
Using WORD to transcribe 
student audios



Open Word. It is possible to use the online Word in Microsoft 365, but you can also do it in Word. The ribbon should 
look something like the above: 
1. Click on “Dictate” and click on “Transcribe” 
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The transcribe window will open, on the right of your word document.
2. Set the language to English, if that’s what you are transcribing.
3. Click on upload audio and locate the audio file you want transcribed.

4.  Open the file 
you want to 
transcribe, and it 
will start
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It takes very little time and very soon, it populates the window. 
5. Click ‘add to document’ and it 
opens the window giving you 
options.
6. Click the format you want.
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So, it populates your document.
The whole thing takes very little time &/but it may take time getting the recording from students and 
ensuring it is in mp3 – other formats don’t work so well.
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