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Microsoft Dictate & Read Aloud 
 
What is text to speech (TTS)? 

 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
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__________________________________________________________________________________________ 

 
Usefulness of text to speech: 

 

__________________________________________________________________________________________ 
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__________________________________________________________________________________________ 
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Text to speech options in MS Word: 
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Using Read Aloud: 
 

 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Customize Read Aloud: 

 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

 

Microsoft Word Speak: 

 

 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
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Add Speak to quick access bar: 

 
• click on File ➔ Options ➔ Quick Access Toolbar ➔ All Commands  
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Quick access toolbar with Speak: 

 
 

 

 

 

How to use Speak and other notes: 
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