To access assignments, and scan and upload your handwritten assessments, you will need
three apps on your phone or tablet: Teams, Office Lens (displayed here as Microsoft Lens) and OneDrive. All of these

can be downloaded for free on android and apple devices, and you then log in using your school username and
password.

©0CQC
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Start by opening Teams to find the assignment. Teams usually opens for the first time in ‘Activity’. Click on
assignments at the bottom to view all the assignments available:
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W@ Prosics A Level 2020-22
12D 10.3 Power
Due 9 January 2021 23:59

ﬂ Physics A Level 2020-22
Density
Due 14 January 2021 23:59

ﬂ Physics A Level 2020-22

Speed of light experiment
Due 15 January 2021 20:00

ﬂ Physics A Level 2020-22

Springs, Energy, Young Modulus, Stress and
Strain Grap

Due 26 January 2021 23:59
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You can also access your assignment by

e clicking on Teams

e select the Team where the assignment has been created

e click on assignments (you may need to click on ‘More’ first)

E.g. here, | click on the Team, then the general channel, then more, then assignments:
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Now click on the assignment to have a look:
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Instructions

make sure you read the instructions!

-

Open the document to view the questions

handwrite your answers
scan and add your work,
then 'hand in'

Then open the file to

Reference materials

see the assessment

1 Atomic-Structure-summary no MS.pdf I

My work
¢ Add work

Points
MNo points

Eé]_';) Immersive Reader

Make sure you read

the instructions and

then click on the file
to view the
questions.

Some assignments
will include a link for
a Microsoft Form for

you to view the
guestions and add
your answers.




When you have finished your assessment, open the Office Lens app to scan your work to a pdf document. You are
going to put all of your pages into one pdf document.

Make sure you have selected ‘DOCUMENT’ at the bottom, line your page up in the screen and click the large white
button to take the first image. Don’t worry too much about the red borders here as you can adjust them on the next
screen
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On the next page, adjust the borders so all of your work on that first page is included and click confirm.

Let me adjust borders after each @
scan

Cancel Confirm




Next click on add to do the same thing for the next page.
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Once you have added all of your pages, click on the arrow and then done
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miTie  KS4 student science assessment  #°

Change the name of your file to make it easy to find and tick the

boxes for pdf and OneDrive.

SAVETO

Click on ‘Save and wait for the file to transfer. s Gallery

PDF 7
KS45TL NT@queenelizabeths.derbyshire.sch.uk

OﬁeNotE

KS4STUDEN

OneDrive 7
KS4sTL N queenelizabeths.derbyshire.sch.uk

Word (OCR Document)

KS4STUDENT@queenelizabeths.derbyshire. sch.uk's

PowerPoint
KS4STUDENT@queenelizabeths.derbyshire. sch.uk's.

queenelizabeths derbyshire.sch.uk's
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Instructions
Now go back into your Teams assignment and click on Add work make sure you read the instructions!

* Open the document to view the questions
* handwrite your answers

* scan and add your work,

e then 'hand in'

Reference materials

1 Atomic-Structure-summary no MS.pdf

My work

7 Add work

Points

No points




Click on OneDrive, then the Office Lens folder And pick the file you have just saved.

& Attach a resource CANCEL

] Title Modified ¥

@& OneDrive > KS4 student science asse... Today

+ New file > . ..
Make sure it has this little pdf
symbol

@ Link P

283 Teams >

Upload from this device

Once the little blue bar is all the way across to show your work has finished uploading, click on HAND IN
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Instructions

make sure you read the instructions!

* Open the document to view the questions
¢ handwrite your answers

® scan and add your work,

¢ then 'hand in’

Reference materials

1 Atomic-Structure-summary no MS.pdf
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You are done!
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Ichnons

make sure you read the instructions!

* Open the document to view the ques
¢ handwrite your@nswers
 scan and add your work,

# then 'hand in'
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