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Learn to
use the
iPad’s 
physical
switches.

Learn to tap,
swipe, flick,
and pinch your
way through
the iPad’s
interface. 



1
In this chapter you learn how to perform 
specific tasks on your iPad to become 
familiar with the interface.

B The iPad Buttons and Switches

B Screen Gestures

B iPad Screens

B Interacting with Your iPad

Getting Started
Before you learn how to perform specific tasks on your iPad,
you should become familiar with the interface. If you have
used an iPhone or iPod Touch, you already know the basics.
But if the iPad is your first touch-screen device, you need to
take time to become accustomed to interacting with it.



The iPad Buttons and Switches
The iPad features a Home button, a Wake/Sleep button, a volume control, and
a screen rotation lock switch.
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Wake/Sleep

Screen rotation
lock

Volume control

Home button

The Home Button
The Home button is probably the most important physical control on the
iPad and the one that you will use the most often. Pressing the Home button
returns you to the Home screen of the iPad when you are inside of an appli-
cation, such as Safari or Mail, and you want to get back to your Home screen
to launch another app.

Where’s the Quit Button?
Few, if any, apps on the iPad have a way to quit. Instead, think of the Home but-
ton as the Quit button. It closes out the current app and returns you to your
Home screen.



The Wake/Sleep Button
The primary function of the Wake/Sleep button (sometimes also called the
On/Off button) at the top of your iPad is to quickly put it to sleep. Sleeping is
different than shutting down. When your iPad is in sleep mode, you can
instantly wake it to use it. You can wake up from sleep by pressing the
Wake/Sleep button again or pressing the Home button.

The Wake/Sleep button can also be used to shut down your iPad, which you
might want to do if you leave your iPad for a long time and want to preserve
the battery life.

Press and hold the Wake/Sleep button for a few seconds and it begins to shut
down and turn off. Confirm your decision to shut down your iPad using the
Slide to Power Off button on the screen.

5The iPad Buttons and Switches

To start up your iPad, press and hold the Wake/Sleep button for a few 
seconds until you see something appear on the screen.

When Should I Turn Off My iPad?
It is perfectly normal to never turn off your iPad. While in sleep mode, with the
screen off, it uses little power. If you can plug it in to power at night or during
longer periods when you are not carrying it with you, you don’t need to ever
shut it down.



The Volume Control
The volume control on the side of your iPad is actually two buttons: one to
turn the volume up, and the other to turn it down.

Your iPad keeps two separate volume settings in memory: one for head-
phones and one for the internal speakers. If you turn down the volume when
using headphones, and then unplug the headphones, the volume changes to
reflect the last settings used when headphones were not plugged in, and vice
versa. A Speaker icon and a series of rectangles displays on the screen to indi-
cate the level of volume.
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The Screen Rotation Lock
Your iPad has two primary screen modes: vertical and horizontal. You can use
almost every default app in either orientation. For example, if you find that a
web page is too wide to fit on the screen in vertical orientation, you can turn
the iPad sideways and the view changes to a horizontal orientation.

When you don’t want your iPad to react to its orientation, slide the iPad
screen rotation lock so that you can see the orange dot, which prevents the
orientation from changing. When you need to unlock it, just slide the lock off.



This comes in handy in many situations. For instance, if you are reading an 
e-book in bed or on a sofa while lying on your side, then you may want 
vertical orientation even though the iPad is lying sideways.

Orientation and Movement
I know I said there were only four physical switches on your iPad, but there is
another one: the entire iPad.

Your iPad knows which way it is oriented, and it knows if it is being moved.
The simplest indication of this is that it knows whether you hold it vertically
with the Home button at the bottom or horizontally with the Home button to
one of the sides. Some apps, especially games, use the exact screen orienta-
tion of the iPad to guide screen elements and views.

Shake It Up!
One interesting physical gesture you might perform is the “shake.” Because your
iPad can sense movement, it can sense when you shake it. Many apps take
advantage of this feature and use it to set off an action, such as shuffling songs
in the iPod app or erasing a drawing canvas.

Screen Gestures
Who knew just a few years ago that we’d be controlling computing devices
with taps, pinches, and flicks rather than drags, key presses, and clicks?
Multitouch devices such as the iPhone, iPod Touch, and the iPad have added a
new vocabulary to human-computer interaction.

Tapping and Touching
Since there is no mouse, a touch screen has no cursor. When your finger is not
on the screen, there is no arrow pointing to anything.

A single, quick touch on the screen is usually called a “tap” or a “touch.”You
usually tap an object on the screen to perform an action.

Occasionally you need to double-tap—two quick taps in the same location.
For instance, double-tapping an image on a web page zooms in to the image.
Another double-tap zooms back out.
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Pinching
The screen on the iPad is a multitouch screen, which means it can detect
more than one touch at the same time. This capability is used all the time
with the pinch gesture.

A pinch (or a pinch in) is when you touch the screen with both your thumb
and index finger and move them toward each other in a pinching motion.
You can also pinch in reverse, which is sometimes called an “unpinch” or
“pinch out.”

An example of when you would use a pinch would be to zoom in and out on
a Web page or photograph.
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Dragging and Flicking
If you touch the screen and hold your finger down, you can drag it in any
direction along the screen. Often, this action has the effect of moving the
content on the screen.

For instance, if you are viewing a long web page and drag up or down, the
page will scroll. Sometimes an app will let you drag content left and right as
well.

What if you have a long web page or a list of items inside an app? Instead of
dragging the length of the screen, lifting your finger up, and moving it to the
bottom to drag again, you can “flick.” Flicking is like dragging, but you move
quickly and lift your finger off the screen at the last moment so that the con-
tent continues to scroll after you have lifted your finger. You can wait for it to
stop scrolling or touch the screen to make it stop.



iPad Screens
Unlike a computer, the iPad screen does only one thing at a time. Let’s go
through some of the typical screens you see while getting to know your iPad.

The Lock Screen
The default state of your iPad when you are not using it is the lock screen.
This is just a picture with the time at the top and a large slider at the bottom
with the words “slide to unlock,” and single button to the right of the slider
for launching a picture frame photo slideshow (see Chapter 9,“Viewing Your
Photos”).
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By default you see the lock screen when you wake up your iPad. Sliding the
unlock slider takes you to the Home screen or to whichever app you were
using when you put the iPad to sleep.

The Home Screen
Think of the Home screen as a single screen but with multiple pages that
each features different app icons. At the bottom of the Home screen are 
app icons that do not change from page to page. The area resembles the 
Mac OS X Dock.



The number of pages on your Home screen depends on how many apps you
have. The number of pages you have is indicated by the white dots near the
bottom of the screen, just above the bottom icons. The brightest dot repre-
sents the page you are currently viewing. You can move between pages on
your Home screen by dragging or flicking left or right.

To the left of the dots is a small magnifying glass that represents the search
screen. We talk about that in a minute.

An App Screen
When you tap on an app icon on the Home screen, you run that app just like
you would run an application on your computer. The app takes over the
entire screen.

At this point your screen can look like anything. If you run Safari, for instance,
a web page displays. If you run Mail, you see a list of your new email or a sin-
gle incoming email message.

The Search Screen
If you are on your Home screen, looking at page one of your app icons, you
can drag to the right to get to the Search screen, which has a Search iPad
field at the top and a keyboard at the bottom.
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1

You can type in anything to search

for a contact, app, email message,

photo, and so on. You don’t have to

define what type of thing you want

to search for.

1. From the Home screen, drag left
to right to go to the Search
screen.

2. Type a search term using the on-
screen keyboard.

3. You see a list of items on your
iPad that match the search term.
Tap the Search button on the key-
board to dismiss the keyboard
and complete the search.

4. Tap the X in the search field to
clear the search and start again.

5. Tap any of the items to go to the
appropriate app and view the
content.

2

3

5

4



The Settings Screen
One of the apps that you have on your iPad by default is the Settings app.
With the Settings app, you can control several basic preferences for your iPad.
(See Chapter 2,“Customizing Your iPad,” for more on customizing settings.)
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This is really just another app screen, but it is worth singling out as you’ll
need it to customize most aspects of your iPad.



Interacting with Your iPad
Now let’s examine the different types of on-screen interface elements, the on-
screen keyboard and how to use it, and specialized interactions such as text
editing and copy and paste.

Common Interface Elements
Several interface elements are more complex than a simple button. In typical
Apple style, these elements are often self-explanatory, but if you have never
used an iPhone or iPod Touch before, you might find some that give you
pause.

Sliders

A slider is really just a button. But instead of tapping it, you need to tap and
drag to the right to indicate that you want to perform the action, which
makes it harder to accidentally trigger the action.

The most obvious example is the slider at the bottom of the Lock screen. If
there were a button there, it might be too easy to unlock your iPad without
realizing it.
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Switches

A switch is also like a simple button, but you need to tap only the switch to
activate it. A switch gives you feedback about which state it is in.

For example, switches indicate whether the Sound Check and Lyrics &
Podcast Info features of the iPod are on or off. Tapping on either switch
changes the position of the switch.



Toolbars

Some apps have a set of buttons in a toolbar at the top of the screen that 
are general controls. The toolbar might disappear or the buttons might 
vary depending on the mode of the app. An example of a toolbar is in the
iTunes app.
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Button Lists

Often tapping a single button in a toolbar brings up more buttons, which are
like menus on your Mac or PC. The buttons in the list are usually related. For
example, a button in Safari gives you options to Add Bookmark, Add to Home
Screen, or Mail Link to This Page.

Tab Bars

Sometimes you see a row of buttons at the bottom of the screen that func-
tion similarly to toolbars, but each button represents a different mode for the
app. For instance, at the bottom of the YouTube app, you see a Tab bar that
you use to switch between various lists of videos: Featured, Top Rated, Most
Viewed, Favorites, Subscriptions, My Videos, and History.



Using the On Screen Keyboard
The interface element you might interact with the most is the on-screen key-
board. It pops up from the bottom of the screen automatically whenever you
need to enter some text.
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The default keyboard has only letters and the most basic punctuation avail-
able. There are two shift keys that enable you to enter uppercase letters. You
also have a Backspace key and a Return key.

Is There a Quicker Way to Capitalize?
So to capitalize a word, you tap the Shift key and then type the letter, right? You
can. But a faster way is to tap the Shift key; then, without letting your finger off
the screen, drag it to the letter and release in a single tap, slide, release action.

You can do the same with numbers and punctuation by tapping the .?123 key
and sliding and releasing over the key you want.

To enter numbers and some other punctuation, tap the .?123 key to switch
your keyboard into a second mode for numbers and punctuation.

To return to the letters, just tap the ABC key, Or tap the #+= key to go to a
third keyboard that includes less frequently used punctuation and symbols.



There are other keyboard variations. For instance, if you type in a location that
needs a web address, a keyboard that doesn’t have a spacebar appears that
instead has commonly used symbols such as colons, slashes, underscores, and
even a .com button. Instead of a Return key, you might see an action word
like “Search” written on that key when tapping it will perform an action like
searching the web. All keyboards include a button at the bottom right that
enables you to hide the keyboard if you want to dismiss it.

Editing Text
Editing text has its challenges on a touch-screen device. Even though you can
just touch any portion of your text on screen, your finger tip is too large for
the level of precision you usually get with a computer mouse and cursor. To
compensate, Apple developed an editing technique using a magnifying glass
area of the screen that you get when you touch and hold over a piece of text.

For example, if you want to enter some text into a field in Safari, touch and
hold on the field. A circle of magnification appears with a cursor placed at the
exact location you selected.
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When you find the exact location that you want to indicate, release your fin-
ger from the screen. Then a variety of options display, depending on what
kind of text you selected, such as Select, Select All, and Paste. You can ignore
the options presented and start typing again to insert text at this location.

2

Copy and Paste
You can copy and paste text inside

an app, and between apps, on your

iPad. Here’s how you might copy a

piece of text from one document to

another in the Notes app.

1. Launch Notes. If you don’t have
any notes yet, create one by typ-
ing some sample text.

2. Touch and hold over a word in
your note. The Select/Select All
pop-up menu appears.

3. Choose Select.

3
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6

4

5

7

8

4. Some text appears highlighted
surrounded by dots connected to
lines. Tap and drag the dots so the
highlighted area is exactly what
you want.

5. Tap Copy.

6. Tap the + button to create a new
note.

7. Tap the empty document area
once to bring up a pop-up menu
with the Paste command.

8. Tap Paste to insert the copied
text.
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Customize
how your

iPad looks
and works

through the
Settings

app.



In this chapter you’ll learn how to change
some of the settings on your iPad such as
your background images, sounds, pass-
word, and how some apps behave.

B Changing Your Wallpaper

B Getting Details About Your iPad

B Setting Alert Sounds

B Password Protecting Your iPad

B Setting Parental Restrictions

B Changing Your Home Button’s Function

B Setting Your Date and Time

B Modifying Keyboard Settings

B Web Surfing Settings

B Changing iPod Settings

Customizing Your iPad
Like with any relationship, you fall in love with your iPad for
what it is. And then, almost immediately, you try to change it.

It’s easier, though, to customize your iPad than it is your signifi-
cant other because you can modify various settings and con-
trols in the Settings app. You can also move icons around on
the Home screen and even change how the Home button
works.

2



Changing Your Wallpaper
The wallpaper is the image behind the icons on the Home screen and on the
lock screen, so make sure it’s something you like.
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1

2 3

1. Tap the Settings icon on your
Home screen.

2. Choose Brightness & Wallpaper
from the Settings on the left side
of the screen.

3. To choose an Apple-supplied
wallpaper, tap Wallpaper or
choose a photo album and skip
ahead to step 10.
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4

7

4. Tap an image icon to select it. You
see a full view of the image.

5. From this full view, choose Set
Lock Screen to set this image as
the background of your lock
screen.

6. Choose Set Home Screen to set
this image as the background for
your Home screen.

7. Choose Set Both to make the
image the background for both
screens.

8. Tap Cancel at the upper-left cor-
ner of the screen to go back to
the picture icons.

8 5 6



Getting Details About Your iPad
One of the many things in the Settings app on the iPad is an About section,
from which you can learn details about your iPad.
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9

10

1

9. When viewing the list of icons, tap
the Back button at the top of the
screen to go back to the previous
screen.

10. Tap a photo icon to view that
photo from your photo album.

11. Use the buttons described in
steps 5, 6, and 7 to set this image
as a background.

Adjusting the Wallpaper
Image
You can touch and drag in a
photo to move to other areas of
the image, so you can choose the
part of the image you want as
your wallpaper. You can also pinch
to zoom in and out on your pho-
tographs.

