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Microsoft Office Lens App can be used as a mobile scanner on any smartphone or tablet device. This app utilizes
the built-in camera on your device to scan a document to be saved as a PDF File. We recommend using Microsoft
Office Lens so that your documents are crisp, clear and legible so they are easily converted into our system.
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2) During set up, allow access to your device camera to take AT i

and convert your photos to scanned documents.

3) To scan a document, place it on a flat surface and position
the camera over the page. Microsoft Office Lens will place
a red rectangle around the document. When the
document is outlined by the rectangle, tap on the circle to
scan the image.

Allow Access

4) You can edit the document by cropping, rotating, adding
text or highlights. The icons can be found at the top of the
screen. You also have the option to add an additional
page by selecting ‘Add New’ in the bottom-right corner.
Once you have completed any edits, select Done.

5) After completing any edits, you are brought to the Export , Hold the
To screen. You can edit the scan Title to name your file. | yourdocmen
Select where you’d like to save or share your scan to :Eiﬁ::ﬁlciln:f;
complete the scanning process. scan the maee

6) NWTC's preferred method for receiving documents is as a
PDF file. Save your image as a PDF to send via email or to
upload to specified links.
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