#_ iPad Basics for Beginners

Apple'siPad and iPad mini are populartablets that have changed the way we use computers. The iPad
launchedin2010. There are several differentiPad modelsincludingthe iPad Air2,iPad Air,iPad 2,
iPad Mini 3, & iPad Mini. The current operating systemisiOS8.

Additional Resources: http://www.gcflearnfree.org/devices/ipadbasics

TouringtheiPad

Getting started

The firsttime you turn on youriPad, you'll be asked to choose a few different settings, like your preferred language, a
Wi-Finetwork, and your Apple ID. If you don't wantto choose all of these settings, you can always skip them for now
and change them later.

To learn more about the buttons and ports on the outside of the device, review the diagrams below.
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If you have the latestversion of the iPad, the dock connectorwill be slightly smallerthan the one pictured above. The

new connectoris known as a Lightning connector, and you'll use a Lightning cable to charge your iPad or connectitto
your computer.
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To sleep and wake the iPad:
1. Whenyou're readyto use the iPad, you'll need to wake it. To do this, press the Sleep/Wake button orthe Home
button. The Lock screen will appear; simply slide to unlockit. When you're done using the iPad, press the

Sleep/Wakebuttonto putitin Sleep mode. This will turn off the screen and help to save battery life.
2. TheiPadwillgointoSleep mode automatically if you don'tuse itfor more than a few minutes.

To turnthe iPad on and off:
Most of the time, youwon't need to turn your iPad off—you can just use the Sleep/Wake button to keep youriPad in

Sleep mode. Butif you needtoturn it off completely (forexample, onanairplane), press and hold the Sleep/Wake
button for several seconds, then slideto power off.

To turn the iPad on, press and hold the Sleep/Wake button untilthe Applelogo appears. It may take a few minutesto
turn on completely.

Control Center

Control Centergives you quick access to commonly used settings and apps from anywhere in iOS—including the Lock
screen. To access Control Center, swipe up fromthe bottom of the screen. To close Control Center, swipedown, tap the
top of the screen, or press the Home button.
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Using the Keyboard & Touch Screen

Multi-touch gestures
Gestures, sometimes called multi-touch gestures, are whatyou'll use to open apps, navigate the Web, and more.

e Tapto"click" or selectsomethingonthe screen; forexample, anapp or a link. You can alsotap and hold to
occasionally access otheroptions (think of this as "right-clicking").

e Dragto scrollup and down, leftandright, or any otherdirection onthe screen.

e Swipeleftorrightto flip through pages onthe Home screen, photos, or pagesin an e-book.

e Swipeleftorrightwithfouror five fingersto switch between open apps.

e Double-taptozoominor out on photos, webpages, and certain apps.

e Pinchto zoomin or outalmostanywhere.

e Pinchfourorfive fingers togetherto jumpto the Home screen, no matter where you are.

e Swipeupwithfourorfive fingersto pull up the multi-tasking bar.
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Usingthe Keyboard

The iPad's virtual keyboard will appear wheneveryou tap a textfield. Forexample, the keyboard will appear when

composingan email, writinganote, orenteringawebsite address.
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Sometimes you may find that you want to edit something at the beginning of asentence or paragraph. Ratherthan

deletingthe existing text and starting over, you can move the cursor to the desired location. To move the cursor, simply
tap the desired location. If you need more control, press and hold the screen, then (without removing your finger) drag
the magnifying glass to choose a location forthe cursor.

To copy and pastetext:

If you wantto move text from one location to another, you can copy and paste it. This is especially helpful if you want to
move text between different apps. Forexample, you might find some useful information in Safari and then copy and
paste it intothe Notesapp.

