
How to use the library Book Scanner 

1. Tap the “Touch Here to Begin” 

3. Scan Settings:  

 Scan in: Best to select Black & 

White if primarily text only pages. 

Use grayscale if text contains im-

portant images. Avoid color unless 

absolutely necessary as this creates 

large files. 

 Quality:  select  Standard 

 Save  as:  select Searchable PDF* 

*Searchable PDF’s are more acces-

sible and can easily be read aloud 

on multiple devices. 

4. Tap Next to begin scanning. 

2. Choose your preferred Destination 

(we are using  Email for this example). 



5.  To scan one page at a time, place the 

book on the edge of the glass as shown 

and tap the  green SCAN button .   

6. Notice that there is a black shadow on the edge of the scanned page. 

We can “crop” the page  to remove the shadow directly from this 

screen by selecting the “Crop” icon. 



7. Tap and Drag the corners 

outward to fit the contents 

of the page without  the 

black shadow on the edge.  

      See image below. 

8.  To complete this step, select 

the “Apply Crop” button and 

then tap “Crop” on the next 

screen to confirm. 

9. Once you are satisfied with the cropped image, place the next page on the 

glass and tap the Green Scan button. 

REPEAT the “Scan” process (Steps 5 through 8)  

for each new page until finished. 
 

10.  When you have finished scanning and cropping all of your pages,  

tap  “Next”  in the bottom right corner to go to the Email address input 

screen. 



Note to Faculty: 

Searchable PDF files posted to your Canvas course are much 

more functional and accessible for all students.  These files can 

be easily “read aloud” using screen reader and text-to-speech 

software such as Read&Write as well as with the iOS  

accessibility features built into today’s iPhones and iPads.   

For more information, please contact Maureen Bourbeau,  

Assistive Technology Specialist with Student Accessibility  

Services at Maureen.bourbeau@unh.edu  

19. Type  your email address  

and  tap “Next” . The 

searchable PDF will now 

be transferred to your in-

box. 


