
Office Lens is an app by Microsoft that captures notes and information from whiteboards,
menus, signs, handwritten memos, or anything with a lot of text. 

Office Lens gets rid of shadows and odd angles, so that images are easier to read.  You
can upload document and whiteboard images to Word, PowerPoint, OneNote, OneDrive,

and you can save them as PDFs or send them in email.
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As soon as you open Office Lens, you can choose your

mode — Photo, Document, Whiteboard, or Business Card.

CAPTURE MODES

SAVING
YOUR IMAGES

When you’re happy with
your edits, choose where
to save the image:

For captures taken in
Photo, Document, or
Whiteboard modes, you
can save images to
OneNote, OneDrive, as
a Word or PowerPoint
file, or as a PDF. You
can also save them to
your local photo gallery
and edit their titles.

IMMERSIVE READER

Export the image to Immersive Reader.
Microsoft Lens automatically scans the picture

to turn it into text that can be read aloud. 

WHERE CAN I DOWNLOAD
OFFICE LENS?

DOWNLOAD THE APP ON

Accelerate learning with the right tools; 
find additional Quick Guides to get started

https://www.microsoft.com/education
https://twitter.com/miss_aird
https://www.microsoft.com/en-us/education/learning-tools/learning-accelerators
https://www.microsoft.com/en-us/education/school-leaders/resource-center
https://apps.apple.com/app/id975925059
https://play.google.com/store/apps/details?id=com.microsoft.office.officelens

