Scanning documents on your mobile – using either “OneDrive” (any platform) or “Notes” (iPhone)
Why scan and not photograph?
A photograph is harder for your teacher to read since it is dependent on how well you’ve held the
camera “square” to the document. It is also much easier for your teacher to print and annotate a pdf
as well.
If you scan the document using these apps, it will both adjust the angle of the picture (making it
much much easier to deal with) as well as save it as a pdf.
Please do take a minute to follow these tutorial steps. Ultimately the apps are really easy to use, you
just have to try it…

Scroll down for the instructions for OneDrive (on page 2) and Notes (page 4)…

Using OneDrive
Probably the preferable way to do it. You should all have a OneDrive (cloud storage) area, but the
key thing is it will save as a pdf which you can then upload to Teams.
1. Open the OneDrive app

2. Tap on the camera icon to
launch the scanner

3. Make sure you are on
“DOCUMENT” – and that the blue
outline is roughly around the
edge of your page. Tip: if not,
point the camera away and back
again for it to try again. When
happy, press the white button.

4. If you are happy, tap “Done”. If
not, tap the back arrow top left
(not the bin). If you want to add
more pages, tap “Add New”

5. You can now save to anywhere
on OneDrive, and give it a
snappier title if you want! Tap the
blue tick when happy

6. File now uploads to that
location

7. Your scan is now ready to
share, press the three dots to the
right to do something with it

Scroll down for “Notes” instructions…

Using Notes (on iPhone)
This is the native notes app in the iPhone. You may prefer to use this. It still saves as pdf by default.

1. Open the “Notes” app

2. Tap on the icon in the
bottom right to create a new
“Note”

3. Tap on the camera icon to
begin scanning

4. Select “Scan Documents”

5. You will now see a yellow
frame that “Notes” will
attempt to find the edges of
your document with

6. If it cannot find the edges it
will now let you find them for
it by giving you a frame with
circles at the corners

7. Drag the circles to the
corners of your document so it
knows how to flatten it. When
happy, tap “Keep Scan”

10. Ready to share

8. Now you can either add
more scans (press white
button), or Save to finish. The
preview is bottom left

9. Give it a name…

