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Scan and upload handwritten work to iLearn 
V 17 May 2023 (minor updates). 

 
This guide will show you how to submit any hand-writing or drawing to iLearn using a mobile device 
with Microsoft Office Lens as a suggested software tool.  
 
There are many other scanning apps available, feel free to use whichever tool works best for you. 

If you are undertaking a Zoom invigilated exam please also see “Online exam with Zoom 
invigilation: Guide for MQ students”. 

 
This document outlines how to submit handwritten work: 

1. Create a PDF of your work using the Microsoft Office Lens app* on your mobile device.   
2. Transfer the PDF to a place where you can access the file on your laptop (e.g. Google drive or 

you can email the PDF to yourself). 
3. Upload the PDF to iLearn. 

 
Instructions are provided for iOS and Android devices. 
 
* An alternative method is also provided that does not require a smart phone. 
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Requirements  
You will need: 

1. A mobile phone* or tablet running Android or iOS. The device must have a camera and network 
connectivity. 

2. A scanning app:* Microsoft Office Lens app will be used in this example. Note a range of other 
free scanning apps will work too: e.g Adobe Scan App, there are many. 

3. A means to transfer the file:  
• Cloud storage. Google Drive signed into an account will be used in this example. Note, 

Office 365 Onedrive, DropBox etc will also work.  
OR 

• Email. If the PDF is under 25MB then you can email it to yourself. 
 
* An alternative method is also provided that does not require a smart phone. 
 

Tips for success 
Check the assessment submission instructions to know if you need to provide:  

• All questions in one PDF:  
Take photos of each page of the work in one run and save them all as a single PDF.  
OR  

• One question per PDF (or a variation thereof):  
Take photos of each question in separate runs, compiling separate PDFs. 

Tips for the best scanning results:  
• Scan pages in the correct sequence. 
• Place each page of the work on a darker background (e.g. carpet, wooden tabletop, darker 

colour towel etc).  
• Use good lighting.  
• Photograph each page square-on.  It doesn't need to be perfect but not from an extreme angle.  
• Check the image is in focus before pressing the camera button (e.g if using a mobile device, tap 

the focus point on the screen to make it properly focus). 

iOS instructions 
Obtain the Microsoft Office Lens app from the Apple App store. It is free. 

Scan your work 

To create a PDF of your work: 
1. Open the Microsoft Office Lens app. 
2. Put the camera in DOCUMENT mode so the image is converted as a PDF. Note: other modes are 

unsuitable. 
3. Click on the camera icon at the bottom to take a photo of the page of your work. 
4. Adjust the border of the page if needed. 

a. Click Confirm once you have readjusted the border. 
5. To add more pages, click Add New and repeat from step 3. 
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6. Once you have scanned all the pages, select [>]. 
7. Review the PDF document by swiping through the pages.  

• Edit each page as needed using the tools at the bottom of the screen.  
• Once you have reviewed your work, select Done. 

8. Next to Title, rename the document so you can find it easily. e.g. use the unitcode in the file 
name such as MATH1000Exam 

9. Under Save To select PDF. (note: do not select 'email' at this step). 
10. Select Phone Storage. 

 
To create another PDF: Repeat steps 1 to 10 for each PDF you want to create. 
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Transfer the PDF 

Move the PDF into a location where you can access it on your laptop (so you can easily upload the file 
to iLearn). 

Option 1: Transfer your file to Google Drive 
Note: The same steps can be used to transfer to any other cloud storage you have setup on your 
device. 

1. In the Office Lens capture page, select the three dots in the top right corner. 
2. Select My Files. 
3. Click and open the PDF you would like to move to Google Drive. 
4. Press the Share icon in the corner. 
5. Select Copy to Google Drive. 

 

Option 2: Email the file to yourself 
Note: be aware of the email attachment file size limits – commonly under 25MB. Both MQ student 
email (Gmail) and Staff email (Office Office365 Outlook) have the 25MB limit per email message. 

1. In the Office Lens capture page, select the three dots in the top right corner. 
2. Select My Files. 
3. Click and open the PDF you would like to send. 
4. Press the Share icon in the corner. 
5. Note the file size. If the size is within your email account attachment limit, then select Email. 
6. Use your own email address in the 'To:' field. 
7. Send the message. 

Upload to iLearn 

1. Go to your laptop and check the PDF is in the expected location (in cloud storage or your email 
account). Make sure the PDF is saved in a location accessible by the iLearn file picker. E.g in 
your ‘Documents’ folder. 

2. Go to the assessment activity in iLearn and upload your file according the assessment 
submission instructions. Select Upload a file > Choose file > find your saved file > Choose. 
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Android instructions 
Obtain the Microsoft Office Lens app from the Android App store. It is free. 