1. First,you'll needtoselectthe textyou wish to copy. Double-tap the screen nextto the textyouwishtoselect,
then drag the blue selection handlesto select the text.
2. Menu options will appearabove the selected text, including Cut, Copy, and Paste. We'll tap Copy.
3. Double-tapthe desiredlocation forthe text, thentap Paste.
Keyboard tips

Screen orientation: You can rotate the iPad to change the size of the keyboard. The keyboard willuse about half of the
screeninlandscape mode and abouta quarterof the screenin portrait mode.
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Alternate characters: You can pressand hold certain letters and symbolsto add accents or alternate characters.

Undo button: Ratherthan deleting text manually, you can use the Undo button. Just tap the Number button, then select
Undo.

Voice dictation: This feature allows you to entertext without having to use the keyboard. Tap the microphone icon on
your keyboard, then start talking. (This featureis only available for devices with Siri.)

Settings & Preferences
Once you're more familiar with the iPad, you may wantto take some time to review and customize your

device's settings. Settings control everything from the way youriPad works to the data it shares with
apps and other devices. You can open Settings by tappingthe icon on your Home screen.

Wi-Fi
You'll need to connectyour iPadto the Internetto be able to use most of the iPad's features. It's easy to turn youriPad's
wireless connection on or off and join nearby networks so you can access the Internet. Once you joinanetwork, your

device will connecttoitautomatically wheneverit'sinrange. If there are no networksinrange, it will connectvia3G or
4G instead, butonlyif you have a 3G- or 4G-enabled device (and a contract with a wireless provider).

To tum Wi-Fi on or off:
1. Tap theSettingsicononthe Home screen.
2. The Settings will appear. Tap Wi-Fiinthe left pane.
3. Nextto Wi-Fi, tap the control to turnit on or off.
4. Joiningnetworks

Joining a Network

To joina networkthat'sin range (forexample, yourhome's Wi-Fi oranearby publichotspot), look foritunder Choose a
Network. Then tap the network you wantto use. If the networkissecure, you'll need to enterapassword in orderto
connectto it. If the networkisn'tsecure, you can connectto it without a password.

If the network doesn'tappearonthe list, it may be out of range, or it may be closed (in otherwords, hidden). Tojoina
closed network, tap Other, then follow the stepsto connecttoit. You'll need to know the name of the network, the
security setting, and the password.

Updating your software

Software Update is where you'll download iOS updates from Apple. Updates frequently include bug fixes and other
improvements designed to enhance your experience with the iPad. If an update is available, tap Software Update, then
tap the Install button.

Wallpaperand sounds
There are lots of ways to customize youriPad. If you want to make youriPad more personal, you might wantto choose
your own wallpaperorchange the sound effects.

To change yourwallpaper
To make your iPad more personal, you can add your own background wallpaper.

Tap the Settingsicon onyour Home screen.

Tap Wallpapers & Brightnessin the left pane.

Tap the area under Choose Wallpaper.

Tap Dynamicor Stills to view the built-in wallpapers that came with youriPad, or choose a picture on your
device from the albums below. In ourexample, we'll tap Stills.
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5. Tap animage to opena full-screen preview.
6. Use the menu bar to applythe wallpapertoyourLock screen, Home screen, or Both. To exit the previewwithout
changingyourwallpaper, tap Cancel.

Setting the wallpaper from the photos app
If you're already looking at picturesinthe Photos app, you can setany picture as the wallpaperwithout opening
Settings. Simplyselectthe picture, tap the Share buttoninthe bottom-left corner, then select Use as Wallpaper.

Screen brightness
If you're havingdifficulty viewing youriPad's screen, you may want to adjust the screen brightness. Decreasing the
screen brightness will also help to save battery life. From the Display & Brightness settings, dragthe slidertoincrease or

decrease the screen brightness. You can also change this at any time by swiping up from the bottom of the screento
access the Control Center.

*Auto-Brightness automatically adjusts the brightness for current light conditions using a built-in light sensor. Just tap
the Auto-Brightness control to turn this feature on or off.

Sounds

The Sounds settings allow you to change the sound effects for different alerts (like anew email or calendar event), as
well asyourringtone forthe FaceTime app. You can also adjustthe volume forthese soundsand enableordisable
system sound effects like keyboard clicks and lock sounds.