1. Tap the Settings app on your
Home screen.

Why Am I Missing Space?
Notice in the example here that
the capacity of the iPad is shown
as 29.0 GB. However, that particu-
lar model is advertised as a
“32GB” model. The discrepancy
between the two is because of
space used by the operating sys-
tem and other system files.
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2 3
2. Tap General from the list of set-

tings on the left.

3. Tap About, the first button at the
top of the list of General settings.

4. See how many songs, videos, pho-
tos, and apps you have.

5. See the total capacity of your iPad
and the amount of space avail-
able.

6. The version number tells you
which version of the iPad operat-
ing system you are running. Check
this to make sure you are running
the latest version of the iPad OS.

7. The model number tells you
exactly which iPad you own if you
happen to get it serviced, or per-
haps to report a bug to a third-
party app developer.

8. The serial number, Wi-Fi address,
and Bluetooth address are unique
to your iPad. Apple may ask for
your serial number if you are
sending your iPad in for repairs.
The wi-fi number is what you
need if you are asked for a “MAC
address” or “Ethernet address” for
your iPad

Another Model Number?
If you tap the Regulatory button
on the About screen, you are
taken to another screen that lists
another model number for your
iPad. For the original iPads, this is
A1219. When you are buying
third-party accessories for your
iPad, the specifications for those
accessories may say “compatible
with model X.” In that case, X may
represent either model number.

4

5
6

7

8



Setting Alert Sounds
Your iPad can be a noisy device with various events that trigger alert sounds.
Just typing on the on-screen keyboard can produce a series of clicks.

Here’ s how to adjust your iPad’s alert sounds.

Chapter 2 Customizing Your iPad26

1

2 3

1. Tap the Settings icon on the
Home screen.

2. Tap General from the list of set-
tings on the left.

3. Tap Sounds.
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4. Slide the volume control left and
right to adjust the overall volume
of the alert sounds.

5. Switch New Mail alert on or off to
control if a sound plays when new
mail arrives in the Mail app.

6. Switch Sent Mail sound on or off.

7. Switch Calendar Alerts on to allow
audible alerts for calendar
reminders to play. You can specify
whether a specific event sounds
an alert when you create that
event in the Calendar app.

8. Switch the Lock Sounds on or off.
When this setting is on, a sound
plays when you unlock the Lock
screen.

9. Switch Keyboard Clicks on or off.

What? No Custom Sounds?
The initial version of the iPad OS
doesn’t enable you to set custom
sounds for any alerts. Hopefully at
some point we can change these
sounds or even have them reflect
different properties of mail mes-
sages and calendar events.

5

6

7

8

9
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Password Protecting Your iPad
Password protecting your iPad is a great way to make sure that someone else
can’t access your information or use your iPad.
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1. Tap the Settings icon on the
Home screen.

2. Tap General from the list of set-
tings on the left.

3. Tap Passcode Lock.

Even More Security
To lock your iPad automatically
when you aren’t using it, choose
Auto-Lock from the General
Settings and set your iPad to
automatically lock at 2, 5, 10, or
15 minutes. You can also choose
to never have it auto-lock. Of
course, you can manually lock
your iPad at any time by pressing
the Wake/Sleep button at the
top.
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4. Tap Turn Passcode On.

5. Type in a four-digit passcode that
you can easily remember. Write it
down and store it in a safe place
as you can run into a lot of trou-
ble if you forget it.

6. You will be asked to reenter your
passcode.

7. Tap the Require Passcode button
and choose the delay before a
passcode is required. If you
choose anything other than
Immediately, then someone else
using your iPad can work on it for
that period of time before need-
ing to enter the code.

8. Turn off Picture Frame to remove
the Picture Frame slideshow but-
ton on the Lock screen.

9. Turn on Erase Data if you want to
erase the iPad data after 10 failed
passcode attempts.
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Setting Parental Restrictions
If you plan to let your kids play with your iPad, you might want to set some
restrictions on what they can do.
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10
10. Press the Wake/Sleep button to

confirm your new settings work.
Then press the Home button and
Slide to Unlock. The Enter
Passcode screen displays.

You Forgot Your Passcode?
Well, it wouldn’t be secure if there
were a way to get around the
passcode, so you’re out of luck
until you can connect your iPad to
your Mac or PC and use iTunes to
restore it. Hopefully, this never
happens to you.

1. Tap the Settings icon on the
Home screen.

1
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2. Tap General.

3. Tap Restrictions.

4. Tap Enable Restrictions to turn
restrictions on or tap Disable
Restrictions to turn them off.

5. Type in a four-digit code and then
reenter the code when prompted.
Remember this code, or you can’t
turn off restrictions.

6. To remove the Safari, YouTube,
and iTunes apps from your Home
screen, turn the switches to off.

7. The Installing Apps switch pre-
vents new apps from being
installed.

8. The Location switch turns off loca-
tion-based functions of all apps.

9. Use Allowed Content to deter-
mine whether In-App Purchases
of paid app content, such as game
levels or magazine issues, are
allowed.

10. Pick which country’s rating sys-
tem to use from the Ratings For
submenu.

11. On the last four items, choose the
highest level of rating that a piece
of content can have for it to used.
For instance, under Movies you
can choose to allow only PG-13 or
lower. You can also choose Allow
All Movies or Don’t Allow Movies.
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It’s Not All Good
SETTINGS NOT REMEMBERED
It would be nice if you could just switch Restrictions on and off, so you could
hand off your iPad to Junior after quickly turning them on, but the settings
are reset each time. So if you want Junior to watch only PG-13 movies, you
have to turn on Restrictions and set the Movies rating each time.

1

2 3

Changing the Home Button’s Function
You actually can’t change your Home button’s main function because a single
press always takes you to the Home screen. But you can change what the
Home button does when you press it twice quickly.

1. Tap the Settings icon on the
Home screen.

2. Tap General.

3. Tap Home.



33Changing the Home Button’s Function

4. Tap Search to make a double-
press of the Home button take
you to the Search screen instead
of the Home screen.

5. Tap iPod to make a double-press
of the Home button open up the
iPod app.

6. Turn on the switch iPod Controls
to make a double-press of the
Home button display the various
iPod controls and song informa-
tion in a small window while
music plays.

7. The iPod button in this special
window launches the iPod app.

8. Use Search Results to decide what
sort of content to show on the
Search screen and to re-order the
content of the search results. For
instance, you can uncheck
Audiobooks if you never want to
see audiobooks show up when
searching.

9. You can also re-order the content
of the search results. Touch and
drag the three lines to the right
side of each item to move them
up and down relative to each
other.

7
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Setting Your Date and Time
You can set the date, time and time zone for your iPad and even choose
whether to display the time in 12- or 24-hour mode.
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1. Tap the Settings icon on the
Home screen.

2. Tap General.

3. Tap Date & Time.

4. Set the 24-Hour Time switch to
your preference.

5. Tap the Time Zone button and
then enter the name of your city,
or a nearby city, to set the zone.

6. Tap the Set Date & Time to bring
up date and time controls.
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7. Tap either the day or the time at
the top of the control to switch
the bottom of the control to the
correct interface. If you choose
the time, you can set the hour and
minute. If you choose the date,
you can set the month, day, and
year.

7

Modifying Keyboard Settings
If you use your iPad for email or word processing, you will use the on-screen
keyboard a lot. The keyboard does several things for you to make it easier to
type, but some of these might get in the way of your typing style. Use the fol-
lowing steps to modify the keyboard settings to your preferences.

1. Tap the Settings icon on the
Home screen.

1
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2. Tap General.

3. Tap Keyboard.

4. Turn Auto-Correction on to have
mistyped words automatically
corrected.

5. Turn Auto-Capitalization on to
automatically make the first char-
acter of a name, or a sentence, a
capital letter.

6. Turn Enable Caps Lock on or off.
By default this is off. When Caps
Lock is enabled, you double-tap
the shift key to lock it.

7. Turn on the “.” Shortcut if you
want a double-tap of the space-
bar to insert a period followed by
a space.

8. Use the International Keyboards
button to choose a different key-
board layout. In addition to key-
boards commonly used in other
countries, you can switch to a
Dvorak keyboard or one of several
other alternatives to the tradition-
al QWERTY keyboard.

2 3
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Changing Safari Settings
We look at the Safari Web browser in Chapter 7,“Surfing the Web,” but you
can customize it right here in the Settings app.

1. Tap the Settings icon on the
Home screen.

2. Tap Safari from the list of set-
tings on the left.

3. Select which search engine to use.
Google is the default, but you can
also choose Yahoo!.

4. Adjust your AutoFill settings for
filling out forms on the Web. Your
iPad can pull from your contact
info in the Contacts app or from
data you previously filled in on
the same or similar Web pages.
Set Names and Passwords to true
to have Safari remember your
username and passwords for
some websites.

5. Choose whether to show the
bookmarks bar all the time or only
when you have saved bookmarks
in the bookmarks bar.

6. Fraud Warning checks websites
against a public database of web-
sites to avoid. I recommend leav-
ing this switch on. If you try to fol-
low a link to one of these sites,
you get a warning and a chance
to change your mind before load-
ing the page.

1
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Changing iPod Settings
You have a few preferences to choose from when it comes to iPod music
playback. Most of them have to do with the quality and volume of sound you
get from your iPad.
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1. Tap the Settings icon on the
Home screen.

2. Choose iPod from the list of set-
tings on the left.

3. Turn Sound Check on or off to
play your music at approximately
the same volume level, even if the
song files themselves are louder
or softer than each other.

4. Use EQ to select an equalizer set-
ting. You can select from an equal-
izer setting according to the type
of music you listen to, or settings
like “Spoken Word,”“Small
Speakers,” or “Bass Booster.”

5. Tap Volume Limit to set a limit on
the maximum volume.

6. To set a Volume Limit, simply
move the slider.

7. Tap the Lock Volume Limit to set a
code required to change or
remove the Volume Limit.

8. Enter a four-digit code and con-
firm.

9. Switch Lyrics & Podcast Info on or
off. When this is on, you can tap
the album artwork while a song
or podcast is playing in the iPod
app to see the information stored
in the file, such as podcast sum-
maries and information, song
information, or lyrics.
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More Settings
Too many settings categories exist to cover all of them here, but the following
are a few other key items.

1. Tap Video.

2. Adjust whether a video starts
playing where you left off or
at the beginning each time.

3. Turn Closed Captioning on or off.

4. Tap Photos.

5. Set the slideshow preferences:
how long to play each slide for,
whether to repeat, and what
order to play the photos.

Adding More and More Apps
The Settings app adds new pages
as you add new apps to your iPad.
Some third-party apps do not add
a component in the Settings app,
so don’t be alarmed if you don’t
see an app you added in the
Settings list.
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favorite
photos on
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music and

information
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Mac or PC
computer.
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In this chapter you’ll find out how to con-
nect your iPad to your local wi-fi network.
You’ll also see how to sync your iPad with
your Mac or Windows computer.

B Setting Up Your Network Connection

B Setting Up Your 3G Connection

B Syncing with iTunes

Networking and Syncing
Now that you have a new iPad, why not introduce it to your
old friend—your computer? They have a lot in common. And
they are both good at sharing—particularly information such
as your contacts, calendar, music, video, and documents.

Syncing your iPad to your Mac or PC is something you want to
do right away and continue to do on a regular basis. This way
you get all your data from your computer onto your iPad, and
as you add new information and media to either device, they
can share it so it is always at your fingertips.

3



Setting Up Your Wi-Fi Network Connection
One of the first things you need to do with your iPad, even before you sync it
to your computer, is to establish an Internet connection.

The original iPad has only one way to connect to the Internet: through a Wi-Fi
network. Hopefully that is what you have.
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To connect your iPad to your wireless

network, follow these steps.

1. Tap the Settings icon on the
Home screen.

2. Choose Wi-Fi from the list of set-
tings on the left.

3. Make sure that Wi-Fi is turned on.

4. Tap the item that represents your
network. (If you tap on the blue-
circled right arrow next to each
network, you can further cus-
tomize your network settings.)

1
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I Don’t Have a Wireless
Network
If you don’t have a Wi-Fi network
but do have high-speed Internet
through a telephone or cable
provider, you have several options.
The first is to call your provider
and ask for a new network
modem that enables wireless con-
nections. Some providers might
upgrade your box for free or a
small cost.

Another option is to keep your
current box and add a wireless
base station of your own, such as
the Apple Airport Extreme base
station.
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5. If the network is protected by a
password, you will be asked to
enter the password. Once you
enter the password, your iPad will
remember it. So if you switch
between two locations, like work
and home, you will be asked to
enter the password for each the
first time you use that connection.
From that point on, your iPad will
automatically log on to each con-
nection as you move around.
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Your wireless network at home should have security turned on. This means that you
should see a padlock next to it in the list of Wi-Fi networks on your iPad. When you
select it for the first time, you should be asked to supply a password.

If you don’t require a password, seriously consider changing your Wi-Fi network box’s
settings to add security. The issue isn’t simply about requiring a password to use your
Internet connection. It is about the fact that a secure network will send encrypted data
through the air. Otherwise, anyone can simply “sniff” your wireless connection and see
what you are doing online — such as using credit cards and logging on to membership
sites. See your network equipment’s documentation to set up security.



Setting Up Your 3G Connection
If you have an iPad with 3G capabilities, you can set it up to use AT&T or any
other compatible network. You can purchase a monthly data plan or purchase
service in shorter increments.

Chapter 3 Networking and Syncing44

1
1. Launch the Settings app.

2. Tap Cellular Data on the left.

3. Turn on Cellular Data.

4. Next, you are prompted to create
a 3G account with a service. The
service is with AT&T if you have
purchased your iPad in the U.S.
and it contains an AT&T SIM card.

