
STEP-BY-STEP GUIDE FOR USING 
MICROSOFT OFFICE LENS APP 
WITH ANDROID



1. Download Microsoft 

Office Lens App 

(Free App) from 

Play Store

2. Search and Open

the App



1. Position your phone 

over the Document you 

want to scan into the 

Orange Frame.

2. Slide left/right and 

select Document.
3.  Press the 

round 
button to 
take a 
picture.



1. Adjust the 8 

silver circles to 

fit the 

Document. 

2. Press “Confirm” 

when you have

finished 

adjusting.

3. Press “Done“ to 

continue.



1. Select PDF.

2. Press “Save”

3. Press saved 
file to 
download.



1. Search and Press  
My Files/Files 

2. Press “Documents”



1. Search and
Press 
“OfficeLens”

2. Press and Hold 
the file you 
want to 
Rename.



1. Press the 3dots 
at the top right 
of the screen.

2. Press “Rename”.

3. Type in desired 
file name and 
Press “Rename”.



Go to the Google Drive link given by your

teacher.

Skip to Slide 1 4 if your teacher has given 

you a Google Form link.



The following slides are for Google Drive 

Uploading. 

If your Device doesn’t have Google Drive, 

please proceed to download via Play Store



1. Press “+” at the 
bottom right of 
your screen.

2. Press  “Upload” 



1. Press the 3 Dashes 

at the Top Left on 

the Screen.

2. Press “Downloads”



1. Search and 
Press  
“OfficeLens”.

2. Press the PDF
that you want
to Upload.

3. Once you are 
back in Google 
Drive you are 
done with the 
submission.



The following slides are for students using 

Google Form to upload.



Type / Copy and Paste the 
Google Form link that your 
teacher has given you into a 
browser. 



1. Fill in the
form.

2. Press
“Add file”

3. Press “Select 
files from 
your device”



1. Press “Files”

2. Press the 3 Dashes 

at the Top Left on 

the Screen.

3. Press “Downloads”

4. Search and Press  
“OfficeLens”.



1. Press the 
document you 
want to upload.

2. Press “Upload”

3. Press Submit 
and you are 
done with the 
submission.


