SCREENSHOT GUIDES: HOW TO USE MICROSOFT SPEAK TO HAVE A DOCUMENT READ ALOUD 
[bookmark: _GoBack]How to use the Microsoft Speak screen reader (for Microsoft Word documents, including if you wish to download the Advice Guide to your own PC as a Word document):


1. [image: ]Click on the little drop-down arrow at the top left hand corner of the screen, just above the ‘Insert’ tab (which is to the right of the ‘Home’ tab). A menu should appear: 

2. Click on ‘More Commands…’ from this menu: 
[image: ]

A dialogue box will appear like the one below: 
[image: ]
	




	




3. In the little box where it says ‘Popular Commands,’ click on the drop-down arrow and select ‘All Commands.’  
[image: ]
	










(Please make sure you always click on ‘All Commands,’ as this is the step many people forget when doing this from memory.)

4. After clicking on ‘All Commands,’ from the box that appears below, scroll down to select ‘Speak’ from the options (note: it will be quicker to drag the scroll bar down to the ‘s’s, as there are a lot of options!). Click on ‘Speak.’ 
[image: ]











5. Once you have clicked on ‘Speak,’ click on the little box in the middle of the screen that says ‘Add >>.’ The Speak function should now be visible in the right hand box. (Double-clicking ‘Speak’ will add it to the right hand box automatically.) 	
[image: ]













6. Click on ‘OK’ at the bottom right of the page. The Word Options box should now disappear. You will now have enabled your document to be read aloud, using the Microsoft ‘Speak’ function. 
[image: ]

	
	





	




7. To have your text read aloud, you will now need to follow these steps: 

· Highlight the text to be read aloud; [image: ]

· Click on the little speech bubble/arrow icon that should be visible just to the left of the little drop-down arrow above the ‘Insert’ tab (the same drop-down arrow that you first clicked on). 

Note: if you hover your cursor over the little speech bubble icon, the words ‘speak selected text’ will appear. (The speech bubble icon will be ‘greyed out’ until you highlight some text to be read; the icon will appear after text is highlighted); 

· After highlighting the text and clicking the speech bubble icon, you should hear the text being read aloud to you. 

Please ensure you have either your PC speakers switched on or are wearing headphones.
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Advice Guide for Completion of Dyslexia Support Interview Form

*Please refer to the information contained in this guide for clarification, if you need any help
with filing in the dyslexia / dyscalculia / MLD interview form.
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