5. Enter your name and phone num-
ber.

6. Create a username and password.

7. Choose a data plan.

32
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8. Enter your credit card informa-
tion.

9. Tap Next to proceed through a
series of screens to confirm your
purchase and approve the license
agreement.

10. Tap OK.

Working with Wi-Fi and 3G
After you establish a 3G plan, your
iPad should still connect to your
Wi-Fi networks when it is in range
and use 3G when it cannot find a
Wi-Fi network. You can also return
to Settings and turn on or off
Cellular Data to specifically pre-
vent your iPad from using the 3G
network. This is handy when you
want to use your iPad on an air-
plane and are told to turn off all
mobile phone devices.

8

9

10

It’s Not All Good
WATCH FOR DATA ROAMING
In the Cellular Data settings you can turn on or off Data Roaming. This is what
enables your iPad to connect to wireless data networks that are outside of your
data plan, such as networks in other countries. If you leave Data Roaming on
and your iPad connects to such a network, you may find a surprise bill in the
mail. You can avoid extra charges by leaving Data Roaming off or by purchas-
ing a plan from AT&T for International data roaming.



Syncing with iTunes
Whether you are on a Mac or PC, you need iTunes to sync your iPad with your
computer. If you are on a Mac, you already have iTunes. All you need to do is
run Software Update to make sure you have the latest version. If you run
Windows, you can get the Windows version of iTunes from Apple’s site:
http://www.apple.com/itunes/download/.

Now you might be thinking that your iPad is such a great device that it can
stand alone. And it can. But if you also use a computer, there are many advan-
tages to syncing your iPad with it.

• Each day you sync your iPad, iTunes stores a backup of its content. You
can restore all your data from these backups if you lose your iPad.

• Syncing with a computer is the only way to get a large number of photos
on your iPad.

• Syncing with a computer is the only way to get copies of music you
already own, such as music imported from CDs or purchased from stores
besides iTunes.

• It can be easier to arrange your app icons on the Home screen pages
using iTunes, rather than doing it on your iPad.

• Syncing with iTunes means you can store a large collection of music and
video on your computer but choose only a selection of it to appear on
your iPad.

• On a Mac in iCal, you have far greater control over setting recurring and
special events, which appear on your iPad in the Calendar app, even
though you cannot create them there.
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After your device is in sync, you can change some general options for your
iPad from the Summary screen in iTunes. Most of the options are self-
explanatory, such as Open iTunes When the iPad Is Connected.

One option that dramatically changes how your iPad syncs is Manually
Manage Music and Videos, which turns off automatic syncing of music and
videos and enables you to simply drag and drop songs and movies from your
iTunes library onto the iPad icon on the left.

As we look at some of the syncing options for the iPad, the Mac version of
iTunes is used as an example. The Windows version of iTunes is similar but not
exactly the same. One difference is that on a Mac, iTunes syncs data with Mac
applications such as Address Book, iCal, and iPhoto. On Windows, iTunes must
find this data elsewhere.
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Sync button

You might get a message on your computer the first time you connect your
iPad and open iTunes asking if it is okay to sync your iPad to this computer.
The message won’t reappear.

After connecting to iTunes the first time, all you need to do is connect the
iPad to your computer, and iTunes automatically opens. If your iPad has
already been connected for a while, you can resync it by clicking the Sync
button that appears in iTunes.
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Syncing Contacts,
Calendars, and Other
Information
Use the Info tab in iTunes to sync your

contacts, calendars, and a few other

things to your iPad.

1. Click the Info tab in iTunes to
choose how to sync your contacts.
You can sync all your contacts
from Address Book or sync only
selected groups.

2. You can also sync with contacts
you have stored with either Yahoo!
or Google. You need to enter your
login information so that iTunes
can access the contacts on that
service.

3. Choose to sync all the calendars in
iCal or just selected ones. In addi-
tion, you can choose not to sync
old events.

4. Next you can sync email accounts
with Apple’s Mail program, which
syncs the settings between your
computer and your iPad, not the
mail messages. See Chapter 8,
“Communicating with Email,” for
more on getting mail on your iPad.
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Syncing Apps
iTunes keeps your apps on your computer and your iPad in sync and helps
you organize them.

Note that you cannot run apps on your computer, just store them. You can
store all of the apps you have downloaded and purchased on your computer,
and only have a subset of those set to sync on to your iPad.
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5. To transfer your Mac’s bookmarks
to your iPad and keep the book-
marks synced between the iPad
and the Mac, check the Sync
Safari bookmarks check box.

6. Check the Sync Notes option to
use the Notes app to exchange
your iCal and Mail notes between
your Mac and the iPad. This is a
great way to create notes, lists,
and small documents and share
them between your iPad and your
Mac.

7. Use the Advanced options
(Contacts, Calendars, Mail
Accounts, Bookmarks, and Notes)
to indicate that during the next
sync the information should be
erased from your iPad and
replaced with the corresponding
information from your Mac or PC.

8. Click the Apply button to sync.
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1. Click the Apps tab of your iPad’s
settings in iTunes.

2. Use the list on the left to check or
uncheck apps to determine which
ones to sync with your iPad.

3. Drag the app icons around on the
representation of the Home
screen page.

Go Ahead—Select More Than
One
You can click more than one app
icon in iTunes and then drag
them around as groups. This
makes it easy to rearrange your
apps in iTunes and is the reason
many people do it here, rather
than on the iPad itself.

4. Select another Home screen page
by clicking a page on the right.

5. You can drag an app from the
main representation to another
page on the right to move it to
another page.

6. You can also drag apps in and out
of the iPad’s dock area at the bot-
tom.

7. Click the Sync button if you want
to apply the changes now.

12 5 4
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Syncing Documents
Apps sometimes have documents.

For example, Pages is a word proces-

sor, so it would naturally have word

processing documents. Documents

are stored on your iPad, but you

might want to access them on your

Mac or PC as well.

1. Click the Apps tab of your iPad’s
settings in iTunes.

2. Scroll down to the bottom.

3. In the File Sharing section, choose
an app.

4. Select a document from the right.

5. Click the Save To button to save
the document as a file on your
computer.

6. Click the Add button to import a
file from your computer to your
iPad. Each app has its own docu-
ment space on your iPad. So if you
have two PDF readers, and you
want the PDF document available
to both, you need to add it to
each app’s documents.

Drag and Drop
You can also use drag and drop to pull documents out of, and import them into,
the app’s document space.

2
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Syncing Music
The easy way to sync music is to

select Entire Music Library In iTunes

on your computer. If you have more

music than can fit on your iPad,

though, you must make some choic-

es. Syncing Movies, TV Shows,

Podcasts, iTunes U, and Books all work

in a similar way to syncing music, so

you can apply what you learn in

these steps to those items as well.

1. Click the Music tab of your iPad’s
settings in iTunes.

2. Click the Selected Playlists, Artists,
and Genres button.

3. Check off any playlists in the
Playlists section that you want to
include.

4. Check off any artists for which you
want to include every song by
that artist.

5. Check off any genres to include in
their entirety.

6. Use the search box to quickly find
specific artists.

7. Click the Sync button if you want
to apply the changes now.

12 6

745

3

One Copy Only
Note that songs are never duplicated on your iPad. So, for instance, if the same
song appears in two playlists and is also by an artist that you have selected to
sync, the song only has one copy on your iPad. But it appears in both of the
playlists and under that artist, album, and alphabetical list of all songs.
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Another way to select songs to sync with your iPad is to use the Entire Music
Library option but also choose Sync Only Checked Songs and Videos from the
Summary tab. Then you can pick and choose each song that syncs.

Another option is to strictly use playlists to sync without checking off any
artists or genres. Then, in addition to your normal playlists, create one called
For iPad and put every song in there that you want on your iPad. Then set that
playlist to sync.

Syncing Photos
Syncing your photos actually isn’t

that much different than syncing

music. You can choose to have all

your photos transferred to your iPad,

or choose them by albums, events, or

faces.

1. Click the Photos tab of your iPad’s
settings in iTunes.

2. Click the Synch Photos From
check box. If you use iPhoto you
should choose iPhoto from the
drop-down menu. Other choices
for Mac users include choosing
any folder or the Pictures folder.

If you use Windows, you can
choose your My Pictures folder or
another folder. Any subfolders are
treated as albums, and you can
select or deselect any of them.

12
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You might sync photos to your
iPad by selecting a photo tool,
such as a Photoshop Elements, as
your sync companion. If you can,
you can use the groupings in that
program as albums.

3. Choose whether to sync all pho-
tos or only selected ones.

4. If you choose selected photos,
you can also choose a number of
recent events or all events from a
recent period of time.

5. Select any albums that you want
to sync.

6. Select specific events you want to
sync.

7. You can also select to sync all
photos tagged for a specific per-
son in iPhoto.

8. Click the Apply button to apply
the changes.

Its Not All Good

No Duplicates
Like with music, you get only one copy of each photo, no matter how many
times the photo appears in albums, events, and faces. The photos appear in all
the right places but take up only one spot in memory on your iPad.

ONE WAY ONLY
Like with the iPhone and iPod Touch, syncing photos works only one way. You
cannot pull photos from your iPad back to your computer unless you email
them—and then you get a smaller version of the photo, not the original. So it
is important that you maintain your real photo library on your computer and
remember to back it up. The photos on your iPad are for viewing only.

87
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er MobileMe accounts store data such as contacts, calendars, and bookmarks on
the MobileMe servers, which enables two Macs that use MobileMe to keep
those things in sync. It can also keep iPhones, iPod Touches, and iPads in
sync with the same data.

To get MobileMe, check out http://www.apple.com/mobileme. 

Syncing Using
MobileMe
If you have a MobileMe account, you

can sync parts of your iPad’s data

wirelessly. You can do it even if your

iPad and Mac are not in the same

location.

1. Tap the Settings icon on the
Home screen, and then tap Mail,
Contacts, Calendars.

2. Tap Add Account.

1 2
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3. Tap the MobileMe button.

4. Enter your name as you would
like it to appear when people
receive email from you.

5. Enter your MobileMe email
address and password.

6. The Description should automati-
cally fill with your email address.
Leave it or enter a different
description.

7. Tap Next. It can take a few sec-
onds for your iPad to verify your
account.

3
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8. Choose which pieces of data you
want to use from your MobileMe
account.

9. Tap Save.

No Email Please
If you do not use your MobileMe
email account, you can just switch
off Mail in your MobileMe set-
tings. You can still sync the other
data and use Find My iPad.

98

Slide to ON to
locate a lost or

stolen iPad.
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In this chapter, you learn how to use the
iPod and Video apps to play music and
watch video.

B Playing a Song

B Build a Playlist

B Purchasing Music

B Buying and Renting Video

B Downloading Podcasts

B Playing Video

B Playing YouTube Video

Playing Music and Video
The iPad handles playing music as well as any iPod or iPhone
ever has, plus it has a big screen for you to use to browse your
collection.
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1. Tap the iPod icon, which is most
likely along the bottom of your
Home screen.

2. Tap Music on the left, if it isn’t
already selected.

3. Tap Songs on the bottom, if it
isn’t already selected.

4. Tap the name of a song to start it.

1

Playing a Song
So let’s start by simply selecting and playing a song with the iPod app.
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5. At the top of the screen, the
round Play button changes to a
Pause button. The time progress
bar under it begins to move.

6. Use the volume slider at the
upper left to adjust the volume, or
use the physical volume controls.

7. Tap the album art at the bottom
left to enlarge the art.

8. With the artwork on the screen,
tap in the middle to bring back up
the play and volume controls,
along with the name of the artist,
song, and album.

9. Tap the repeat button to make
your iPad repeat all songs in the
list. Tap the Repeat button a sec-
ond time to repeat the current
song over and over.

10. Tap the Shuffle button to make
your iPad play the songs in the list
in a random order.

11. Tap the left-facing arrow button
at the bottom left to return to the
main iPod app interface.

How Else Can I Listen to
Music?
You can also listen to music using
other third-party apps. Some apps
access your music collection on
your iPad, but the most interest-
ing ones play streaming music
from over the Internet. We look at
apps such as Pandora, Last.fm,
and streaming radio apps in
Chapter 15,“Using Popular and
Critical Apps.”
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12. Tap any of the buttons at the bot-
tom of the screen—Songs, Artists,
Albums, Genres, and Composes—
to sort the list of songs.

13. When you sort by albums or gen-
res, tap a picture to get a mini-
window of the list of songs. Tap
one to play it.

14. Tap in the Search field in the
upper right to search your song
list.

CONTROLLING MUSIC PLAYBACK
To control music playback

• Tap and move the dot in the progress bar at the top of the screen to move
around inside a song.

• Use the Back and Forward buttons at the top of the screen to move from
song to song in the list of currently selected songs.

• Press the Pause button at any time to pause the music. Use the same but-
ton, which has become a Play button, to restart the music.

• When playing a song, tap the album cover at the bottom left to view the
album art at full screen, tap the center of the screen to bring up more but-
tons, and then tap the list button in the lower right to view all the songs on
that album.
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Build a Playlist
You can create playlists on your Mac or PC in iTunes, but you can also build
actual playlists on your iPad.

1. Tap the + button in the bot-
tom-left corner of the main
iPod app screen.

2. Give the new playlist a name and
tap Save.

Editing Playlists
After you create a playlist, it
appears in the Library list on the
left side of the main iPod view.
Select it and tap the Edit button
to remove songs from it, or use
the Add Songs button to add
more songs.

1
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3. In the expanded list of your

music, tap the + buttons next to
each song you want to add to the
playlist.

4. Tap the Sort buttons at the bot-
tom of the screen to sort through
your music.

5. Use the search field in the upper
right to find songs faster.

6. Tap the Done button when you
have selected all the songs you
want to add to the playlist.

Genius Playlists
If you turn on the Genius
feature in your Mac or PC
copy of iTunes, you can use
the Genius playlist feature
to create playlists. After you
click the Atom icon, select a
song to use as the start of
the Genius playlist. iTunes
selects other songs from
your collection that are
similar and creates a playlist
using the name of that
song.

