dictate

You may need to expand 
your toolbars to see the 
Dictate button click on … 
the scroll down to find it



Translate in Word– 
Highlight -  Right Mouse click – Choose Translate

It will open a panel 
to the right where 
you can change the 
languages



Reading Coach
You can add passages for students to practice - Sign in with your account – Choose Teacher – add passages

• Coach.Microsoft.com

https://coach.microsoft.com/
https://coach.microsoft.com/


Rehearse with coach - PowerPoint
Choose Slide show – Rehearse with Coach – Start Rehearsing

Rehearse your slide show with Speaker Coach - Microsoft Support

https://support.microsoft.com/en-au/office/rehearse-your-slide-show-with-speaker-coach-cd7fc941-5c3b-498c-a225-83ef3f64f07b
https://support.microsoft.com/en-au/office/rehearse-your-slide-show-with-speaker-coach-cd7fc941-5c3b-498c-a225-83ef3f64f07b
https://support.microsoft.com/en-au/office/rehearse-your-slide-show-with-speaker-coach-cd7fc941-5c3b-498c-a225-83ef3f64f07b
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