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Why Scanning?
Many students with a print disability are now 
using assistive technologies to access text to 

speech features which are helping them engage in 
grade level materials. However, in order for these 
students to be able to access these materials we 
sometimes need to scan them with OCR in order 
to make them accessible through text to speech.

What is OCR?
OCR stands for Optical Character Recognition. When taking 
an image or a scan of a text document OCR is a necessary 
feature which recognizes all of the shapes on a page that 

look like a letter or number. Certain apps and scanners have 
OCR features integrated in them. When scanning on such 

devices, the digital document produced will be readable and 
searchable by softwares that incorporate text to speech.  

What are my options?
There are more and more options available when it comes to scanning documents for accessibility. Many newer 
photocopy machines that exist in the schools have OCR capabilities within the scanning options so for longer 
documents that need to be scanned the school copier is a great option. For quicker and more easily accessible 

options, there are many smartphone and tablet apps that can quickly do the job. One great free app that does this is 
Adobe Scan which works well with the text to speech options we use in our school board (WordQ and Read&Write) 

Some other free OCR scanning apps include Office Lens, Snapverter and CamScanner. 

What is the Importance of Scanning?

https://itunes.apple.com/ca/app/adobe-scan/id1199564834?mt=8
https://itunes.apple.com/ca/app/microsoft-office-lens-pdf-scan/id975925059?mt=8
https://www.texthelp.com/en-gb/products/snapverter/
https://itunes.apple.com/us/app/camscanner-scanner-to-scan-pdf/id388627783?mt=8


Accessing Published Works -
Frequently Asked Questions
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What About Workbooks?

Many publishers have policies in place 
which allow schools to order accessible 

workbooks and textbooks in digital 
formats for students with print 

disabilities. If this is a service that you 
think would benefit a student, please 
follow this link for more information. 

What About Books & 
Novels?

Students with a print disability also have 
the possibility of having access to their 

favourite books and novels in accessible 
formats. Companies such as Bookshare 

and CELA allow students access to books 
in alternate formats. Follow this link for 
more information on applying for these 

services.

What about Copyright Laws?
Below are some of the common conditions of use outlined by different 

publishers regarding access to digital copies of published works:

❏ The work will be used exclusively by a student whose 
individualized education plan recommends assistive technology.

❏  In order to receive an accessible copy, a copy of the work must be 
purchased for each student with special needs, and only one 
student may use this copy of the work during the school year.

❏ The application for the work is made by a person in authority at 
the school or a person authorized by its administration to do so.

❏ The school applying for the work agrees not to reproduce, sell, 
modify or distribute the work.

❏ At end of school year, ensure that digital copies are deleted from 
all student computers. Transitional copies must be stored on 
school premises, or deleted, as required by publisher.

https://at-emsb.org/accessible-textbooks/
https://at-emsb.org/accessible-novels-picture-books-and-chapter-books/


Using Text-to-Speech with 

Digital Documents

If you have a document that is already in a 
digital format (ie. you downloaded it off the 
internet) there is no need to scan it.

Here are some helpful documents outlining 
procedures about how you can to use 
accessibility features such as  text to speech 
with these digital files. 
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What Support is Necessary?

Reading Support

If you are browsing the internet from your tablet or 
smartphone and you would like to use text to 
speech these features will already be available to 
you without any additional steps required. 

Reading & Writing Support

If you would like to be able to annotate the 
document as well you will need to save the PDF to 
another app such as Google Drive, OneDrive, 
OneNote and then open it in the iOS Files app. 

❏ Turn on the necessary accessibility features

How To

Note: Need wifi access!

For iPads, iPhones & Tablets

iOS Accessibility + PDF from the Internet

How to Save PDFs from iPad to be able to Annotate

1. Once you’ve opened the PDF file on your iPad, you will need to 
save it into another app of your choice.  

For the purpose of this example, I will choose Google Drive. 

2. Once the PDF is saved into Google Drive, you will be able to 
access it through the Files app which will allow you to read, 
write and annotate the document. 

https://at-emsb.org/ios-accessibility-2/
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Before you begin...

