
How to use the Translate feature in Outlook 

 

1. In the 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. 

 

 

 

 

 

 

2. Select "Translation Preferences" 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. In the red box labeled "1," select the target language for the translation, 

then click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Tap the "Translate" icon again, then select "Translate Message" 
 

 

 

 

 

 

 

 

 

  



5. The result will be displayed as shown in the image below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. If you wish to view the email in its original format, please follow the steps 

shown in the image below. 
 
 
 


