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Pupil Android (tablet, phone, chromebook) instructions 
for saving Word documents. 

1. Make sure you have Word installed on your phone. If you have not, go to the Play Store, search
for “Word”

and follow installation instructions. When you tap “Open” or tap on the app directly, Word will ask 
you to log on, and your teacher will give you instructions on how to do this. 

2. Using the Chrome browser as an example, go to the S4 Portal, and login. Find the worksheet you
are interested in, here we will use “Air Pressure & Weather” as an example:
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Press and hold on the “worksheet (word doc)” link, shown in red above, and the following menu will 
come up: 

Tap “Download link”. You should get a bar at the bottom of the screen pop up like this: 

If this happens, tap “Open”. You may then see this: 

Decide whether you want Word documents to always be opened in Word – this is usually most 
useful. Now, you can answer the questions in the worksheet by tapping on the boxes and typing into 
them. 
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Once you have completed the worksheet, you need to save your answers. To do this, scroll back to 
the top of the worksheet, and tap the three dots, scroll to the bottom of the pop up menu, and tap 
“Save As”: 

 

Select “This device” from the upper part of the screen, then select “Documents” from the next 
screen.  

   

Give your completed document a sensible name, including your initials and the date, then click Save.  
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