
Using Office Lens to upload work to One Drive, One Note, and Word 

Office Lens gives you the ability to easily share images of handwritten work or pages that you would have otherwise 

scanned via a range of other apps. 
 

1 Download 

Office Lens 

to your 

phone.  It’s 

free. 

 
 

2 Sign in with 

your school 

account 

 
 

4 This gives 

you access 

to a range of 

options 

when using 

Office Lens. 

 

If you save 

your photos 

to One 

Drive, you 

can access 

them from 

there 

 
 

5 Alternatively, 

you can 

create a page 

in One 

Note and 

save it 

directly to 

the Class 

Notebook 

you want.  

 
 
 



To get to One Drive from Teams: 
1 In your 

team, go to 

the apps 

section 

 
2 Then go to 

Microsoft 

365, and to 

One Drive 

 
3 Go to Office 

Lens 

 



4 All of your 

office lens 

documents 

will be here  

 
5 Open the 

one you 

want, then 

simply use 

Control+C 

to copy it, 

and 

Control+V 

to paste it 

into the One 

Note page 

or Word 

document 

you have 

chosen 

 

6 Alternatively, 

choose 

Insert, then 

Picture 
 

7 Choose This 

Device and 

continue 

from step 3 

above 

 
 


