
How to scan documents - iPhone 
 

1.   Open Notes and select a note or create a new one. 
 

2.  Tap the Camera button, then tap Scan Documents. 
 

3.   Place your document in view of the camera. 
      If your device is in Auto mode, your document will automatically scan. 
 

4.  Tap Save and then Send to the registrar’s email. 
     or add additional scans to the document. 

 

How to scan documents - android 
 

1.   Install and open the Drive app. 
 

2.   Tap New Scan. 
 

3.   When you're done scanning, tap OK. 
      (Optional: To scan multiple pages, tap Bulk add. OK.) 
 

4.   Tap Save  

 

5.   Enter a name for the file 
 

6.   Choose a Drive account to save the file to & select a  
      Drive folder 
 

7.   Tap Save and then Send to the registrar’s email. 
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