7. On the playlist edit screen,
remove songs from the playlist by
tapping on the red buttons.

8. Tap and drag on the three-line
buttons to rearrange the songs.

9. Tap Done to complete the playlist.
The next time you sync your iPad
to iTunes, the new playlist syncs,
too.

9
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Making iTunes Purchases
You have lots of options when it comes to adding more music to your iPad.
You can simply add more music to your iTunes collection on your computer
and then sync those songs to your iPad. In that case, you can buy them from
iTunes, from another online source, or import them from music CDs.

How Else Can I Get Music?
You can purchase music on your iPad only through the iTunes app. But you can
sync music from your computer that you get from any source that doesn’t use
special copy protection. So you can buy online from places such as
Amazon.com, eMusic.com, AmieStreet.com, or even directly from the websites
of some artists.

In addition to syncing music to your iPad from your computer, you can 
purchase music, movies, TV shows, and audio books directly on your iPad
using the iTunes app using the same account that you use in iTunes on your
computer.

65Making iTunes Purchases

1. Tap the iTunes app icon on
your Home screen to go to 
the iTunes store.

2. Use the buttons at the top of the
screen to choose from today’s
Featured selections or the Top
Charts, or build a Genius list based
on music you already own.

3. Tap the left and right arrows on
the middle section to browse
more featured albums.

4. Use the Search field at the top to
search for an artist, album, or song
by name.
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5. Select a suggestion from the list,
or tap the Search button on the
keyboard to complete the search.

6. Find an album you want to buy,
and tap its artwork to view more
information.

Syncing Devices
After you make an iTunes pur-
chase, the music, TV show, or
movie you downloaded should
transfer to your computer the
next time you synch your iPad.
From your computer, you can sync
your new purchase to any other
device you use that uses your
iTunes account.

5
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77. Tap a song name to listen to a
sample of the song.

8. Tap outside of the album window
to close it and return to the previ-
ous view.

9. To buy the album, tap the price of
the album and then tap again on
the Buy Album button.

10. You can also tap the price of a
song to purchase just that song.

How About My Home Videos?
If you shoot a home video with a
video camera, or iPod Nano or
iPhone, you can bring that into
iTunes on your Mac or PC and
sync it to your iPad. They appear
as Movies, right next to your pur-
chased content.

What About My DVDs?
If you can import CD music con-
tent into iTunes, you’d think you’d
be able to import video content
from your DVDs. Well technically it
is possible (although not neces-
sarily legal) by using programs
like Handbrake
(http://handbrake.fr/) for your
Mac or PC to import DVD content
and then drag the resulting file
into iTunes. Then you can sync it
with your iPad.

9
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BUYING AND RENTING VIDEO
Although the process of buying video is essentially the same as buying
music, some significant details are different. It is worth taking a look at
these details so that you know what you are getting into before spending
your money. 

Copy Protection Although music in the iTunes store recently became
copy-protection free, videos are a different story altogether. Purchased
videos can be played back only on the Apple devices you own that use your
iTunes account. You can’t burn videos to a DVD, for instance, or watch them
on a TV unless it is hooked up to an Apple device. Rentals are even more
strict because you can watch them only on the device you rent them on.

Collecting Movies Thinking of starting a collection of videos by purchasing
them from Apple? Keep in mind that these videos take up a lot of space on your
hard drive. An iPad, even a 64GB version, quickly fills up if you start adding
dozens of movies. Also keep in mind that the file formats used for these movies
is relatively new, and you might not be able to play them in 5 or 10 years. 

Time-Delayed Rentals Rentals have some strict playback restrictions. After you
download a rental, you have 30 days to watch it. After you start watching it, you
have only 24 hours to finish it.

TV Show Season Passes You can purchase seasons of TV shows that aren’t
complete yet. When you do this, you are basically pre-ordering each episode. You
get the existing episodes immediately but have to wait for the future episodes.
They usually appear the next day after airing on network television.

Multi-Pass In addition to season passes, you can also get a Multi-Pass, which
is for TV shows that broadcast daily. When you purchase a Multi-Pass, you get the
most recent episode of the show plus the next 15 episodes when they become
available.

HD Versus SD You can purchase or rent most movies and TV shows in either HD
(high definition) or SD (standard definition). The difference is the quality of the
image, which affects the file size, of course. If you have a slow connection, or lim-
ited bandwidth, you might want to stick to SD versions of the shows.
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Downloading Podcasts
Podcasts are episodic shows, either audio of video, produced by major net-
works, small companies, and single individuals. You’ll find news, information,
tutorials, music, comedy, drama, talk shows, and more. There is something 
covering almost any topic you can think of.

1. Tap the iTunes app icon on
your Home screen.

2. Tap the Podcasts button at
the bottom of the screen.

3. Tap Top Charts to see the top
podcasts divided into audio and
video podcasts. At the bottom of
the lists you see a “Show More”
button that you can tap to add
more to each list.

1
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4. Tap the Categories button to view
all podcast categories.

5. Select a category to view featured
podcasts for that category.

6. Tap the search field to enter a
search term. You can search for a
podcast title or topic. Search
results show podcasts and other
iTunes content that matches the
search term.

7. Tap a podcast to view more infor-
mation about it.

35 4
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8. Tap the Free button next to each
episode to download the episode
and add it to your iPod collection.
A downloaded podcast appears
under Podcast in your library.

9. Since the iPod app plays back
only audio, if you select a video
podcast you will automatically
launch the Videos app. This can
get a little confusing because
when the video is done, or you
press the Done button, you end
up in the Videos app, not the 
iPod app.

What About Subscribing?
Unfortunately the iPad cannot
subscribe to podcasts on its own.
Podcasts, being episodic, are
meant to be subscribed to so that
you automatically get new
episodes. To use your iPad to fol-
low an episodic podcast, sub-
scribe to it on your computer, and
then sync to your iPad to get new
episodes.

8



Playing Video
After you have movies, TV shows, and Podcast videos on your iPad, you need
to play them using the Videos app.
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1. Tap the Videos icon on your
Home screen.

2. The Movies you have on your
iPad display by default. Tap TV
Shows and Podcasts to switch
lists. If you don’t have videos in
one or more of these categories,
then that button may not appear
at all.

3. Tap a movie to view more infor-
mation about it.

Any Video Alternatives to
Apple?
You bet. An app for Netflix
launched with the iPad that
Netflix subscribers can use to rent
movies. Some companies, such as
ABC, have also provided their
own app for viewing their shows
on the iPad. You can also view
video from any site that has video
in standard MP4 formats. The site
www.archive.org/details/movies
has public domain movies and
videos, often in MP4 format. The
popular video site http://blip.tv
also works well with the iPad.
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www.archive.org/details/movies
http://blip.tv


73Playing Video

54
4. Tap the Play button to start the

movie.

5. Tap the Chapters button to view a
list of chapters in the movie.

6. After a movie is playing, tap in the
middle of the screen to bring up
the controls.

7. Tap the Done button to exit the
movie and return to the movie
information screen.

8. Tap the Pause button to pause
the movie and then again to
resume.

9. Adjust the volume with the vol-
ume control.

10. Drag the dot along the line to
move to a different section of the
movie.

11. Use the Back and Forward but-
tons to jump between chapters.

Changing the Orientation
For most video content you can
rotate your iPad to view in a hori-
zontal orientation and use the
Zoom button at the upper right
to crop the left and right sides of
the video so that it fits vertically
on the screen. This is similar to
watching a movie on a standard
TV set.
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Viewing YouTube Videos
It isn’t all about professionally produced movies and TV shows anymore. You
might also want to use your iPad to watch poor-quality videos of cats playing
pianos and kids lip-syncing to pop songs.

Fortunately, the YouTube app comes with your iPad. You can browse and play
most, if not all, of the video at the most popular video site on the web.

Chapter 4 Playing Music and  Video74

1. Tap the YouTube icon on your
Home screen.

Do I Need a YouTube
Account?
You don’t need a YouTube
account to view videos. However,
with a free online account, you
can keep track of your favorites,
subscribe to channels, and leave
comments and ratings.

2. The Featured page of YouTube
displays. Scroll up and down by
dragging.

3. Tap the Top Rated and Most
Viewed buttons to see other lists.
You can sort those lists by Today,
This Week, or All.

4. Tap Favorites to go to a page that
lists your favorite videos and
playlists after you signed in.

5. Tap Subscriptions to see the video
channels that you subscribe to.

6. Tap My Videos button to see a list
of the videos you have uploaded
to your account.

1
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7. Tap the History button to see a list
of the videos you most recently
viewed.

8. Tap on a video on any screen to
play the video. Rotating your iPad
plays the video full screen.

9. The video plays with controls at
the top and bottom of the video.
You might need to tap in the cen-
ter of the video to bring up the
controls.

10. Tap the Play or Pause button to
start and stop the video.

11. Tap the buttons at the top of the
video to add a video to your list of
favorites, share a video link via
email, rate a video, or flag it.

12. Tap the double arrow button to
expand the playback to full
screen.

13. Tap the buttons at the bottom of
the video to switch between
views of video information, relat-
ed videos, more videos from the
same channel, and comments.

14. Tap the Comments button, and
then tap Add a Comment to type
your own comment.

8
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e-book 
reader.
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Find out how to purchase books from the
iBooks store and how to read them on 
your iPad.

B Buying a Book from Apple

B Reading a Book

B Using Reading Aids

B Adding Bookmarks and Highlights

B Organizing Your Books

B Using iBooks Alternatives

Reading Books
We finally have a better way to enjoy books. As an e-book
reader, your iPad can give you access to novels and textbooks
alike, storing hundreds inside, and allowing you to purchase
more right from the device.

A single app, the iBooks app, allows you to both read and pur-
chase new books. You can also download and add books from
other sources.



Buying a Book from Apple
Although the iBooks app comes with a free sample book, you might want to
purchase a book with the bookstore side of the iBooks app.

Chapter 5 Reading Books78
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1. Tap the iBooks app icon to 
launch iBooks.

2. Tap the Store button to switch to
the iBooks store.

Don’t Want to Purchase from
Apple?
You don’t necessarily need to buy
books from Apple. You can buy
from any seller that sends you an
ePub formatted file with no copy
protection. After you have the
ePub file, just drag and drop it
into iTunes. It will add it to your
books collection there, ready to
be synced to your iPad.
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3. Tap one of the four arrows to
scroll left and right through the
featured books.

4. Tap See All to go to a list of the
featured books.

5. Tap the Categories button to
bring up a list of categories.

6. Tap a category to go to a list of
featured books in that category,
or drag in the list to scroll up and
down.
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7. Tap any book cover to view more
information about the book.

8. Tap the price next to a book to
purchase it.

9. The price button changes to Buy
Book. Tap it again to continue
with the purchase.

10. Tap the Get Sample button to
download a sample of the book.



Reading a Book
Reading books is a simple process. Following are the basics of reading your
downloaded books.

81Reading a Book

1
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1. Tap the iBooks app icon to
launch iBooks.

2. Tap a book to open it.
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3. To turn a page, tap, hold any-
where along the right side of the
page, and drag to the left. A virtu-
al page turns.

4. Tap and drag from the left to the
right, or simply tap the left side of
the page to turn the page back.

5. To move quickly through pages,
tap and drag the small marker at
the bottom of the page along the
dotted line. Release to jump to a
page.

6. Tap the Table of Contents button
at the top to view a table of con-
tents.
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7. Tap anywhere in the table of con-
tents to jump to that part of the
book.

8. Tap the Resume button to return
to the page you were previously
viewing.

9. Tap the Library button to return
to your books. If you return to the
book later, you return to the last
page you viewed.

Tired of the Special Effects?
If you tire of the page-turning
special effect, a quick tap on the
right or left side of the screen also
turns pages. The effect still shows,
but it’s quick.

Using Reading Aids
iBooks has a variety of ways you can customize your reading experience. You
can change the font size, the font itself, and even turn your iPad on its side to
see two pages at one time.

1. While viewing a page in
iBooks, tap the brightness
control at the top of the
screen.

2. Drag the brightness control left or
right. Dragging to the left makes
the screen dim, which you might
use if you’re reading in a dark
room. Dragging to the right
makes it bright, which could make
reading easier while outdoors.

1
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3. Tap the Font adjustment button
at the top of the screen.

4. Tap the smaller “A” button to
reduce the size of the text.

5. Tap the larger “A” button to
increase the size of the text.

6. Tap the Fonts button to choose
from a few font options.

7. Tap one of the fonts to select it.

8. Turn your iPad on its side to
change to a two-page view. (Make
sure your rotation lock switch is
not on.) 
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Where Did the Buttons Go?
If you tap in the middle of the screen, the buttons at the top and the dotted line
at the bottom disappear. You can still turn the pages; you just don’t have access
to these buttons. To see the buttons again, tap in the middle of the screen.

Adding Bookmarks and Highlights
Each time you launch iBooks, your iPad returns you to the page you were last
reading. However, you might want to bookmark a favorite passage, a bit of
key information, or a section you want to return to later.

1. Go to a page in a book in
iBooks.

2. Tap a word, and hold your fin-
ger there until a magnifying glass
appears.

3. Release your finger and you see
three choices: Dictionary,
Bookmark, and Search.

Dictionary and Search
Tapping Dictionary brings up a
definition of the word. Tapping
Search brings up a list of the loca-
tions of the word throughout the
text.

12
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4. Drag the blue dots to enlarge the
section of text highlighted.
Choose a large enough section so
that you can recognize what you
bookmarked when it is out of
context.

5. Tap Bookmark.

6. The text highlight now changes
color. Tap the text again to see a
set of choices that enables you to
choose a different color.

7. Tap a color, or tap Unbookmark to
remove the bookmark. You can
use different colors to represent
different types of bookmarks. For
instance, if you are bookmarking
passages in a textbook, you could
highlight important facts with
one color, and points that you
want to research in the future
with another color.

8. To see a list of bookmarks, tap the
Table of Contents button.

9. Tap Bookmarks and your list of
bookmarks appears.

Deleting Bookmarks
Want to delete a bookmark with-
out having to go to the page? Just
swipe left to right in the list of
bookmarks and a Delete button
appears.
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Organizing Your Books
Like to read a lot? You aren’t alone. I’m sure many people gather massive col-
lections of e-books on their iPads. Fortunately, iBooks includes a few ways to
organize your books.

