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Step 1 for an iPhone / iPad: How to Scan Documents to PDF

Purpose of Guide

In order to attend one of NWIRP’s
DACA Renewal Clinics, you must
submit PDF versions of your previous
DACA Application. In this guide, you
will learn how to scan and upload your
PDF documents using either an
iPhone/iPad or a Smartphone/Tablet.

Step 1 - for an iPhone or iPad

Here, you will learn how to scan paper
copies of your documents into PDF
format on an iPhone or iPad using the
“Notes” app. If the app is not already
on your device, you will first need to
download the app from the App Store.
**If are using a Smartphone or Tablet
to scan your documents, skip to page 2
of this guide. **

Note: If your documents are already in
PDF format, skip to page 4 of this
guide.

1. To begin, tap the “Notes” icon.
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3. Tap the “camera” icon.

4. Tap “Scan Documents.”
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2. Tap the “new note” icon in the
bottom right corner.
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6. Tap the circle icon in the upper

right corner. Then, tap “Send a Copy.”
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7. Tap “Save to Files.”
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5. Hold your device over the
document until the yellow box
appears around it. Then, tap the circle.
Only tap “save” once ALL pages have

been scanned.
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8. Tap “On My iPhone” (or “On My
iPad” if using an iPad). Then, tap
“Save” in the upper right corner to
save the PDF to your device.




Purpose of Guide

In order to attend one of NWIRP’s DACA
Renewal Clinics, you must submit PDF
versions of your previous DACA
Application. In this guide, you will learn
how to scan and upload your PDF
documents using either an iPhone/iPad
or a Smartphone/Tablet.

Step 1 - for Smartphone or Tablet

Here, you will learn how to scan paper
copies of your documents into PDF
format on a Smartphone or Tablet using
OpenScan. To do so, you will first need to
download the free “OpenScan” app from
your device’s App Store.

**If are using an iPhone or iPad to scan
your documents, refer to page 1 of this
guide. **

Note: If your documents are already in
PDF format, skip to page 4 of this guide.
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3. Tap the “+” to begin scanning.

Step 1 for a Smartphone/ Tablet:
How to Scan Documents to PDF Using OpenScan
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2. Allow OpenScan access to photos,
media, and files, as well as access to
take pictures and record video.

1. The OpenScan App will appear on
your home screen once downloaded.
To open, tap the “OpenScan” icon.
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5. Line up the document in the frame
and tap the circle.

4. Tap “Normal Scan.”
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6. Tap the “v'“ if the scan is clear and 7. Tap “Done” to save the scan.
readable. Tap the “[l” if you need to Repeat steps 3-7 until each page is
redo the scan. scanned.
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9. Tap the 3 vertical dots in the upper right corner. Then, tap “download”. This
will save your PDF scans to “Files” on your device. If you would like to email the
PDF scans to yourself to save them on a computer, tap “Send file...” and enter
your email.

Docvment:
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8. Once you’re done scanning, tap the
PDF icon in the upper right corner to
combine all pages into one document.
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10. To find the scans, search for “Files
in your phone’s search bar. They will
be in “downloads”.



Step 2 for an iPhone / iPad:
How to Upload a PDF to NWIRP’s DACA Online Registration Page
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Step 2 for an iPhone or iPad:

Here, you will learn how to upload
your PDF documents to NWIRP’s
DACA Online Registration Page using
an iPhone or iPad to register.

Note: Follow Step 2 depending on
the device you are using in order to
register. We provide you with a
guide for:

*An iPhone / iPad

*A Smartphone / Tablet

*A Computer
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1. Once on NWIRP’s DACA Online
Registration page, to upload the PDF
scan, tap “Select a file from device.”
Then, tap “Browse.”

Step 2 for a Smartphone / Tablet:
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2. In the “Recents” section, tap the
PDF scan you wish to upload to the
Online Registration Page. Repeat

How to Upload a PDF to NWIRP’s DACA Online Registration Page

Step 2 for a Smartphone or Tablet:

Here, you will learn how to upload
your PDF documents to NWIRP’s

DACA Online Registration Page using

a Smartphone or Tablet to register.

Note: Follow Step 2 depending on
the device you are using in order to
register. We provide you with a
guide for:

*An iPhone / iPad

*A Smartphone / Tablet

*A Computer
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1. Once on NWIRP’s DACA Online
Registration page, to upload the PDF
scan, tap “Select a file from device.”
Then, tap “Files.”
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steps 1-2 for each required
document.
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2. Tap the PDF scan you wish to
upload to the Online Registration
Form. Repeat steps 1-2 for each
required document.
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1. Once on NWIRP’s DACA Online
Registration Page, to upload the PDF
scan, click “Select a file from device.”
Then, click “Files.”
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2. Find the location where vyour
documents are saved. Then, click on
the file you wish to upload. Finally,
click “Open” in the bottom right
corner. Repeat steps 1-2 for each
required document.
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