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Factsheet 4: Use technology to support the reading of
digital documents (access information differently)

Microsoft Word (Office 365)

Use Microsoft Word ‘Learning Tools’.

e Select the ‘View’ tab (red arrow) and then ‘Learning Tools’ (green arrow).
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e ‘Line Focus’ settings can help you to maintain focus when reading.
e Use the up and down arrows or scroll with your mouse wheel to navigate in
your document (red arrow).
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Microsoft Word ‘Read Aloud’ tool — have your document text read aloud.
The ‘Read Aloud’ tool can be accessed in two ways:

1. Via the ‘Learning Tools’ feature (select ‘View’ menu, then select ‘Learning
Tools’). This route enables you to use tools such as ‘Line Focus’ and ‘Read
Aloud’ simultaneously.

2. Via the ‘Review’ menu (select ‘Review’ menu, then ‘Read Aloud’). This route
enables you to read text aloud in the normal page view.

‘Read Aloud’ works identically in each of the scenarios.

e Scenario 1: Via the ‘Learning Tools’ feature (instructions for accessing
‘Learning Tools’ can be found above).
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e Scenario 2: Via the ‘Review’ menu. l
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¢ A small control panel will appear in the top right-hand corner of your page
when you use ‘Read Aloud’ in Microsoft Word (see below).

¢ Use controls to start, stop, and navigate forwards and backwards.

e To exit ‘Read Aloud’ click the X'.
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Use the Windows 10 ‘Narrator’ tool.
The ‘Narrator’ tool provides more comprehensive screen reading functionality. It will
read document text as per the Microsoft Word ‘Read Aloud’ tool. However, it will also
read menus and other onscreen information.

e Open Windows Ease of Access centre.

e Type ‘Ease of Access’ into the search box next to the Windows Start Button,
then press enter (see below).

H L Type here to search

¢ Alternatively, hold down the Windows Key and press ‘U’.

e Turn on the ‘Narrator’ tool (green arrow).
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e Return to your Microsoft Word document, or other document windows (e.g.
webpages) to have text read aloud.

Example 1: Text being read in Microsoft Word by ‘Narrator’.
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lower lands, and by many tall trees of the pine family, out-topping the others—some
singly, some in clumps; but the general colouring was uniform and sad. The hills ran
up clear above the vegetation in spires of naked rock. All were strangely shaped,

and the Spy-glass, which was by three or four hundred feet the tallest on the island,

was |ikewise the strangest in configuration, running up sheer from almost every side

and then suddenly cut off at the top like a pedestal to put a statue on.

Example 2: Text being read in Google Chrome by ‘Narrator’.
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Confidentiality

Information relating to physical or mental health constitutes sensitive personal data. Under the Data
Protection Act (1998), explicit permission from the data subject (ie the student) must be sought before
this type of information is passed on to a third party unless there is a legal obligation to provide the
information. Please ask your Disabilities and Dyslexia Adviser if you have any questions concerming
the data we keep or the terms of the Data Protection Act. Please note that we will not speak to your
parents/legal guardian about you without your express written permission.
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Adobe Reader ‘Read Out Loud’ tool
read aloud.

— have your PDF document text

e Select the ‘View’ menu.
e Select ‘Read Out Loud’ and then ‘Activate Read Out Loud’ (red arrow).
¢ Navigate through your document using the arrow keys on your keyboard.

File Edit Window  Help

Home Rotate View ’
Page Navigation 4 )
3 ®@ 12 MM OO
Page Display L4
@ Zoom »
@ _ , of the island when | came on deck ne
_ gh the breeze had now utterly ceasec
Show/Hide C:
ight and were now lying becalmed ab
Display Theme 4
astern coast. Grey-coloured woods ¢t
[ Read Mode Ctri+H _ _
en tint was indeed broken up by strea
|:_| Eull Screen Mode Ctrl+L
° by many tall trees of the pine family,
E, Tracker...
Mlumne: hit tha nanaral ealanrina wgg
4 Read Out Loud ¢ Activate Read Out Loud Shift +Ctrl+Y
and the Spy_glj Read To End of Do ment Shift+Ctri+B |
was likewise the oo Shift+Ctrl+C  UIE
and then sudde " B -]

e To exit ‘Read Out Loud’ you must open the ‘View’ menu, select ‘Read Out
Loud’ and then ‘Deactivate Read Out Loud’ (or use the shortcut keys noted

below).
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Using Google Chrome plug-ins

There are several free plug-ins that can be added to the Google Chrome web
browser to provide text to speech functionality. To download a Google Chrome plug-
in, visit the Google Web Store:

https://chrome.google.com/webstore/cateqgory/extensions

See below for some examples of Google Chrome plug-ins.

¢ Once installed you can access your plug-ins by clicking on the appropriate
icon which will appear in the top right-hand corner of your Google Chrome
browser (red arrows).
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costs you may incur as a direct result of your disability, Specific Learning Difficulties, chronic long-term
health condition or mental health difficulty. DSAs are paid on top of your Student Finance and do not
have to be repaid. The allowance can help with the cost of having a person to support you, such as a
note-taker or specialist tutor; items of specialist equipment; travel and other course-related costs.

L earn more about our premium features

DSAs cover the cost of specialist equipment and support and do not have to be repaid They are non-
means tested and will be in addition to your Student Finance. Most full-time and part-time students
who satisfy the eligibility criteria for obtaining 'Home' fundingStudent Finance England should be
eligible to apply for DSA. 'Home-status' postgraduate students may also be eligible.
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