
Microsoft Text to speech 

Word (and Power Point too!) 

 

     Simply highlight any text that you want to be read  
     out.  Then click on ‘speak’ icon.  
 

 

 

 

 

 

 

 

No ‘Speak’ icon?  
To add the ‘speak’ icon to your quick access toolbar click  
the drop down icon and you will open a menu –  
 
 

 

 

 

 

 

 

 

 

 

     

 

 

 

  

 

 

Choose ‘All Commands’ –  

Look down the list for  

‘Speak’ icon.                                                                                            
Click ‘Add’ and then ‘OK’ 



Microsoft Edge 

 

To access ‘text to speech’ on Microsoft Edge open the  

‘Settings and more…’ menu in the top right corner. 

 

Click on ‘Read aloud’, this will enable the function to  

begin reading the web page currently open. 

 

The words will be highlighted as they are read  

 

 

 

 

 

 

 

 

 

To choose the voice of the reader click on the speak icon 
on the bar appearing at the top of the page.   

This opens the drop down menu allowing you to change 
the speed and type of voice (three defaults)  

 

 

 

 

 

 

 

NB: You can also highlight sections of text and right click to access read aloud. 