87Organizing Your Books

1. Go to your iBooks main
page—your Library.

2. Tap the Edit button.

3. Tap the X in the upper-left corner
of a book to delete it.

4. Tap and hold your finger over a
book to drag it to a new position
in the library.

5. Tap the List View button.

21
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6. Now you can see a vertical list of
your books. Scroll up and down
by dragging and flicking.

7. Tap the Titles, Authors, and
Categories buttons at the bottom
of the screen to change the order
of the list.

8. Use the search field to search
your library.

Another Way to Delete
You can also delete books in list
view by swiping from left to right
across the title of a book. A
Delete button appears to the
right. Tap it to delete the book.

7
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Using iBooks Alternatives
Copy protection prevents you from taking your e-books from one platform to
the other. Thankfully there is a Kindle app for the iPad, so you can read your
Kindle books. Other e-book publishers might soon add apps for the iPad, so
search the App Store from time to time.
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1. When you launch the Kindle
app, you see a screen that dis-
plays your library. Tap a book
to open it.

2. Tap the Font button to change
the font size.

3. Tap the bookmark button to add
bookmarks and jump to a new
page.

How About PDF Files?
PDF files have become a standard
format used for books and many
other types of documents. Unlike
e-book formats, PDFs strive to
look exactly the same on all plat-
forms instead of adjusting for
page size and readability. The
iBooks app cannot show PDF files,
but the iPad supports PDFs in a
variety of ways. For instance, you
can view a PDF from the web in
the Safari app. You can view a PDF
attachment in Mail. Many third-
party apps also exist specifically
to be PDF viewers.

1
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In this chapter we learn how to add and
look up contacts and calendar events. We’ll
also look at the Notes app.

B Adding a Contact

B Searching for a Contact

B Working with Contacts

B Creating a Calendar Event

B Using Calendar Views

B Creating Notes

Organizing Your Life
If you have many friends and get invited to lots of parties, you
can use the iPad to organize your life with the default
Contacts and Calendar apps. Let’s take a close look at some of
the things you can do with the Contacts and Calendar apps.



Adding a Contact
If you use Address Book on your Mac or the equivalent on Windows, all your
contacts can transfer to your iPad the first time you sync. However, you can
also add contacts directly on your iPad.
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1. Tap the Contacts app icon to
launch the app.

2. Press the + button near the bot-
tom of the screen. A New Contact
form and a keyboard appears.

1
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3. Type the first name of the contact.
No need to use Shift to capitalize
the name because that happens
automatically.

4. Tap the Return key on the key-
board to advance to the next field.

5. Continue to type data into fields
and tap Return. Tap return to skip
any fields you don’t want to fill.

6. Tap Add Photo to add a photo
from one of your photo albums.

Don’t Worry About Formatting
You don’t need to type phone
numbers with parentheses or
dashes. Your iPad formats the num-
ber for you.

7. Tap the green + button next to
Add New Address to add a physi-
cal address to the contact.

8. Tap the green + button next to
Add Field to add a field such as a
middle name, job title, birthday,
and so on.

9. Tap the name of a field you would
like to add. Or tap away from the
pop-up menu to dismiss it.

10. Tap the Done button to complete
the new contact.

Contacts that you add to your iPad
sync back to your computer the
next time you connect. If you have
the MobileMe service, the contact
should sync across all your
MobileMe-enabled devices within
minutes if your iPad and those
devices are connected to the
Internet.
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Searching for a Contact
If you didn’t have a lot of friends before, I’m sure you gained quite a few since
you became the first on your block to own an iPad. So how do you search
though all those contacts to find the one you want?
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1. Tap the Contacts app icon to
launch the app.

2. Tap in the Search field. A key-
board appears at the bottom of
the screen.

Other Ways to Find Contacts
You can also drag (or flick to
move quickly) through the con-
tact list to find a name. In addi-
tion, the list of letters on the left
side of the Contacts app enables
you to jump right to that letter in
your contacts list.

1
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3. Start typing the name of the per-
son you are looking for. As soon as
you start typing, the app starts
making a list of contacts that con-
tain the letters you’ve typed.

4. Keep typing until you narrow
down the list of names and spot
the one you are looking for.

5. Tap the name to bring up the
contact.

6. Tap the X button to dismiss the
search.

3
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Working with Contacts
After you have contacts in your iPad, you can do a few things from a contact
in the Contacts app.

1. Tap and hold the name to
copy it to the clipboard buffer.

2. Tap and hold the phone number
to copy it to the clipboard buffer.

3. Tap the email address to start
composing a new email in the Mail
app.

4. Tap to the right of Notes to add
more information without enter-
ing Edit mode.

5. Tap Edit to enter Edit mode, which
gives you the same basic function-
ality as entering a new contact.

5
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Creating a Calendar Event
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6. Tap Share to start a new email
message with a vcard version of
the contact.

7. Tap the space for an image to
paste in a graphic that you copied
from a web page, an email, or
your photos.

6
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Now that you have people in your

Contacts app, you need to schedule

some things to do with them. Let’s

look at the Calendar app.

1. Tap the Calendar app icon on 
the Home screen.

2. Tap the + button at the bottom
right.

1
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3. Enter a title for the event.

4. Enter a Location for the event, or
skip this field.

5. Tap the Starts/Ends area to bring
up date controls.

6. Drag the day, hour, minute, and
AM/PM wheels to set the start
time for the event.

7. Tap Ends.

8. Drag the day, hour, minute, and
AM/PM wheels to set the end
time for the event.

9. If the event is an all-day event,
turn on the All-Day switch.

10. Tap Done to complete entering
the time for the event.

11. Tap Repeat to select a repeating
cycle for the event.

3

4

5

11

10

9

8

6

7



Chapter 6 Organizing Your Life98

12. Tap the frequency of the event, or
leave it at None for a single occur-
rence.

13. Tap Done to return to the main
event screen.

14. Tap Alert to enter an alert time for
the event.

15. Select how much time before the
event you want the alert to
sound.

16. Tap Done to return to the main
event screen.

17. Tap in the Notes field, and type
any additional information for the
event.

18. Tap Done to complete the event.
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Using Calendar Views 
There are four different ways to view your calendar: Day, Week, Month, and
List. Let’s take a look at each.

Day View

99Using Calendar Views

Event List

Jump to a Day of
the Month

All-Day Events

Timeline

Add Event

Next Day

Jump to the
Next Month

Scroll Through
Days

Jump to the
Previous Month

Previous Day

Jump to Today’s
Schedule

The daily view is broken into two halves: a list of the events scheduled for the
day and a scrolling area with a block for each half-hour.

You can tap and drag the right area to move up and down in the day. Above
that area is a space for all-day events, if there are any.

The month calendar at the upper right enables you to jump to another day in
your schedule by tapping a date. You can also choose a date by tapping and
sliding the bar at the bottom of the screen, or jump to the previous or next
month by tapping the abbreviated month name.

Move one day at a time through the calendar by tapping the arrows at the bot-
tom of the screen.The Today button takes you to the current day’s schedule.

You can tap an event on either side of the page to view details and edit it.



Week View
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The weekly view is a grid. It shows you Sunday through Saturday of the cur-
rent week. Each event is shown in the grid, and you can tap on one to see its
full title, location, and time.

The red dot and line indicates the current time, and the name of the current
day is blue at the top of the screen. Use the line at the bottom of the screen
to navigate to previous or upcoming weeks.

Current Day

Event

Current Time

Event Detail

Previous Week Scroll Through
Weeks

Add Event

Next Week



Month View
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The Month view provides a large view of events. It is still a grid, but in a tradi-
tional monthly view, with the days from the previous and next months filling
in the extra blocks.

Each block lists the events scheduled for that day. You can tap on one to get
more information or edit it.

The line at the bottom of the screen changes to a monthly timeline, with pre-
vious and next years also listed so that you can jump from year to year.

Current Day

EventEvent Detail

Previous Year Scroll
Through
Months

Next Year

Add Event



List View
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The List view is an interesting combination of things. On the left you get a list
of all your events, not just the ones for the current day. You can scroll forward
even more if you want to see what is coming up.

On the right, you get a daily timeline like the Day view. But instead of a
month calendar at the time, you get information about the currently selected
event.

Selected Event
Information

Day List

Add Event

Jump to the
Next Month

Next DayScroll
Through
DaysJump to the

Previous Month

Jump to Today’s
Schedule

Selected Event 

Event List

Previous Day



Creating Notes
Another organization app that comes with your iPad is the Notes app.
Although this one is much more free-form than a Contacts or Calendar app, it
can be useful for keeping quick notes or to-do lists.

103Creating Notes

1. Tap the Notes icon on your
Home screen.

2. Notes opens up the note you
were previously working on. To
type, tap on the screen where you
want the insertion point and a
keyboard appears.

What’s in a Name
The filename for a note is just the
first line of the note, so get in the
habit of putting the title of a note
as the first line of text to make
finding the note easier.

3. To start a new note, tap the 
+ button at the upper right.

4. To view a list of all your notes, and
to jump to another note, tap the
Notes button.

1
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5. Tap the name of the note you
want to switch to.

6. Tap and type in the Search field to
find text inside of notes.

7. Turn your iPad to horizontal orien-
tation, and the Notes button is
replaced with a permanent list of
notes on the left.

8. Tap the arrow buttons at the bot-
tom of the screen to jump
between notes.

9. Tap the Mail button at the bottom
of the screen to start a new email
message in the Mail app using the
contents of the note.

10. Tap the Trash button at the bot-
tom to delete notes.
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Remember, Notes Sync
If you sync your iPad to a Mac, the notes you enter in the Notes app sync with
the notes in Mail on your Mac.

Notes Isn’t a Word Processor
You can’t actually use Notes for any serious writing. There aren’t any styles or
formatting choices. You can’t even change the display font to make it larger. If
you need to use your iPad for writing, consider Pages or a third-party word pro-
cessing app.
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The Web is at your fingertips with
iPad’s Safari Web browser.
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In this chapter you learn about Safari, the
browser built-in to the iPad. You can use it to
browse the Web, bookmark web pages, fill in
forms, and search the Internet.

B Configuring Safari Settings

B Browsing the Web

Surfing the Web
The iPad is a beautiful web surfing device. Its size is perfect for
web pages, and your ability to touch the screen lets you inter-
act with content in a way that even a computer typically
cannot.

If you have been using the iPhone or the iPod touch to browse
the Web, you immediately notice how you no longer have to
pinch and rotate to read text or see links. The screen size is
much more ideal for web pages than a mobile phone device.
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1. Touch the Safari icon on your 
iPad to launch the browser. It
might be located at the bottom of
the screen, along with your other
most commonly used applications.

2. Tap in the address field at the top
of the screen. This opens up the
keyboard at the bottom of the
screen. If you were already view-
ing a web page, the address of
that page remains in the address
field. Otherwise, it will be blank.

Clear the Slate
To clear the field at any time, tap
the X button located inside the
field all the way to the right.

3. Start typing a URL such as
apple.com or macmost.com.

4. As you type, suggestions based on
previous pages you have visited
appear. To go directly to one of
these pages, tap the page’s
address in the list.

5. Tap the Go button on the key-
board when you finish typing.

Browsing to a URL
Undoubtedly, you know how to get to web pages on a computer using a web
browser. You use Safari on your iPad in the same way, but the interface is a lit-
tle different.

At the top of the Safari browser is a toolbar with just a few buttons. In the
middle, the largest interface element is the address field. This is where you
can type the address of any web page on the Internet.
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Searching the Web

TIPS FOR TYPING A URL
• A URL is a Universal Resource Locator. It can be a website name or a

specific page in a website.

• For most websites, you don’t need to type the “www.” at the begin-
ning. For instance, you can type www.apple.com or apple.com and
both take you to Apple’s home page. You never need to type “http://”
either, though occasionally you need to type “https://” to specify
that you want to go to a secure web page.

• Instead of typing “.com.” you can tap the .com button on the iPad
keyboard. If you tap and hold the .com button, you can select .edu,
.org, or .net as well.

Nothing Special, Please
Some websites present you with a special iPad version of the site. This is not as
common as the special iPhone or iPod Touch versions that many sites offer. If a
website does not look the same on your iPad as it does on your computer, you
might want to check to see if a switch is on the web page provided by the site
to view the standard web version, instead of a special iPad version. This is espe-
cially useful if a site has lumped the iPad together with the iPhone and provid-
ed a needlessly simplified version.

Searching the Web
The Web wouldn’t be useful if you had to already know the exact location of
every web page to view it. The iPad’s Safari web browser has search built into
it, as a field right at the top of the screen.

As you type, Safari suggests search terms based on previous searches that
others have performed starting with the same characters. This list, which
changes as you type, can save you a lot of time and even help you better
define what you are looking for.
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1. Open Safari and tap in the 
search field at the upper-right
portion. It expands, shrinking the
address field to give it more room.
The keyboard pops up at the bot-
tom of the screen.

2. Start typing your search term.

3. As you type, a pop-up list appears
with suggestions. You can stop
typing at any time and tap one of
these suggestions to select it and
start the search.

4. Tap the X button to the right of
the search field at any time to
clear the field. If you previously
searched for something, it might
have appeared in the field when
you started your search, and you
can use the X button to clear that
text.

5. Tap the Search button on the key-
board to finish the text entry and
start the search.

6. The results display in a typical
Google search results page. Tap
any link to go to a page, or use
the links at the bottom of the
screen to view more results.

1 43
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Viewing Web Pages

TIPS FOR SEARCHING THE WEB
You can go deeper than just typing some words. For instance, you can
put a + in front of a word to require it, and a – in front to avoid that word in
the results.

You can use special search terms to look for things such as movie times,
weather, flight tracking, and more. See http://www.google.com/landing/
searchtips/ for all sorts of things you can do with a Google search.

Using iPad’s Settings app, you can choose the search engine that Safari
uses as its default. Tap the Settings icon and choose Safari on the left,
and then look for the Search Engine setting. You can choose Yahoo
instead of Google, for instance.

Using Google, you can search for much more than text on web pages. Look at the
top of the search results, and you see links such as Images, Videos, Maps, News,
and Shopping. Tap “more” and you can also search for things such as Blogs and
Books.