To editsound settings:
Tap the Settingsicon onyour Home screen.

1. Tap Soundsinthe leftpane.

2. Customize the sound settings as desired. Forexample, you can choose anew ringtone forthe FaceTime appor a
new alerttone foremail messages. Take some time to test different sounds and settings to find the ones you
like best.

*You can also use youriPad's side switch to mute or unmute all sounds.

Passcode

By default, the iPad doesn'trequirea passcode to unlockit. However, you can set one to help protect your device.
Requiring a passcode will make it considerably more difficult forsomeoneelsetoaccess youriPadifit's lost or stolen.

Tap the Settingsicon on your Home screen.

General settings willappear. Tap Passcode Lock to view your options.

Tap Turn Passcode On.

Use the keypad to enter a four-digit passcode. (You'll need to enterit twice to confirm.)
Passcode Lock will be enabled. You'll need to enterit wheneveryou unlock the iPad.
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Working with Apps

Apps are programsthat are designedtorunonyour device. The iPad comes with several built-in
apps, but you can download more apps fromthe App Store. The iPad also makes it easy to manage
the apps on yourdevice.

The App Store gives you access to hundreds of thousands of apps. You'll find everything from games
to entertainment to productivity tools—even apps that can help you with common tasks like
studying foran exam, cooking dinner, or keeping track of travel plans.

ContentSource: GCFLearnFree.org



There are thousands of apps you can download forfree. Many otherapps cost as little as $0.99, although some may be
more expensive. If you're not sure which appsto try first, the App Store can help by giving you recommendations or
showingyouwhat's popularwith otheriPad users.

Popular Built in Apps

Maps, Notes, Camera, Photos, Clock, Facetime

Managing apps

The Home screen containsanicon forevery app on your device. This meansit can get pretty crowded, especially if
you've installed alot of apps fromthe App Store. Here are some tips to help you customize your Home screen soyour
favorite apps are always easy to find:

Rearrange your icons by touching and holding any app on the Home screen. When the icons begin to shake, dragand
drop themwhereveryou want (even on oroff the dock). To move anicon to anotherscreen, dragit to the leftorright
edge and hold until it switchestothe new screen. When you're done, press the Home button to make the icons stop
shaking.

If you're onthe last page of apps, you can create an additional Home screen by dragging anicon to the far right edge.
Whenyou're done, press the Home button.

Create a folder by dragging one icon on top of another. To add more icons to the folder, keep dragging and dropping the
onesyou want. This is a great way to organize similarapps and remove clutter from your Home screen. Whenyou're
done, pressthe Home button.

Search for apps by swiping down fromthe middle of the Home screen. A search box will appearatthe top of the screen.

Start typing the name of the desired app—any apps matchingyoursearch will appear (along with other files and settings
on youriPad).

Delete apps by pressingand holding any app on the Home screen, then tappingthe X in the top-left corner. Note that
built-inapps cannot be deleted. When you're done, press the Home button.

Multi-tasking
You may be used to using several programs at the same time on your computer, which is also known as multi-tasking.
On the iPad, multi-tasking works a bit differently. Although you can't use several apps at the same time, you can easily

switch between apps without goingtothe Home screen. Forexample, you might be browsing the Web in Safari and then
decide to send a message through the Mail app.

To make multi-tasking as seamless as possible, youriPad will keep recent apps paused in the background. When you
switch to a recentapp, you won't have to waitforitto load—you cansimply pick up where you left off.
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To switch between apps:
Sometimes you may want to quickly switch between apps without returning tothe Home screen. Forexample, you
mightbe browsing the Web in Safari and then decide to send a message through the Mail app.

e Quickly pressthe Home buttontwotimes. A preview of your currentapps will appear. You can swipe left orright
to browse through the currentapps. Simply tap an app to openit.

e

Facebook

To closeapps:
When you switch to the Home screen, the app you're using doesn'tactually close; itjustremains pausedin the

background. However, if an app stops working correctly, it sometimes helps to force the app to close. Thisis similarto
force-quittingan unresponsive program on a computer.