❏ Turn on the necessary accessibility features

❏ Download the Google Drive app

❏ Ensure that you are logged                      
into the Google Drive app

❏ Go to Files app

❏ Click “Locations” (top left)

❏ Click “Edit”

❏ Switch on “Google Drive”

Open Files App
1. Tap on Locations (Top Left)

2. Select Google Drive

3. You should have access to all the files in your Google 
Drive. Choose the document you would like to work on. 

4. Use iOS Features to read and write! 

Submitting your Work
After you’ve annotated your document, select “Done” in 
the top right corner. Any annotations you have made will 
sync with your Google Drive. This means that the next 
time you open the PDF you will still be able to see your 
annotations. 

How To

Note: Need wifi access!

For iPads, iPhones & Tablets

iOS Accessibility + PDF in Google Drive

https://at-emsb.org/ios-accessibility-2/
https://at-emsb.org/ios-accessibility-2/
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PDFs & WordQ 

For Laptops and Computers
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Use the Adobe Scan app to take a picture of 
your document.

Save the PDF   

 (top right)

3

Once you have taken the scan, open it up by 
selecting the image of it (bottom right).

1

         Once you select “Share a Copy” you will be 
presented with several options of where you would 
like to export your scan. 
Email a copy of the scan to
 yourself.

4

5

Open your email on your computer 
→ download the PDF
 → Open WordQ.

6
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PDFs & Read&Write 

For Laptops and Computers

Before you begin...

❏ Install Texthelp PDF Reader

❏ If your experience is not like the video 
in the link above, try these steps 
instead. 

❏ If a student will always be using 
Read&Write’s features, set the PDF Reader as 
the default PDF app in Google Drive.

How To

Note: Need wifi access!

If you or your student finds a PDF document online and would like 
to be able to use Read&Write’s features with it you can follow the 

steps outlined below:

If you just want to read it:

1.  Set the PDF Reader as the default PDF app and 
whenever you open a PDF from the web it will now 
open in Texthelp’s PDF Reader giving you access to 
all of the Read&Write tools. 

If you also  want to save it for future reference:

2. Once you have completed step 1 above and the PDF 
opens in your PDF reader, click on “Save to Google 
Drive” and then organize the file into the appropriate 
folder. 

https://www.youtube.com/watch?v=oOQHXg7iMTA
https://youtu.be/7QkhZ_HeJ44?t=29
https://support.texthelp.com/help/my-pdfs-dont-open-with-the-texthelp-pdf-reader
https://support.texthelp.com/help/my-pdfs-dont-open-with-the-texthelp-pdf-reader
https://support.texthelp.com/help/my-pdfs-dont-open-with-the-texthelp-pdf-reader


Using Text-to-Speech with 

Paper Documents

If you have a document that is in a paper 
format, you will need to follow some steps in 
order to digitize these documents which will 
then make them accessible for students with 

print disabilities. 

Note: this shouldn’t happen too often as we 
can see that more and more resources are 

coming from the internet
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iPad Laptop

WordQ Read&Write

Scan with OCR
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Accessibility



How to Use the Adobe Scan App
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Use the Adobe Scan app to take a picture of 
your document.

Save the PDF   

 (top right)

3

Once you have taken the scan, open it up by 
selecting the image of it (bottom right).

1

         Once you select “Share a Copy” you will be 
presented with several options of where you would 
like to export your scan. 

4

5



How to Use the School Copy Machine

12

Does your school copier look like this one?

If yes, the scanning options in this model of photocopier 
allow you to scan documents that will then be readable 

with WordQ in Adobe Reader. 

Need more help?

Follow the link below to 
access a document with 
step by step guides on 

how to do this.

https://bit.ly/2Oqzsp1

https://bit.ly/2Oqzsp1


Before you begin...

❏ Download Adobe Scan app

❏ Link the app to your email

❏ Go to Files app

❏ Click “Locations” (top left)

❏ Click “Edit”

❏ Switch on “Adobe Scan”

Use Adobe Scan App
1. Take a picture with Adobe Scan app.

