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1. Scan-Import 
2. Crop-Rotate 
3. Add Properties 
4. Rearrange Pages 
5. Add Markings 
6. Scanning Options 
7. Do It Again & Questions/Discussion 

 
1. SCAN-IMPORT 

a. Finger touch center of screen – tool bars now show 
b. Touch TOOLS (suitcase icon in upper right) 

i. Use finger or pencil 
c. touch SCAN 
d. On top of screen in center; click SCAN icon (left icon) 

i. Right side: 1. touch MANUAL 2.LIGHTING icon – turn to ON 
3.small circle icon – select black and white 

e. Scan each page of the set by pushing large white circle 
f. Save and Name the file. 

 
2. CROP-ROTATE 

a. Finger touch center of screen 
b. Touch TOOLS 
c. Touch CROP 

i. Use two fingers to shrink margins (wasted white space) 
ii. Use ruler at the bottom to rotate the scanned image 

 
3. PROPERTIES 

a. Finger touch center of screen 
b. Touch upper center of the screen on the words 

i. Refine title 
ii. Add composer 

1. (consider name order, I.E. Last name first or First name 
first) 

iii. Add Genres (Hymn, Prelude, Etc) 
iv. Consider creating Library (Piano, Organ, Choral, Etc) 



4. REARRANGE 
a. Finger touch center of screen 
b. Touch TOOLS 
c. Touch REARRANGE 

i. Copy pages for multiple verses using “+” button 
ii. Sort the pages into the correct order. 
iii. To see a page larger – touch the page of interest 
iv. To add another score, I.E. Add a harmonization verse – use 

the “+” button at the bottom of the screen 
 

5. ADD MARKINGS 
a. Finger touch on screen – tool bars now show 

i. Click on button with swirly line 
ii. Or touch an iPencil to center of screen. 

b. Use colored lines, text boxes, and shapes to mark-up the score 
 

1. PAGE TURNING 
a. Touch lower right or lower left of screen 
b. Use Bluetooth button 
c. With more advanced iPads “Wink” or “Facial Gestures” 

 
6. SCANNING OPTIONS 

a. PDF file format 
b. Options include (worst to best) 

i. Take a picture 
1. convert .jpg or .png to .pdf 

ii.  Using a scanner app on phone 
1. the software in the app smooths brightness 
2. improve the lighting 

iii. Use an office scanner 
1. Paper size challenges 

 
iv. Use the Bookeye scanner at: 

1. BYU HBLL Library and University of Utah Marriot Library 
 Large paper sizes 
 Mostly smooths curved paper using software 
 Small file size 

 Efficient    ͟͝͠͞ 

 Use Black and White setting 
 Use a flash drive. Save files to a cloud folder or 

service from which you can IMPORT 


