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TECHNOLOGY TIP 
Scanning a Document as a PDF With Your iPhone  
 
Did you know that you can scan documents (even multi paged documents!) with your iPhone and your phone will 
convert the image to a PDF?   
 

When sharing documents, PDFs work best. Photos can be difficult to read, especially small text.  PDFs are clearer 
to read, easier to save and edit, and simpler to share.  
 

iPhone Instructions: 

• Open the Files app on your phone  
• Tap the three dots in the upper right-hand corner of your screen  
• Select ‘Scan documents’ 
• Take a photo of your document 

• Tap the blue checkmark in the upper right-hand corner of your screen  
o For multiple pages, continue to take photos, and then tap the blue checkmark 

• Select where to save this photo/document 
o Create a folder (tap the three dots), put the photo in an existing folder, or just tap ‘Save’ in the 

upper right right-hand corner 
o The document can be renamed by tapping on it  

 

To send your scanned photo/PDF document to Kopsa Otte: 
• We only accept documents that are uploaded secure through ShareFile on our website.  Do not mail any 

documents, photos, or personal information (account numbers, social security numbers, etc.) to our 
firm.  This practice is unsafe! 

• Go to www.kopsaotte.com and click on ‘File Upload’ in the top right hand corner of the website 
• Click ‘Secure Upload’ 
• Drag or upload your PDF and complete the form requesting your email, company name, and any notes 
• Click ‘Upload’ 

 

To send your scanned photo/document outside of Kopsa Otte: 
• Tap on the document to be sent in the Files app 

• Tap on the share icon  
• Select your email app (Gmail, Hotmail, Outlook, etc.) 
• Send your PDF! 
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