
How to take a photo or a scan of your child’s work so 

it can be shared with the class teacher if you have 

Apple Notes with iOS 11+ 

Your child has completed their maths work in their Power Maths text book or they have 
completed English or Topic work in their lined book. They now need to share this with 
their class teacher. The best way is to take a photo or a scan of the work and insert it 
into your child’s section of the Class Notebook on Office 365. 

There may be multiple ways of doing this using scanning apps, however this is an 
easy way using the Notes app that comes with the phone. 

When Apple released iOS 11, it added a very handy document scanner into the Notes 
app, and it does a surprisingly good job of capturing most documents and converting 
them to PDF. Here’s how you scan, convert, and store documents with Notes. 

NB: The following instructions can be used to take photos of work or scan written 
work. If you your child is accessing their remote learning on an iPad, you can save 
the image directly on to the iPad and then insert it into the page they want to share 
with their teacher.  

If you are working on a laptop, it is probably best to you share the image from your 
phone/iPad, by sending it as an email to yourself, open your email account on the 
laptop/desktop PC your child is using and insert the image into the page they want to 
share with their teacher. 

These instructions are for iOS 11, but if you have a more up to date iOS e.g. iOS 14 
you will need to see the other instructions below, as there is a slight difference to what 
you must do.   

 

 

 

 

 

 

 

 

 

 

 



How to scan a document with Notes if you have iOS 11 

Before you create a PDF, you have to capture your document as a new note. 

(See photos below) 

1. Launch the Notes app on your iPhone or iPad.01:3110:18 

2. Tap the New Note button in the lower right. 

3. Hit the (+) icon to add an attachment to the note. (This is how you add images or 
sketches to notes.) 

4. Choose Scan Documents or Take photo or video from the list that pops up. 

 
 

5. Line up the document you wish to scan in the view. 

6. You’ll see a yellow rectangle over the document, and if you hold your iPhone or 
iPad steady, it should take the photo automatically. If not, you can press the shutter 
button. 

7. The scan will move down to the lower left; you can tap it to see how it came out, 
and then press Done or Retake at the top of the screen. 
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To make a single multi-page document, just keep taking scans of additional pages. 
When you’re done, press the Save button in the lower-right, which will show how many 
pages you’ve scanned. 

 
 

Now you’ll have a new note with all your pages in it. 
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How to save your Note as a PDF 

There are two options: 

Option 1 

1. With the note open, tap on the scanned document to get an expanded view of it. 
You should be able to scroll through all the pages you’ve scanned. 

2. Press the Share button in the upper right corner of the screen. 

 
 

3. Look for the Create PDF button along the bottom of the share sheet, and tap it. 
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4. You’ll see a preview of your PDF.  

5. Press Done in the upper left. You’ll be presented with the options to Save File 
To…, Delete PDF, or Cancel. Choose Save File To… 

6. You’ll then be presented with a list of locations to which you can save your PDF, 
including folders on your phone and iCloud folders. Pick a location and tap Add in 
the upper right.  

 

Option 2 

You can also save and share the PDF or photo by sending it as an email to an 
account you can access on the device (e.g. laptop, desktop PC) your child is 
working. From there you can save the PDF or photo into a folder. 

1. After choosing Create PDF from the share menu, instead of pressing Done in the 
upper left corner, press the Share Menu button again in the lower-left. 

2. You can send your PDF to any app that supports the Share menu and the PDF file 
type, including Messages, Mail, Google Drive, and many other apps for services you 
may have installed. 

 
Photos will be sent as a jpeg image. 

 

 

 

 

 

 

 

 

 



How to share your child’s work to their class teacher if 

you have Apple Notes with a more upto date iOS (e.g. 

iOS 14) 

NB - When you click the Camera button you can choose take a photo (jpeg) or 

scan (PDF). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

See photo below for next instructions: 

6. You can now add text at the bottom of the scan if you 

want to. 

7. To share the PDF, click the yellow icon in the top right 

of the screen (3 dots in a circle)  

8. Now click ‘Send a Copy’  

9. Select ‘Mail’ and send it to your email account. 

10. Open the email with the attachment on the computer 

your child is working on and save the pdf into a folder. 

 

Photos can be sent the same way, by first selecting 

‘Take a photo or video’ instead of ‘Scan Documents’ 

 



 

 

 


