Students’ Manual for End Sem Examination 2020 @ NIT Patna

Instructions

The students do not need to remain connected on Microsoft Teams for the entire
duration of the exam.

Students are required to download the question paper once it appears on your
Microsoft Teams portal

If the student is unable to download the question paper in the first attempt, they can
try again because the question paper will be available for the entire duration of the
exam on the Microsoft Teams portal.

After writing the answers on answer sheets, the student can connect again to the
Microsoft Teams and upload the answer sheets as per the instructions given in this
manual.

This manual describes the step-by-step process the students need to follow for giving the End
Semester Examination 2020.

1. Open Microsoft Teams.
2. Click on Teams Icon on the left panel to get the list of all classes you are part of.
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3. Click on the class for which you need to give the exam. For example: In this case, name of
the class is “Testing Quiz, Exams”
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4. After clicking on the class, the class interface will open at the “Posts” tab. Your
examination Question Paper will appear here only at the time exam will start. (If in case 1t
does not appear here, you can click on Assignments tab to find the question paper.)
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5. Atthe scheduled time, the question paper of the exam will appear. For example, if the exam
is from 3:10 PM the Question Paper will appear at 3:10 PM.
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6. Click on “View assignment”.
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7. You will be navigated to a page similar to the one given below.
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8. Click on the 3 dots in the reference material and then click on download. The question
paper will be downloaded to your PC in the Downloads folder.
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Open the question paper and start writing your answer using pen and paper.

Once you have completed the answer, you need to make a SINGLE PDF File for your entire answer
book. You can use Microsoft Office Lens for this purpose. (Manual for using Microsoft Office
Lens for creating the pdf file is provided as a separate document)

9. Once your Pdf file is ready. Click on “Add Work” in the Microsoft Teams Interface as

shown below.
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10. Upon clicking on “Add work” you will see the following page. Click on “Upload from this
device”.
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11. Select the Pdf file that you created and upload it. You will see a page similar to as shown
below.
12. Click on Done.
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13. You will see that your pdf file is attached under “My work” section.
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14. Finally click on “Tumn in” to submit your answers.
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15. Upon clicking, you may see the “Turn in” button changes to “Undo Turn in”. This means

»
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if you want to resubmit your answer sheet (probably if you have done some mistake or
have forgotten to attach any page), you can do it but before the Closing Time.
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16. If you click on “Undo Turn In”, you can then click on 3 dots against your submitted pdf

file under the “My Work” Section and Remove the file by clicking on “Remove”.
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17. You can then reupload the answer sheet following the same procedure as demonstrated

above.
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Manual for using Microsoft Office Lens for scanning
answer sheets and creating single PDF file

e Download Microsoft Office Lens from:

e Playstore (Android):
https://play.google.com/store/apps/details?id=com.micr
osoft.office.officelens&hl=en

* Appstore (ioS):
https://apps.apple.com/us/app/microsoft-office-lens-
pdf-scan/id975925059

This tutorial assumes that you have not signed in to
Microsoft Lens using any credentials.



* Click pictures from your mobile camera of your
entire answer sheet page by page.

* Ensure that the picture 1s not hazy and that the entire
page 1s captured.

* Check 1f the clicked pictures are saved in your
photo gallery.

* The following manual assumes that you have
clicked the pictures of your answer sheets and the
images are stored in the photo gallery of your
mobile.

* You may also use Microsoft Office Lens to take the
pictures directly from the app



1. Open “Microsoft Office” Lens

2. Click on “Gallery” as shown




3. You will be navigated to the
Phone Gallery. Select the images
of your answer sheet in Correct .
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4. Click on the “arrow” at the
bottom when you are done
selecting.
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5. You can preview the documents
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6. You can also use any of the
available filters to enhance the
quality of the scanned image.

(You will need to apply filter
individually to all images).

By default, the filter is set to auto
which will be good enough if the
image was captured correctly.
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7. Once you are satisfied with the
images, click “Done” at the
Bottom Right of your screen.
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