2. Save PDF

Open Files App
1. Tap on Locations (Top Left)

2. Select Adobe Scan

3. Choose your document

4. Use iOS Features to read and write! 

Submitting your Work
1. Export file with one of the following options

How To

Note
If you scroll to the right, you 

will have the option for 
“More” which will allow you 
to customize your options.

Note: Need wifi access!
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For iPads, iPhones & Tablets

Scanning a Paper into iPad + Accessibility Features



Scanning a Paper into iPad for Accessibility & Google Drive

Before you begin...

❏ Download Adobe Scan app

❏ Link the app to your email

❏ Download the Google Drive app

❏ Ensure that you are logged 
into the Google Drive app

❏ Go to Files app

❏ Click “Locations” (top left)

❏ Click “Edit”

❏ Switch on “Google Drive”

Note: Need wifi access!

For iPads, iPhones & Tablets



Open Files App

1. Tap on Locations (Top Left)

2. Select Google Drive

3. Find and select your document.

4. Use iOS Features to read and write! 

Submitting your Work
If you have followed all previous steps, any annotations you 

make on your documents on your iPad will sync with the PDF 
that is in your drive so there is no need to submit your work. 

How To
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For iPads, iPhones & Tablets

2

Use Adobe Scan App

1. Take a picture with Adobe Scan app.

2. Save PDF 

3. Select Share

4. Select “Share a copy”

5. Export to Google “Drive”

6. Organize your scan into one of your                                      
Google Drive folders to make it easier                                           
to find for future use. 

How To1

Scanning a Paper into iPad for Accessibility & Google Drive



Adobe Scan & WordQ

Before you begin...

❏ Download Adobe Scan app

❏ Link the app to your email

❏ Set up a Mail account in the tablet or 
smartphone.

This will allow you to export your scans through 
email however there are other options for 

exporting your scans from the device. 

Note: Need wifi access!

Use Adobe Scan App
1. Take a picture with Adobe Scan app.

2. Save PDF 

3. Select Share

4. Select “Share a copy”

5. Send by Email to yourself or the student. 

Download PDF from Email
1. Login to the email where the file was sent, open the email, 

download the PDF file. 

Open PDF with WordQ5
1. Open WordQ5
2. Options → “Open PDF…” → Find the original file that 

you saved. 
3. Use WordQ5 PDF reader to read and write with the 

document. 

How To
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For Laptops and Computers



Adobe Scan to Google Drive and Read&Write

Before you begin...

❏ Download Adobe Scan app

❏ Link the app to your email

❏ Download the Google Drive app

❏ Ensure that you are logged              
into the Google Drive app

❏ Install Texthelp PDF Reader

❏ If your experience is not like                              
the video in the link above, try        
these steps instead. 

❏ If a student will always be using 
Read&Write’s features, set the PDF Reader as 
the default PDF app in Google Drive.

Note: Need wifi access!

Use Adobe Scan App
1. Take a picture with Adobe Scan app.

2. Save PDF 

3. Select Share

4. Select “Share a copy”

5. Export to Google “Drive”

6. Organize your scan into one of 
your Google Drive folders to 
make it easier to find for future use. 

Open your File with Texthelp PDF Reader
1. On your laptop, go to your Google Drive and find the file you 

scanned.

2. Open the file with Texthelp’s PDF Reader. 
● If you set it as your default, just double click on the file 

you want.
● If it is not set as your default, right click on the file and 

open with Texthelp PDF Reader. 

How To
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For Laptops and Computers

https://www.youtube.com/watch?v=oOQHXg7iMTA
https://youtu.be/7QkhZ_HeJ44?t=29
https://support.texthelp.com/help/my-pdfs-dont-open-with-the-texthelp-pdf-reader
https://support.texthelp.com/help/my-pdfs-dont-open-with-the-texthelp-pdf-reader


Instant Scanning & TTS with 

Smartphone/ iPad 
Apps

Seeing AI

Office Lens

Snapverter

Speechify
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