
How to get Microsoft Office (Word) to Read Text Aloud 

 

Summary 

1. Open your Word 365 document  

2. On the Review tab, select Read Aloud. 

3. To play Read Aloud, select Play in the controls. 

4. To pause Read Aloud, select Pause. 

5. To skip from one paragraph to another, select Previous or Next. 

6. To exit Read Aloud, select Stop on the Read Aloud Controls. 

 

 

1. Open your Word document using Word in Microsoft Office 365 

 

 

2. On the main toolbar, click on the Review tab 

 

 

3. On the Review tab, select Read Aloud. 



 

 

The Read Aloud controls will appear on the top right of your screen. 

 

 

Read Aloud Controls 

 

 

 

 

 

 

 

 

 

 

Help and Support from UWTSD 

 

https://www.uwtsd.ac.uk/office365/ 

 

https://www.uwtsd.ac.uk/its/itservices/microsoft-office-365/ 
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