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How to install and use the " vy
Office Lens camera app.

This help guide will explain to install the Office Lens app on your iOS or Android device.
The Office Lens app allows you to photograph documents, diagrams, posters or
whiteboards and format the so they easier to read, the correct shape and in proportion.

It is a very useful too if you need to photo of any work you produce for assessment. This
could include written documents, posters or whiteboards.

Android Device

1 Open the Play Store and 1334203 X Flalm
search of Office Lens. ©  microsoftlens a o

Click Install. ,
u:»‘ Microsoft Office Leyf...

#f Microsoft Corporation
u

Office Lens is a pocket PDF scanner to scan documents
and whiteboard images

4.8% 10M+

457K reviews Downloads

2 Once it has installed, 133BEBO - XAl l
click Open. & microsoft lens Q 9
‘\
m Microsoft Office L... m )
24 Installed
48% 10M+
457K reviews Downloads PEGI3 ®

Office Lens is a pocket PDF scanner to scan documents
and whiteboard images
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When prompted, click
Allow. [ Allow Office Lens to ac-

cess photos, media and
files on your device?

Deny@:D

When prompted, click
Allow. El Allow Office Lens to

take pictures and record

video?
~
Deny m )
A

Click the START
SCANNING to begin
using Office lens.

Your pocket scanner

i your shot from any angle
an it up for you

o

TART SCANN

You can view a help guide for using Office Lens for Android at:

https://support.office.com/en-gb/article/microsoft-office-lens-for-
android-ec124207-0049-4201-afaf-b5874a8e6f2b
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iOS devices (iPhones or iPads)

Open the App Store and HoShES ezt 63% @
search Of Office Lens <. Microsoft lens © Cancel

. Microsoft Office Lens...
ClICk GET. PDF scanner, Docs, Whiteb. GET
L 8 & &%
!

Click Install.

App Store Cancel

MICROSOFT OFFICE LENS|
PDF SCAN -

OFT CORPORATION

Install

Once it has installed, No S ga:42 e3% @
click OPEN <. Microsoft lens @ Cancel
Microsoft Office Lens, N
:‘ PDF scanner, Docs, Whitg OPEN ||>
b 8.8 & 8%
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Swipe until you an
ALLOW ACCESS screen.

5 Click ALLOW ACCESS.

6 When prompted, click
OK.

7 When prompted, click
OK.

Your pocket scanner

Frame your shot from any angle

Ve clean it up for you

%

\ 4

We need access to your camera
to take pictures.

Allow Access
N ——

“Office Lens” Would Like to

Access the Camera
This app uses the camera to capture
images of your documents,
whiteboards and business cards.

Don't Allow

“Office Lens” Would Like to

Access Your Photos
This app needs access to the photo
library to save and import images of

your documents.

Don’t Allow
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Office Lens is new ready
to use.

WHITEBOARD DOCUMENT BUSINESS CARD

You can view a help guide for using Office Lens for iOS at:

https://support.microsoft.com/en-us/office/microsoft-office-lens-for-
ios-fbdca5f4-1b1b-4391-a931-dc1c2582397b

IT Support - open 24 hours, 365 days a year

Email servicedesk@northumbria.ac.uk
Phone 0191227 4242

Chat northumbria.ac.uk/itchat

L 4 twitter.com/Northumbrial T

April 2020 - Page 5 of 5


https://support.microsoft.com/en-us/office/microsoft-office-lens-for-ios-fbdca5f4-1b1b-4391-a931-dc1c2582397b
https://support.microsoft.com/en-us/office/microsoft-office-lens-for-ios-fbdca5f4-1b1b-4391-a931-dc1c2582397b

