	
	
	[image: ]



	
	
	[image: ]



Microsoft Office 365
Microsoft’s newest version of Office has improved integration so users of third party screen readers can enjoy a much smoother interface and some choice features which can improve accessibility.
Accessibility checkers, accessible templates, auto generated alt text for images and captions for audio.  Word now has a dictate feature.

Text to Speech - Reading Text Out Loud
Speak is a built-in feature of Word, Excel, Outlook, PowerPoint, and OneNote. You can use Speak to have text read aloud in the language of your version of Office.  Link Text to Speech

Word
Read aloud.
As well as reading aloud documents on Word the text to speech feature will enable you to have the words spoken as you type which can be invaluable when composing larger documents.
Link Word text to speech

Excel
By customising the toolbar various text to speech commands become available in Excel.
The feature will allow you to either read a range of cells you have selected or read every cell containing data on the workbook.
Link Excel text to speech

Speech to Text

Outlook
Link Outlook dictation

PowerPoint
Link Powerpoint dictation

OneNote
Link OneNote dictation

Teams (Office 365) – Closed Captions
Browser based for Laptop and Desktop and in app form for Android and Apple.
Facilitates video camera and text communication but it also has a closed captions feature. Closed captions appear as the speaker talks and written dialogues appears as text on the screen live.
Tip - The feature can be found when you are in a Teams meeting by clicking on the three dots and select the ‘Turn on Live Captions’ option. The closed captions will appear along the bottom of the call.
Link Teams Closed Captions

Teams Keyboard Shortcuts
Teams also has full range of keyboard shortcuts to enable a user to navigate and operate the App. Particularly useful to know when using ha screen reader or high levels of magnification.
You can access the keyboard shortcuts directly from within the app in several ways. The methods below apply to both the Desktop and Web apps.
· Press Ctrl+Period (.).
· Press Ctrl+E to go to the Search field, type /keys, and then press Enter.
· Select the profile button with your initials in the top-right corner, and then select Keyboard shortcuts.
· To navigate to the keyboard shortcuts with a screen reader, press the Tab key until you hear "Profile, app settings, and more," and press Enter. Press the Down arrow key until you hear "Keyboard shortcuts," and press Enter.

	Visibility Scotland is the trading name of GWSSB (formerly Glasgow and West of Scotland Society for the Blind). GWSSB is a company registered in Scotland, limited by guarantee with its registered office at 2 Queen’s Crescent, Glasgow, being a recognised Scottish Charity. Registered number SC116552. Scottish Charity Number SC009738.



End of document	

	
	
	



	Page  of 
	
	



image4.jpg
<&

Visibility Scotland




image3.jpg
<&

Visibility Scotland




