
This guide will show you how to access immersive 
reader in Office 365 for Microsoft Word and 

Outlook

Immersive Reader is a full screen reading experience to increase 
readability of content in Microsoft Word and Outlook. It is designed 

to support students with dyslexia and dysgraphia in the 
classroom, but can support anyone who wants to make reading on 

their device easier.



STEP: 1 Log On
Click on:

Type in your school email  
that has been provided.

Type in your school password  
that has been provided.



STEP: 2
You now have access to applications that you 
have been learning to use in your ICT lessons.

Select:



Outlook
You now have access to your school emails and can 
send and receive messages. Sometimes messages 

can be difficult to read.



TASK:Reading an email

Select the message you would like to have read to you



TASK:Reading an email

Select the three dots on the corner of the email

Select the ‘show in immersive reader’ option.



Select the play button and the device will read the 
email to you.



Select the text preferences for more support options



Change the text size

Change space in between words

Change the font

Change the background colour



Select the Grammar icon for more support options



Change the colour of the 
different grammar elements



Select the Reading preferences for more support options



The single line guides you through one line at a time.

The triple line guides you through three lines at a time.



Having the picture dictionary turned 
on allows you to click on a word and 

an image will appear to represent 
that word. 



You can also change the language 
in text and have it read to you in this 

language also. 



Select the View option



Select the ‘immersive reader’ option



Important
Office 365 is for school use only so all the rules and 

safety you have learnt apply the same. 

Accounts will be checked regularly and you are to only 
email the teachers that are sending you work. 

If you are worried about anything then ask parents to 
contact school for advice or support.