To explore the search results without moving away from the page listing the
results, tap and hold over a link to see a button that enables you to open a link in
a new page, leaving the results open in the current page.

You can use many search settings with Google. These are not specific to the iPad
but work on your computer as well when performing searches. Tap the Search
Settings link in the upper-right corner of the search results page to choose a lan-
guage, filters, and other settings. Set up a Google account (same as a gmail
account) and log in to save these search preferences and use them between
different devices.

Viewing Web Pages
Whether you typed in a URL or searched for a web page, after you have one
open on your iPad screen, you can control what you view in several ways. You
need to know these techniques to view the complete contents of a web page
and navigate among web pages.
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1. Navigate to any web page 
using either of the two 
techniques in the previous 
step-by-step instructions.

2. When you are viewing a page, you
can touch and drag the page up
and down with your finger. As you
do so, notice the bar on the right
side that gives you an indication
of how much of the complete
Web page you are viewing at one
time.

Flick It
If you release your finger from the
iPad screen to stop scrolling while
dragging, the screen will continue
to scroll with a decelerating affect
and then come to a stop quickly.

3. To zoom in on an area in the
page, touch the screen with two
fingers and move your fingers
apart. This is called an unpinch.
You can also move them closer
together (pinch) to zoom back
out. A double-tap restores the
page to normal scaling.

4. You can also double-tap images
and paragraphs of text to zoom in
to those elements in the web
page. A second double-tap zooms
back out.
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5. While zoomed in, you can also
touch and drag left and right to
view different parts of the web
page. You see a bar at the bottom
of the screen when you do this,
just like the bar on the right side
in step 2.

6. To move to another web page
from a link in the current web
page, just tap the link. Links are
usually an underlined or colored
piece of text; however, they can
also be pictures or button-like
images.

It’s Not All Good
WHERE’S THE LINK?
Unfortunately it isn’t always easy to figure out which words on a page are
links. Years ago, these were all blue and underlined. But today links can be any
color and may not be underlined.

On the iPad it is even more difficult to figure out which words are links. This is
because many web pages highlight links when the cursor moves over the
word. But with the touch interface of the iPad, there is no cursor.

5 6
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1. After using Safari to view 
several pages, tap the History 
button at the top of the screen.

2. A list of pages that you visited
today appears. If this list is long,
you can tap and drag up and
down to scroll through the
results.

3. Tap any item in the list to jump to
that web page.

4. If you visited a site on multiple
days, the days appear under the
site in the list. Tap a date to dig
down into the history for that
date.

Returning to Previously Visited Websites
Returning to the last page you visited is easy. Just tap the Back button, which
is the left-facing triangle at the top-left corner of the Safari screen. You can
continue to tap the Back button to go to pages you visited previously.

Likewise, you can tap the button next to it, the Forward button, to reverse
your direction and move forward, returning to your more recently viewed
pages.

A more precise way to view previous pages is to use the History button.
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5. When you are into the history for
a specific date, you can tap and
drag to scroll up and down on
longer lists, or tap an item to jump
to that page.

6. You can move back up from a
specific date to the main History
menu by tapping the History but-
ton at the top-left part of the
History pop-up menu.

History/Bookmarks
Safari treats both History and
Bookmarks the same. They are both
just lists of web pages. Think of your
history as a bookmark list of every
site you have visited recently.

TIPS FOR USING HISTORY
• You can clear your history at any time by tapping the Clear History button at

the top of the History pop-up menu.

• You can close the History pop-up menu by tapping the History button again,
or tapping anywhere else on the screen away from the History pop-up menu.

• If you have many items in your history for today, you get an Earlier Today
item listed just above previous date items. Tap this to view all the web pages
you visited today.

• If you tap the Bookmarks button at the top of the History pop-up menu, you
can go up a level and see both Bookmarks and a menu item to take you back
to your history.
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1. Navigate to any page using 
Safari.

2. Tap the Add Bookmark button at
the top of the screen.

3. Choose Add Bookmark.

4. Edit the title of the bookmark.
The official title of the web page
is prefilled, but you can use the 
keyboard to change it. You can
tap the X to clear the text and
start fresh.

Bookmarking Websites
While using Safari on the iPad, you need to bookmark some of the sites you
visit most often. This can give you quick access to the information you need
the most.

2 13
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5. Tap the Bookmarks folder name
to select a folder to place the
bookmark.

TIPS FOR BOOKMARKING WEBSITES
• You can save bookmarks to a folder called the Bookmarks Bar. These

appear as buttons at the top of your browser. Only save the most
important bookmarks to the Bookmarks Bar folder. These always
show up at the top of your Safari screen.

• The titles of web pages are often long and descriptive. It is a good
idea to shorten the title to something you can easily recognize, espe-
cially if it is a web page that you plan to visit often.

• You can create folders of bookmarks in your Bookmarks Bar folder.
These appear as their own pop-up menu when you tap them, giving
you direct access to a subset of your bookmarks. 

Delete Your Bookmarks
Adding and using bookmarks is just the start. You eventually need to delete
ones you don’t use. You might find that over time you no longer need some
bookmarks. Some might even link to missing or obsolete pages. There are
two ways to delete a bookmark. The results of the two methods are the same;
however, you might find the second method gives you a little more control.
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Delete a Single 
Bookmark 
The first method uses the Bookmarks

list to locate and delete a single

bookmark.

1. Tap the Bookmarks button at the
top of the Safari screen. This
brings up a list of bookmarks.

2. Swipe across a bookmark, from
left to right, with your finger. This
brings up a red Delete button.

3. Tap the Delete button to remove
the bookmark. The bookmark is
instantly deleted.

Another Way to Delete
Bookmarks
This method for deleting bookmarks

lets you unlock and delete book-

marks from the Bookmarks list.

1. Tap the Bookmarks button at the
top of the Safari screen. This
brings up a list of bookmarks.

2. Tap the Edit button at the upper-
right corner. (It becomes the Done
button.) Now each bookmark has
a red circle with a line through it
to its left.

3. Tap one of the red circles to
unlock it. A Delete button appears
to the right.

4. Tap the Delete button to remove
the bookmark.
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Sync Your Bookmarks
If you want to go to town and really organize your bookmarks, you might be
better off doing so on your Mac or PC with the Safari browser. Syncing your iPad
to your computer should sync your bookmarks as well. Safari on your computer
gives you greater control over moving and deleting bookmarks. So just do your
wholesale editing on your computer and resync.

Creating Home Screen Bookmarks
If a web page is somewhat important, you might want to create a bookmark
for it. If it is extremely important, and you need to go to it often, you might
want to make sure that bookmark is saved to your Bookmarks Bar so that it is
easily accessible.

However, if a web page is even more important to you than that, you can save
it as an icon on your iPad’s Home screen.

1. Navigate to the web page 
using Safari.

2. Tap the + button at the top of the
screen.

3. Choose Add to Home Screen.

123
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4. You can now edit the name of the
page. Most web page titles are
too long to display under an icon
on the Home screen of the iPad,
so edit the name down to as short
a title as possible.

5. You can tap Cancel to leave this
interface without sending the
bookmark to the Home screen.

6. Tap Add to complete adding the
icon to the Home screen.

Website Icons
The icon for this type of book-
mark can come from one of two
sources. Web page owners can
provide a special iPhone/iPad icon
that would be used whenever
someone tries to bookmark her
page.

However, if no such icon has been
provided, your iPad can take a
screen shot of the web page and
shrink it down to make an icon.

Filling in Web Forms
The Web isn’t a one-way street. Often you need to interact with web pages,
filling in forms or text fields. Doing this on the iPad is similar to doing it on a
computer, but with notable differences.

The keyboard shares screen space with the web page, so when you tap on a
field, you bring up the keyboard at the bottom of the screen.

Also, pull-down menus behave differently. On the iPad you get a special
menu showing you all the options.

45 4
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1. Navigate to a page with a
form using Safari. For demon-
stration purposes, try one of the
pages at http://apple.com/feed-
back/.

2. To type in a text field, tap that
field.

3. The keyboard appears at the bot-
tom of the screen. Use it to type
text into the field.

4. Tap the Go button when you
finish.

5. To select a check box or radio but-
ton, just tap it as you would click
on it on your computer using the
mouse.
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6. To select an item in a pull-down
menu, tap the menu.

7. The special iPad pull-down menu
reacts like any other iPad inter-
face. You can tap an item to select
it. You can touch and drag up and
down to view more selections if
the list is long.

8. A check mark appears next to the
currently selected item. Tap that
item or any other one to select it
and dismiss the menu.

Special Menus
Some websites may use special
menus that they build from scratch,
rather than these default HTML
menus. When this is the case, you get
a menu that looks exactly like the
one you get when viewing the web
page on a computer. If the web page
is well coded, it should work fine on
the iPad, though it might be slightly
more difficult to make a selection.

TIPS FOR FILLING IN FORMS
• You can use the AutoFill button just above the keyboard to fill in your

name, address, and other contact info instead of typing on the key-
board. To enable AutoFill, go into your iPad Settings and look for the
AutoFill preferences under Safari. Also, make sure your own information
is correct and complete in your card in the Contacts application.

• To move between fields in a form, use the Previous and Next buttons just
above the keyboard. You can quickly fill in an entire form this way with-
out having to tap on the web page to select the next item.
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Opening Multiple Web Pages
Safari on the iPad enables you to open multiple web pages at the same time.
You can view only one at a time, but you can hold your place on a page while
you look at something on another page.

1. While browsing the Web 
using Safari on the iPad, tap
the Page button at the top of the
screen.

2. You see your current page shrink
to fill only one-ninth the size of
the screen.

3. You can return to the current
page by tapping it.

4. You can create a new page by
tapping on the blank rectangle
next to the current page. This
returns you to the full screen view
of Safari. Whatever you view on
this new page does not affect
what is still on the first page. You
can browse and search on this
new page.
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5. Tap the Page button again and
you see both your first and sec-
ond pages displayed.

6. Tap either the first page or the
second page to go to it. You can
also tap the New Page rectangle
to add yet another page. You can
have up to nine active Web pages
in Safari on the iPad.

TIPS FOR USING MULTIPLE WEB PAGES
• Another way to open up a second page is to tap and hold a link. Then you

get a pop-up menu with the option to open the link in a new page.

• Using multiple pages is yet another way, besides bookmarks, to quickly
access the same web page over and over again. Simply keep that page
open when you finish viewing it and open a new page to browse elsewhere.
Then tap the Page button to quickly return to the often-visited page.
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Copying Text and Images from Web Pages
You can select text from web pages to copy and paste into your own 
documents or email messages.

1. Navigate to a web page in
Safari.

2. Tap and hold over a piece of text.
You don’t need to be exact
because you can adjust the selec-
tion later. The word Copy appears
above the selected area that is
highlighted in light blue.

3. You can tap and drag one of the
four blue dots to change the
selection area. When your selec-
tion gets small enough, it changes
to only two blue dots indicating
the first and last character of the
selection.

4. Tap outside the selection to can-
cel at any time.

5. Tap the Copy button over the
selection to copy the text.

6. You can now go to another appli-
cation such as Mail or Pages and
tap in a text area to choose Paste
and paste the text into the area.
You can also do this in a form on a
page in Safari, such as a web-
based email form.

1 35 24
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1. Go to a web page that has a 
standard image.

2. Tap and hold your finger on that
image.

3. Select Save Image. This saves your
image to your Saved Images fold-
er in the Photos app. You can then
use this image in any app where
you select images from your
photo albums.

4. Select Copy to copy the image to
the Clipboard. You can then go to
a program such as Mail or Pages
and paste that image into the
document you are composing.

Using Images from Web Pages
Along with copying and pasting text from Safari, you can copy images and
save them to your photo collection.

1 3
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Send and receive email from
your ISP or a variety of popular
email services.
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Next we’ll look at how to configure and use
the Mail program on your iPad to corre-
spond using email.

B Configuring Your Email

B Reading Your Email

B Composing a New Message

B Creating a Signature

B Deleting and Moving Messages

B Searching Email

B Configuring How Email Is Received

B More Email Settings

Communicating with
Email

Now that you have a take-anywhere iPad with a battery that
seems to last forever, you have no excuse for not replying to
emails, so you need to be comfortable using the built-in Mail
app that enables you to connect with your home or work
email using standard protocols such as POP and IMAP. You can
even connect with more proprietary systems such as AOL,
Exchange, and Yahoo!.



Configuring Your Email
Here is a complete list of what information you need to set up your iPad for a
traditional email account. If you have a service such as Exchange, Gmail, AOL,
Yahoo!, or MobileMe, you won’t need all this.

• Email Address

• Account Type (POP or IMAP)

• Incoming Mail Server Address

• Incoming Mail User ID

• Incoming Mail Password

• Outgoing Mail Server Address

• Outgoing Mail User ID

• Outgoing Mail Password

Chapter 8 Communicating with Email130

IMAP VERSUS POP
POP (Post Office Protocol) fetches and removes email from a server. The
server acts as a temporary holding place for email. It is difficult to use POP if
you receive email using both your iPad and a computer. You need to either
deal with some email going to one device and some to another or set up one
device to not remove email from the server so that the other device can
retrieve it as well.

IMAP (Internet Message Access Protocol) makes the server the place where
all messages are stored, and your iPad and computer simply display what is
on the server. It is more ideal in situations where you have multiple devices
getting email from the same account.

If you wonder why you shouldn’t skip all the setup and just use webmail on your iPad,
it’s because you can’t use emailing features in other apps—such as emailing web page
links or emailing photos—if you don’t configure the email settings.
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1. Tap the Settings icon on 
your Home screen.

2. Tap Mail, Contacts, Calendars.

3. Tap Add Account.

4. If you have a Microsoft Exchange,
MobileMe, Gmail, Yahoo! Mail, or
AOL account, tap the correspon-
ding button. From there, simply
enter your information, and your
iPad figures out the rest.

5. Tap Other if you have a traditional
POP or IMAP account from work,
your Internet providers, or a tradi-
tional hosting company.
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6. Tap Add Mail Account.

7. Tap in the Name field and enter
your name.

8. Tap in the Address field and enter
your email address.

9. Tap in the Password field and
enter your password.

10. The Description field should auto-
matically fill with a copy of your
email address. Keep it or use
another description for the
account.