Keepinmindthatyou don'tneedto close apps thisway unless thereisa problem—because the apps are paused, they
won'tslow downyour iPhone ordrain the battery.

e Quickly pressthe Home buttontwo times. A preview of your current apps will appear. Swipe up onany app to
closeit.
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Surfingthe Web

I Safari is a web browserthat comes builtinto the iPad. You'll use it to access websites on your device.
Safari'sinterface is similartothose you might find on a desktop web browser, anditalso hasa few unique
features to make mobile browsing easier.
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. Navigation Buttons Share Button Pages

Navigation Buttons
Use the back and forward buttons to navigate between pages you'verecently visited.
Bookmarks & Reading List

Tap here to see your bookmarks, shared websites, and reading list. If you don't have an internet connection, you can still
read websites thatyou've added to yourreadinglist.

Reader
The Readerfeature allows youtoview web articlesin alarge, easy-to-read format, free of any ads or clutter.
The Address Bar

The address bar displays the URL for the current page. To navigate to a new page, justentera new address. You can also
use the bar to search the web.

Share Button

Use the Share button to create a bookmark, save the page to yourreadinglist,and more. You can even email the linkto
your friends, orshare iton Twitter or Facebook.

New Tab Button

Tap here to create a new tab. Whenyou create a new tab, the Favorites page will appear, whichincludes shortcuts to
your most frequently visited websites. You can tap a website to navigate to that page, or entera URL intothe address
bar as normal.

Pages

Tap here to see all the pages that you currently have open. You can close web pages usingthis button.
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Mail is probably one of the firstapps you'll want to set up on your iPad. You can useitto view and send

emails, reply to messages, and manage yourinbox—all the things you're used to doing with your email
account.

The firsttime you openthe Mail app, you'll need to connectit with an existing email address. Select your email provider,

thenfollow the instructions to connect youraccount with the Mail app. Whenyou're done, you'll be able tosend and
receive emails fromthataccounton your iPad.

Adding another email account
If you use more than one email

iPad F 2:30 PM b oaen
account—forexample, one for Settings Mail, Contacts, Calendars
persF)naIemalland oneerwork B cenera .
email—you can add multiple @ soncs cloud
accounts to the Mail app, allowing _ , o o

Wallpapers & Brightness Elena's Gmail

you to manage all of your messages M, Galancirs, Not
. [} Privacy _
inthe same place. Work Email
To add anotheremail account,open & icioud i
Settings fromthe Home screen, tap ™ Add Account
Mail, Contacts, Calendarsin the left Notes
pane, thenselect Add Account. Baminders Fetch New Data
Follow the instructions to connect
the new account.

iPad ¥

Mailboxes Inbox Done . . .
ks Email notifications
, Search Whenyou receive anew email, abadge will appearonthe app icon. The number
indicates how many unread emails are in yourinbox. This allows you to quickly see
Arehive if you have new messages without opening the Mail app.

¥ is this week

You can customize youralerts by opening Settings, tapping Notification Center,

kT v thenchoosing Mail.
Reply
Forward
& Swipe gestures
Flag The Mail app includes many convenient tools to manage yourinbox, including

Mark a Unread foldersand flags.i0OS 7 alsointroduces a new swipe gesture, which allows you to
quickly manage the messagesinyourinbox. Just swipeamessage tothe leftforthe

. Move to Junk option to Archive/Delete, Reply, Forward, and more.

Move Message...

Customizing the email signature
By default, every email you send will include the words Sentfrom myiPad at the bottom of the message. Thisisthe

defaultemail signature for the Mail app. If you'd like to customize orremove the email signature, open Settings from the
Home screen, tap Mail, Contacts, Calendarsin the left pane, thenselect Signature.
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