
 

ADDITIONAL RESOURCES 
 
 

 Scan documents with Google Drive 
1) Scan documents like receipts, letters, and billing statements to save them as searchable 

PDFs on your Google Drive. 

 
Android Computer iPhone & iPad 
Scan a document 

1. Open the Google Drive app . 
2. In the bottom right, tap Add . 
3. Tap Scan . 
4. Take a photo of the document you'd like to scan. 

 Adjust scan area: Tap Crop . 
 Take photo again: Tap Re-scan current page . 
 Scan another page: Tap Add . 

5. To save the finished document, tap Done . 
 

Add a scanning shortcut to your Home screen 
To set up a shortcut to scan documents: 

1. Open your Android phone or tablet’s widgets. 
2. Find the "Drive scan" widget. 
3. Touch and hold the widget. 
4. Drag it onto your Home screen. You may be asked to select an account. 
5. Choose the folder you’ll save documents inside. If you want to create a folder, 

tap New Folder . 
6. Tap Select. You’ll see the folder name in the widget. 

 
 

 Scan Documents on iPhone & iPad 
The document scanner is tucked away in the Notes app on iPhone and iPad. With just a 

couple of taps, you'll have a solidly scanned document ready to mark up, convert to PDF, 

and share with another app.  

1.  
Launch the Notes app on your iPhone or iPad. 
Create a New Note. 
Tap the More button just above the keyboard. It looks like a plus (+) symbol. 
Tap Scan Document from the list of options. 

 



 

2.  
Line up the document you want to scan. 
If the scanner doesn't automatically scan, tap the shutter button to manually scan the document. 
Repeat the step above for each page you want to scan for a single document. 

Tap Save when you've scanned all of the pages you want to include with one document. 

 

 

The scanned pages will populate in a new note in the Notes app. 

 Access Google Classroom with your Xbox 
Go to Home Menu 

Select My games & apps 

Scroll down to apps 

Go to the Edge application 

Go to classroom.google.com and sign in 
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