11. Tap Save.

12. Tap IMAP or POP as the email
account type.

13. Tap in the Incoming Mail Server,
Host Name field and enter your
email host’s address.

14. Tap in the Incoming Mail Server,
User Name field and enter your
user name.

15. Tap in the Incoming Mail Server,
Password field and enter your
password.

16. Repeat the previous three steps
for Outgoing Mail Server.

17. Tap Save and the verification
process, which can take up to a
minute, begins.

What if the Settings Won’t
Verify?
If your settings fail to verify, you
need to double-check all the
information you entered. When
something is wrong, it often
comes down to a single character
being mistyped in one of these
fields.
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Reading Your Email
You use the Mail app to read your email, which is much easier to navigate and
type in horizontal mode. Let’s start by reading some email.

133Reading Your Email

1. Tap the Mail app icon on 
the Home screen.

2. On the left you see a list of
incoming mail. On the right, you
see the selected message.

3. Tap a message to view it.

4. Tap the Refresh button to look for
new mail.

5. Tap the Details button to see
more fields, such as To: and Cc:
email addresses.

6. Tap the email address of the
sender.

7. Tap Create New Contact to add
the sender to your contacts.

8. Tap Add to Existing Contact to
add the email address to a con-
tact you already have in your
Contacts app.

9. Tap the Folder button at the top
of the message.

10. Tap a folder to move the current
message to that folder.

11. Tap the Trash button at the top of
the message to send the message
directly to the Trash folder.

12. Tap the arrow button at the top of
the message to reply or forward
the message.
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How Do You Create Folders?
You can’t create folders inside your mailbox on your iPad. If you use an IMAP
mail server, you can go to the web interface for that server and create a new
folder there so that it appears on your iPad. Sometimes you can even create
folders for IMAP servers in Apple Mail or Windows Mail on your Mac or PC.
Unfortunately, if you use a POP email server, you cannot indicate to the Mail app
that you want more folders. You are stuck with Inbox, Sent, and Trash.

What About Spam?
Your iPad has no built-in spam filter. Fortunately, most email servers filter out
spam at the server level. Using a raw POP or IMAP account from an ISP might
mean you don’t have any server-side spam filtering, unfortunately. But using an
account at a service such as Gmail means that you get spam filtering on the
server, and junk mail automatically goes to the Junk folder, not your Inbox.

Composing a New Message
Whether you compose a new message, or reply to one you received, the
process is similar. Let’s take a look at composing one from scratch.
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1. In the Mail app, tap the 
Compose button.

2. Enter a To: address.

3. Alternatively, tap the + button to
bring up a list of contacts, and
choose from there.

4. Tap in the subject field and type a
subject for the email.

5. Tap below the subject field in the
body of the email, and type your
message.

6. Tap the Send button.
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Including Images
You can copy and paste inside a Mail message just like you can inside of any
text entry area on your iPad. But you can also paste in images! Just copy an
image from any source—Photos app, Safari, and so on. Then tap in the message
body and select Paste. You can paste in more than one image as well.

Creating a Signature
You can create a signature that appears below your messages automatically.
You do this in the Settings app.
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1. In the Settings app, choose
Mail, Contacts, Calendars.

2. Tap Signature, which is some
way down in the list on the right.

3. Type a signature in the text field.
You don’t need to do anything to
save the signature. You can tap
the Home button on your iPad to
exit Settings if you like.

Case-By-Case Signatures
You can have only one signature,
even if you have multiple email
accounts on your iPad. But the
signature is placed in the editable
area of the message composition
field, so you can edit it like the
rest of your message.
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Deleting and Moving Messages
While viewing a message you can simply tap the Trash Can icon and move it
to the trash. You can also move a group of messages to a folder or the trash.
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1. In the Mail app, go to any 
mailbox and any subfolder,
such as your Inbox.

2. Tap the Edit button.

3. Tap the circles next to each mes-
sage to select them. They will be
added to the middle of the screen
in a slightly messy stack.

4. Tap the Delete button to delete
the selected messages.

5. Tap the Move button and the left
side of the screen changes to a
list of folders. You can select one
to move all the messages to that
folder.

6. Tap the Cancel button to exit
without deleting or moving any
messages.
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Searching Email
You can also search your messages using the Mail app.
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1. In the Mail app, from a 
mailbox view, tap the Search
field.

2. Type a search term.

3. Select From, To, Subject, or All to
decide which part of the mes-
sages to search.

4. Select a message to view from the
search results.

5. Tap the keyboard hide key at the
bottom right to hide the key-
board.

6. Tap Cancel to exit the search and
return to the mailbox you were
previously viewing.

You Can’t Search Messages
Searches work only on From, To,
and Subject fields. You can’t
search the body of your mes-
sages. Even the All selection just
searches the three fields and not
the rest of the messages.
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Configuring How Email Is Received
You have more settings for email beyond the basic account setup. You decide
how you want to receive email, using either push delivery (MobileMe and
Microsoft Exchange) or fetch delivery (all other email accounts).
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1. Go to the Settings app and 
tap on Mail, Contacts, and
Calendars.

2. Tap Fetch New Data.

3. Turn on Push to use push email
reception if you use email
accounts that can send email via
push.

4. Otherwise, select how often you
want your iPad to go out to the
server and fetch email.

5. Tap Advanced.

6. For each account using fetch, tap
the account to turn Fetch to Fetch
or Manual.

Push Settings
The two choices for most email
accounts are Fetch and Manual. If
you have a push account, such as
MobileMe, you have three choices:
Push, Fetch and Manual. You can
switch a Push account to Fetch or
Manual if you prefer.
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More Email Settings
You can change even more email settings in the Settings app. Let’s take a
look at some of them.
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1. Tap Show to choose the num-
ber of messages to show in
your Inbox. You can choose 25,
50, 75, 100, or 200.

2. Tap Preview to choose how many
lines of message preview to show
when stacking messages up the list
view.

3. Tap Minimum Font Size to modify
the size of the text in messages.

4. Turn Show To/Cc Label on to view
“To” or “Cc” in each email listed so
that you know if you were the pri-
mary recipient or someone who
was just copied on an email to
someone else.

5. Turn Ask Before Deleting on to
require a confirmation when you
tap the Trash Can button in Mail.

6. Turn Load Remote Images off so
that images referenced in an mail
but stored on a remote server are
not shown in the message body.

7. Turn Always Bcc Myself on if you
want to get a copy of every email
you send so that later you can move
your copies of emails to your Sent
folder on your computer.

8. Tap Default Account to determine
which account is used to send email
by default if you have more than
one account set up on your iPad.

9. In most apps from which you send
emails, you can type a message and
also change the account you use to
send the email.
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Why Not Show Remote Images?
The main reason to not show remote images is bandwidth. If you get an email that
has 15 images referenced in it, you need to download a lot of data, and it takes a while
for that email to show up completely. However, remote images are often used as ways
to indicate whether you have opened and looked at messages. So turning this off
might break some statistics and receipt functionality expected from the sender.
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Browse your photos on
the iPad’s brilliant screen.



99
In this chapter, we’ll use the Photos app to
view your pictures and create slideshows.

B Browsing Your Photos

B Using Photos

B Viewing Albums

B Creating a Slideshow

B Turning Your iPad into a Picture Frame

B Capturing the Screen

B Deleting Photos

Viewing Your Photos
In addition to replacing books, the iPad replaces photo
albums. You can literally carry thousands of photos with you
on your iPad. Plus, your iPad’s screen is a beautiful way to dis-
play these photos.

To access photos on your iPad, you must first sync them from
your computer. Then you can use the Photos app to browse
and view your photos.

Browsing Your Photos
After you have synced to your Mac or PC, you should have
some photos on your iPad, provided you have set some to
sync in either iPhoto or iTunes. Then you can browse them
with the Photos app.
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1. Tap on the Photos app icon 
to launch it.

2. Tap one of the viewing options.
You should have two to five
choices, depending on how you
synced your iPad.

3. Tap Photos to make sure you are
in photo viewing mode.

4. Drag and scroll vertically or flick
vertically to move through all the
photos on your iPad.

5. Tap a photo to view that one. For
most photos, you might want to
rotate the iPad to its horizontal
orientation for wide-screen
viewing.

You Can’t Edit, Not Even a
Little Bit
The Photos app is strictly a viewer.
You can’t edit photos or make
adjustments like you can in
iPhoto. You can’t even move pho-
tos from one album to another. All
editing and organization must be
done on your Mac or PC before
you sync.
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145Browsing Your Photos

6. To move to the next or previous
photo, drag left or right.

7. To bring up controls at the top
and bottom of a photo, tap in the
center of the screen.

8. You can tap and run your finger
over the small thumbnails at the
bottom of the screen to move
through photos.

9. Tap the All Photos button at the
top of the screen to return to the
list of photos.
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Here are a few tips on how to navigate your photos as you view them:

• Touch two fingers to the screen while viewing a photo, and pinch or unpinch
to zoom out and in.

• Double-tap a photo to zoom back out to normal size.

• While a photo is at normal size, double-tap to zoom it to make it fit on the
screen with the edges cropped.

• If you pinch in far enough, the picture closes, and you return to the browsing
mode.
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1. Touch the boxed arrow 
button.

2. Tap one of the functions in the
list.

3. After you tap Email photo, the
Mail app launches and starts a
new message. The photo is
attached to the message.

It’s Not the Original Image
If you sync a photo from your
computer to your iPad, and then
email it to people, they actually
receive a reduced image, not the
original. iPad albums contain
reduced images to save space. If
you want to send the original,
email it from your computer.

4. Tapping Assign to Contact dis-
plays a list of all your contacts so
that you can add the photo to the
contact’s thumbnail image.

Using Photos
Although you can’t edit a photo, you can use one for a few things on your iPad.
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147Using Photos

5. Tap Use as Wallpaper to assign
the image to either the Lock
Screen background or the Home
screen background, or both.

6. Tap Copy Photo to copy the
photo to the clipboard. To copy
more than one image, tap the
boxed arrow button while view-
ing your photos, and then select
one or more photos to email or
copy.
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1. In the Photos app, tap the 
Albums button. Most of the
albums will correspond to your
iPhoto albums or your folders
if you sync images from your
computer’s file system.

2. Tap on an album to expand it to
see all the photos.

3. Tap any photo to view it.

4. Tap the Albums button to return
to the list of albums.

Getting Back to the Album
After you finish digging down
into an album, you can go back to
the list of albums by pressing the
Albums button, or a similarly
named button, at the top left. But
you can also pinch in all photos to
group them in the middle of the
screen and then release to move
back to the albums list.

Viewing Albums
Looking at a huge list of photos is not the best way to view your collection.
Using Albums is the simplest way to organize them.
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5. Tap Places to see your geo-tagged
photos (those marked with GPS
locations).

6. Tap a pin on the map and a set of
photos appears above it.

7. Tap the set of photos to dig down
into the pictures.

What Are Saved Photos?
Saved Photos are photos that you
took on your iPad. But, wait—the
iPad doesn’t have a camera! That’s
true, but you can still collect “pic-
tures” by capturing screen grabs
(Home + Wake/Sleep), selecting
images, and choosing Save Photo
in Safari and Mail, and saving
drawings and artwork in other
apps. These captures are stored as
Saved Photos.

57
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Creating a Slideshow
Another way to look at your photos is as a slideshow with music and
transitions.

1. Tap Photos on your Home
screen.

2. Go to your Photos list, or select
Album, Event, Faces, or Places. 1

2
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3. Tap the Slideshow button.

4. Switch the Play Music button on
or off.

5. If you want to use music, tap to
select a song from your iTunes
collection.

6. Choose a transition.

7. Tap Start Slideshow.

Stopping a Slideshow
Tap on the screen anywhere to
stop a slideshow.

Slideshow on TV
Want to present a slideshow on a
monitor or a TV? Use the Apple
iPad Dock Connector to VGA
Adapter to hook your iPad up to a
standard VGA monitor or a TV
that accepts VGA input. We take a
close look at the adapter in
Chapter 17,“i Pad Accessories.”
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Turning Your iPad into a Picture Frame
You can also set your iPad to show a slideshow when you are not in the
Photos app. The Picture Frame function is configured in Settings, and then
you activate it from the Lock screen.

1. Go to the Settings app.

1
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2. Tap Picture Frame.

3. Choose either the Dissolve or
Origami transition.

4. Turn Zoom in on Faces on or off.
When it is on, pictures with faces
in them are zoomed and cropped
to show the faces close up.

5. Turn Shuffle on to show photos in
random order.

6. Choose either All Photos, Albums,
Faces, or Events.

7. Depending on your choice in step
6, you can check off one or more
albums, faces, or events.

Picture Frame Album
If you want ultimate control over your
picture frame slideshow and you use a
Mac, create a special album in iPhoto
called something like “iPad Picture
Frame” and fill it with just the photos
you want to use. Make sure you set
iTunes to sync this photo album. Then
set your Picture Frame settings to show
only this one album.

8. Lock your iPad by pressing the
Wake/Sleep button at the top of
the device.

9. Press the Home button to bring
up the Lock screen.

10. Without unlocking your iPad, tap
the Picture Frame button to the
right of the Slide to Unlock switch
to put your iPad in Picture Frame
mode.

11. Tap the screen at any time to
bring back the Lock Screen con-
trols so that you can unlock your
iPad.

32 45
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1. Make sure the screen shows 
what you want to capture. Try 
the Home screen as an example.

2. Press and hold the Wake/Sleep
button and Home button at the
same time. The screen flashes and
you hear a camera shutter sound
unless you have the volume
turned down.

3. Go to the Photos app.

4. Tap on the Saved Photos album.
The last image in this album
should be your new screen cap-
ture. Tap it to open it.

5. The example is a vertical capture
of the Home screen, so it might
be confusing to look at. Turn your
iPad horizontally.

6. Tap the boxed arrow icon to email
the photo or copy it to use in
another application. Or you can
leave the photo in your Saved
Photos album for future use.

