How to use the Translate feature in Outlook

1. Inthe Outlook menu bar at the top, under the "Home" tab, you will find the
"Translate" icon (indicated by the red box in the image); please click on it.
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2. Select "Translation Preferences"
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3. Inthe red box labeled "1," select the target language for the translation,
then click OK.
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5. The result will be displayed as shown in the image below.
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6. If you wish to view the email in its original format, please follow the steps
shown in the image below.
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Dear all,

Please note the foreign exchange rate that Finance & Accounting team would like to suggest for your quotation

and cash collection on spot as of 8 JUL 2026

For quotation AND cash collection For collection on spot in THB
Currency
on spot in foreign currency (Divide) (multiply)