Scan your work 

To create a PDF of your work: 
1. Open the Microsoft Office Lens app. 
2. Put the camera in DOCUMENT mode so the image is converted as a PDF. Note: other modes are 

unsuitable. 
3. Click on the camera icon at the bottom to take a photo of the page of your work. 
4. Adjust the border of the page if needed. 

• Click Confirm once you have readjusted the border. 
5. To add more pages, click Add New and repeat from step 3. 
6. Once you have scanned all the pages, select >. 
7. Review the PDF document by swiping through the pages.  

• Edit each page as needed using the tools at the top of the screen.  
• Once you have reviewed work, select Done. 

8. Next to Title, rename the document so you can find it easily. e.g. use the unit code in the file 
name such as MATH1000Exam 

9. Under Save To select PDF. (Note: do not select other options at this step). 
10. Select Save.  

 

To create another PDF: Repeat steps 1 to 10 for each PDF you want to create. 

Transfer the PDF 

Move the PDF into a location where you can access it on your laptop (so you can easily upload the file 
to iLearn). 

Option 1: Transfer your file to Google Drive 
Note: The same steps can be used to transfer to any other cloud storage you have setup on your 
device. 

1. In the Office Lens main screen select the three dots on top right of the screen then, My Files. 
2. Find your desired PDF. Select Share. 
3. Select Save to Drive. 
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4. Check the Document title, Account and Folder. Then confirm the upload to Google Drive by 
selecting Save. 

 

Option 2: Email the file to yourself 
Note: be aware of the email attachment file size limits – commonly under 25MB. Both MQ student 
email (Gmail) and Staff email (Office Office365 Outlook) have the 25MB limit per email message. 

1. In the Office Lens main screen select the three dots then, My Files. 
2. Find your desired PDF. Select Share. 
3. Select Email. 
4. Use your own email address in the 'To:' field. 
5. Send the message. 

Upload to iLearn 

1. Go to your laptop and check the PDF is in the expected location (in cloud storage or your email 
account). Make sure the PDF is saved in a location accessible by the iLearn file picker. E.g in 
your ‘Documents’ folder. 

2. Go to the assessment activity in iLearn and upload your file according the assessment 
submission instructions. Select Upload a file > Choose file > find your saved file > Choose. 
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Alternative method – No smart phone required 
The method below outlines a general process to take photos of your work and convert these into a 
PDF suitable for upload to iLearn.  
This process uses any digital camera.  
This method does not require a mobile app. 
The process example does utilise Microsoft Word, however another word processor will also work. 

Scan your work 

1. Take photographs of each page of your work using a digital camera or similar. Ensure each 
image is in focus. 

2. Transfer the images to a computer. 

Collate the images into a document 

3. Create a new, blank Word document. 
4. Go to the 'Layout' ribbon then 'Margins' (or go via File> Page Setup).  
5. Set all Page margins to Zero (if prompted to 'Fix' the margins – choose 'Ignore'). 
6. Insert the photos of the work – one image per page. Each image should fill the page in terms of 

width. You can adjust image dimensions (but do not distort or cut-off the image). 

Reduce the image resolution  

This will reduce the file size and will minimise problems related to uploading large files. 
7. In the Word document, select one of the images. 
8. The Format Picture area of the ribbon will now appear. (Note the 'Format picture' section only 

appears when an image is selected). 

  
9. On the 'Format Picture' ribbon, choose 'Compress'. 
10. The 'Reduce File Size' dialog will appear. 

a. Set picture quality = "Best for viewing on screen (150ppi)" 
b. Set Remove cropped picture regions = ticked 
c. Set Apply to = All pictures in this file. 
d. Press OK. 
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11. If applicable, use the Format Picture area to apply corrections or recolor as needed. 

Export to PDF 

12. Go to File > Save As… 
13. On the 'Save' dialog: 

a. Change the format to PDF. 
b. Name the file e.g. MATH1000.pdf 

14. Use 'Save'. 

 

Upload to iLearn 

1. Make sure the PDF is saved in a location accessible by the iLearn file picker. E.g in your 
‘Documents’ folder.  

2. Go to the assessment activity in iLearn and upload your file according the assessment 
submission instructions. Select Upload a file > Choose file > find the saved PDF > Choose. 


	Scan and upload handwritten work to iLearn
	Requirements
	Tips for success
	iOS instructions
	Scan your work
	Transfer the PDF
	Option 1: Transfer your file to Google Drive
	Option 2: Email the file to yourself

	Upload to iLearn

	Android instructions
	Scan your work
	Transfer the PDF
	Option 1: Transfer your file to Google Drive
	Option 2: Email the file to yourself

	Upload to iLearn

	Alternative method – No smart phone required
	Scan your work
	Collate the images into a document
	Reduce the image resolution
	Export to PDF
	Upload to iLearn



