/Hh\ ive Educati
—:\v o C R \nC\usCON‘i:O)é;MLEYcatlon

Comox Valley Schools Embracing Diversity

1 e Insert the paper on the top feed tray of the photocopier.
e Select the “Scan” option from the home screen.

2 e Tap “Address Book” and locate your name within the letter headings.
 If you do not find your name here, tap “Direct Input > Email > Use the onscreen keyboard
to enter in your email address. NOTE: You could enter in a student’s email address to
send directly.

3 e Tap on the “Compact PDF” option on the bottom of the screen.
e Tap “PDF Detail Setting”.
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4 » Tap “Searchable PDF” > Tap “On” > Choose your language > OK
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5 o Keep tapping “OK” until you are back at the main screen.
e Tap the “Start” button.

The papers will be fed through the top feeder and scanned. This will be delivered to your email.

These are ACCESSIBLE documents that can be utilized in OrbitNote, Claro PDF, SnapType, Edge.
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