Capturing the Screen
You can capture the entire iPad screen and send it to your Photos app. This
feature is useful if you want to save what you see to an image for later
reference.
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153Deleting Photos

PRINTING FROM YOUR IPAD
Printing from your iPad isn’t supported by many apps. None of the Apple-
included apps have the capability to print. So if you want to print some-
thing you see on your screen, such as a contact, map, or web page,
capturing the screen and saving it as a photo is a good first step. After you
have the capture, sync your iPad, and transfer the photo to your computer
to be printed from there. 

Some Wi-Fi printers have an accompanying iPhone/iPad printing app. After
you add this app to your iPad, you can then run it and select a photo, such
as this screenshot, and print directly from your iPad. Canon, HP, and other
manufacturers make Wi-Fi printers and apps to go along with them.

Deleting Photos
You can only delete photos from the Saved Photos album.
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1. In Photos, go to the Albums view.

2. Tap on Saved Photos.
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3. Tap a photo to view it.

4. Tap the Trash Can button.

5. Tap Delete Photo.

6. Alternatively, you can go back to
step 2 and then tap the boxed
arrow button.

7. Tap multiple photos to select
them.

8. Tap Delete.
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155Deleting Photos

It’s Not All Good

SO HOW CAN I DELETE OTHER PHOTOS?
The Saved Photos album is special; it contains photos created on your iPad.
The rest of the albums are just copies of photos synced from your computer.
You can’t delete them from your iPad any more than you can delete music
synced to your iPad.

To delete these photos, go back to iPhoto on your computer, and remove
them from any albums that you have set to sync to your iPad. Also, go into
iTunes on your computer, and make sure the photo syncing options there—
such as to sync Last 12 Months–—won’t copy that photo.

If you think of your photos like you think of your music, understanding which
photos are synced and why makes more sense.
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design 
complex 
documents.



In this chapter, we begin to get work done
on the iPad by using Pages to create
and format documents.

B Creating a New Document

B Styling Text

B Reusing Styles

B Formatting Text

B Creating Lists

B Column Layouts

B Inserting Images

B Using Shapes in Documents

B Creating Tables

B Creating Charts

B Document Setup

B Transferring Documents to and from Pages with iTunes

Writing with Pages
So far we’ve mostly been looking at ways to consume
media—music, video, books, photos, and so on. The next three
chapters deal with the iWork suite of applications: Pages,
Numbers, and Keynote.

We start with Pages, the word processor, which you can also
use for a fair amount of layout and design.

Creating a New Document
Let’s start off simple. The most basic use of Pages is to create a
new document and enter some text.

10
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1. Tap the Pages app icon on the
Home screen. Most likely, the
Pages app is located on the sec-
ond page of your Home screen.
You should start in the My
Documents list. If not, tap the My
Documents button at the upper-
left corner to go there.

2. The sample document that
teaches you a little bit about
Pages displays. Tap it and scroll
vertically through it if you want.

3. Otherwise, tap the + button at the
bottom of the screen to start a
new document.

4. Tap New Document.

5. The template choices display You
can scroll vertically to see more.
Tap the Blank template to go into
the main editing view.

A Different Angle
When you turn your iPad on its
side, the horizontal view of the
editing screen is very different.
There are no toolbars or buttons.
There’s just a keyboard and the
page with your text. If you want to
apply styling and formatting,
make sure you’re in vertical mode.
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159Creating a New Document

6. Type some sample text in the
document just to get the feel for
entering text.

7. Return to your documents list by
tapping My Documents.

8. Browse through your documents
by swiping left and right. You
should have two documents now,
the one you just created and the
sample document.

9. With the document you want to
edit in the center of the screen,
tap it to open that document.

10. With the document you want to
delete in the center of the screen,
tap the Trash icon to delete docu-
ments.

A Real Keyboard
If you plan on using Pages on
your iPad often, you might want
to invest in a physical keyboard
for your iPad. You can use the
Apple Wireless keyboard or
almost any Bluetooth keyboard.
Apple also has a version of the
iPad dock that includes a key-
board. See Chapter 17,“iPad
Accessories,” for details.
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Styling Text
Lets start by learning how to style text. You can change the font, style,
and size.
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1. In an open document,
double-tap a word to select it.

2. Pull on the blue dots to select the
area you want to style.

3. Use the toolbar buttons to format
your text as bold, italic, or under-
line.

Undo Mistakes
At the top of the Pages screen,
there is an Undo button. Use that
to undo the last action you
took—whether it is typing some
text or changing styles. You can
use Undo multiple times to go
back several steps.

4. Tap the i button to bring up the
Style/List/Layout menu.

5. Tap Style.

6. Tap the B, I, and U buttons to for-
mat text. Tap the buttons a sec-
ond time if you want to change
the style back to plain text. The
fourth button, S, styles the text as
strikethrough.
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161Styling Text

7. Under the text formatting buttons
are some preset styles you can
use. Drag the list up to reveal Text
Options and tap it.

8. Set the font size, color, and type.
Tap on the top and bottom halves
of the font size indicator to
increase and decrease the font
size.

9. Tap the Color button to get a
selection of colors.

10. Tap a color or drag to the left to
look at grayscale options.
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11. The black color tile has a check
mark in it to indicate that it is the
current color of the text. Swipe
back and choose a different color,
such as red.

12. Tap the left-facing arrow above
the colors to return to the Text
Options menu.

13. Tap Font.

14. Drag in the list of fonts to view
them all.

15. Tap a font to change the selected
text to it.

16. Tap the blue button to the right
of most fonts to view font
variations.

17. Tap outside of the menu to dis-
miss it and return to editing.
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Reusing Styles
So what if you define the font, style, and size for something in Pages, and you
want to use it again with another section of text? Just copy and paste the
style from one piece of text to others.

163Reusing Styles

1. Select some text.

2. If you already have a style in
the clipboard, you see a More
option; tap it. Otherwise, you
might see the Copy Style option
appear without needing to tap
More.

3. Tap Copy Style.

4. Select another piece of text.

5. Tap More (as shown in step 2) and
then tap Paste Style.

6. Your style is copied to the
selected text.
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Formatting Text
The next step is to learn how to format and align text, which you do mostly
through the toolbars at the top of the Pages screen in vertical mode.

1. Continue to work with the 
sample document, or start a 
new one and add some text.

2. Tap in the text so that the cursor
is somewhere in the line. It can be
at the beginning, the middle, or
the end, so long as it is not on
another line.

3. Tap the center alignment button
in the toolbar to center the text.
You can use the left, right, or justi-
fied buttons in the same set to
align the text differently.

4. Tap at the end of the line to place
the cursor there.

5. Tap return on the on-screen key-
board to go to the next line.

6. Tap the left alignment button in
the toolbar.

7. Type some sample text, just a
word or two.
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165Formatting Text

8. Tap the button in the toolbar to
see choices for tabs and breaks.

9. Tap Tab on the drop-down menu
to insert a tab.

10. Type another sample word.
Because the new line of text
inherited the underline format of
the previous line, we can clearly
see the extra space inserted
between the words by the tab. We
haven’t added any tab stops to
the document yet, so the position
just defaults to the next inch.

11. Tap in the ruler around the 3-inch
marker to insert a tab stop and
move the second word over to
match this tab stop’s horizontal
position.

More Tab Options
If you like tabs, you’ll be happy to
know you can make centered
tabs, right tabs, and dotted tabs as
you would on a desktop word
processor. Just double-tap a tab in
the ruler, and it changes to the
next type. To remove a tab, just
tap and drag it down and out of
the ruler.

11

10

8

9



Creating Lists
You can easily create lists in Pages, just like in a normal word processor.
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1. Create a new document in
pages using the Blank
template.

2. Type a word that could be the
first item in a list. Don’t tap return.

3. Tap the i button on the toolbar.

4. Tap List.

5. Tap the Bullet option to turn the
text you just typed into the first
item in a bulleted list.

6. Use the on-screen keyboard to hit
return and type several more
lines. Tapping return always cre-
ates a new line in the list. Tapping
return a second time ends the list
formatting.
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167Creating Lists

7. Select the entire list.

8. Tap the i button.

9. Tap Numbered to change the list
to a numbered list.

10. Tap one line of the list.

11. Tap i again.

12. Tap the right arrow in the List
menu to indent the line and cre-
ate a sublist. You can create sub-
lists as you type or by selecting
lines and using the arrow buttons
to format after you type.
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Column Layouts
Pages lets you go beyond boring one-column layouts. You can even change
the number of columns for each paragraph.
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1. Start a new document and fill
it with text—perhaps copy
and paste text from a website
article.

2. With no text selected, tap the
i button.

3. Tap Layout.

Line Spacing
The Layout menu includes duplicates
of the alignment buttons and a Line
Spacing setting. You can change the
line spacing in one-quarter of an inch
increments. A change affects the text
in the paragraph where the cursor is
located or the text in all selected
paragraphs.

4. Tap 2 under Columns. The entire
document changes to a 2-column
layout.

5. Tap 1 to switch back to a
1-column layout.

Using Different Column Formats
You can select just one paragraph and
apply a two-column layout to it while
leaving the rest of your document in
one-column layout. Be aware, though,
that switching between one column
and multiple columns in the same doc-
ument can yield unpredictable results,
so proceed with caution.
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Inserting Images
You can place images into your Pages documents. You can even wrap text
around the images.

169Inserting Images

1. Open a new document and fill
it with text.

2. Place the cursor somewhere in
the text, such as at the beginning
of the second paragraph.

3. Tap the Image button.

4. Tap Media.

5. Then select a photo from a photo
album.
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6. The photo appears in the docu-
ment at the location of the cursor.
Tap it to close the menu.

7. You can tap on the image and use
Cut, Copy, Delete and Replace on
the photo when it is selected. The
later option brings the photos
menu back for you to select
another.

8. Drag the blue dots around the
photo to resize it.

9. While resizing, measurements
appear next to the photo.

10. Tap the i button to bring up the
Style and Arrange menu.

11. Tap Arrange to see options for
flipping a photo, moving it in
front of or behind other items on
the page, and editing the mask of
the photo.

12. Tap Edit Mask.
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171Inserting Images

13. Drag the slider to resize the
photo. The photo changes size,
but the size of the object remains
the same, which enables you to
put the focus on a particular por-
tion of the photo by moving the
photo around inside the space.
Tap Done.

14. Tap Wrap.

15. Use the Wrap menu to designate
how the text wraps around the
photo and whether the photo
should stay put on the page or
move along as you insert text
before it.

16. Tap Style.

17. Choose the type of border that
appears around the photo. There
are six basic styles to choose
from. In addition, you can tap
Style Options and chose your own
border and effects.

Rearranging Images
After you place an image in your docu-
ment, you can drag it around and resize
it as much as you want. Pages automati-
cally snaps the edges of the image to
the margins and center lines of the page
as you drag it around.

Importing Clipart
I’ve found that the best way to get clip
art on to your iPad and in to Pages is to
drag it into iPhoto. Then, I create a
ClipArt event to store the files in. I then
sync my iPad, making sure that the
ClipArt event is set to sync. You can also
do this with a folder if you aren’t using
iPhoto or are on Windows.
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Using Shapes in Documents
In addition to using clip art, you can also use some basic shapes in Pages.
Inserting shapes works in the same basic manner.
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1. Create a new document and 
add some text.

2. Tap the Image button to bring up
the Media/Tables/Charts/Shapes
menu.

3. Tap the Shapes button.

4. Tap a shape, such as the rounded
rectangle. It is placed in the mid-
dle of the text.

5. Tap the shape in the text to dis-
miss the menu.

6. Use the blue dots to resize the
shape.

7. Tap and drag in the middle of the
shape to move it around in the
document.

8. Double-tap in the shape to enter
text into the shape.
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173Creating Tables

LOTS OF CHOICES
The first shape, shown with the letter T, is actually a hollow box where you
can add text. The next choices are a line, an arrow, and then the shapes you
can more easily see.

If you drag to the left, you can look through six pages of shape variations.
These are the same shapes, but with different borders, shading, or just out-
lines.

After you select a shape and add it to a document, you can always select it
and press the i button to change its style to one of the other five. You can
also choose Style Options and specify unique fills, borders, and effects for
the shapes.

Creating Tables
Tables are a step up from using lists or tabs to format data in your docu-
ments. You can choose from several different types of tables, and entering
data into them is relatively easy.

>>
>
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er

1. Start a new document.

2. Tap the Image button.

3. Tap Tables. There are four different
table options. In addition, you can
swipe left and right in the menu
to reveal six color variations.

4. Tap the first table to insert it.
4

1 23
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5. Tap the button to the right of the
table or below the table to adjust
the number of columns and rows.

6. Double-tap in a cell to enter text.

7. Tap the i button to bring up the
Table/Headers/Arrange menu.

8. Tap Table to choose from six table
styles.

9. Tap Table Options to go to a
menu that gives you even more
control over the borders and
background colors of the table.

5
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10. Tap Headers to change the num-
ber of rows used as a header and
the number of columns as well.
You can even add footer rows.
These all show up as different col-
ors according to the style of table.

11. Tap Arrange to bring up text
wrapping options and to send the
table behind or in front of other
objects.

Moving Tables
You can drag the table around the
document by grabbing it at the
top, at the left, or by the circle at
the top left.

10 11

Creating Charts
Charts are another way to express numbers visually. Pages supports nine dif-
ferent kinds of charts.

1. Create a blank document.

2. Tap the Image button.

3. Tap Charts. You can look through
six pages of chart styles, but the
basics of each set of charts is the
same.

4. Tap a chart to select it and insert
that type of chart in the middle of
your document.

1

4

3
2
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5. Double-tap the chart to bring up
the Edit Chart Data screen.

6. Alter the existing data to create
your own chart by tapping the
field and typing.

7. When you finish entering data,
tap Done.

8. When you return to the main doc-
ument view, select the chart and
tap i.

9. From the Chart menu, select a
color scheme for the chart.

10. Tap Chart Options.

11. Use the Chart Options menu to
change a variety of properties of
the chart.

5
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Document Setup
You can change a variety of properties of your document in Pages.

177Document Setup

1. Open a document or create
a new one.

2. Tap the Wrench button.

3. Choose Document Setup.

4. Drag the arrows at the four edges
of the page to adjust the width
and height of the page.

5. Tap in the header to add text to
the header.

6. While typing in the header, tap
the # button to add page num-
bers to the header.

Add Background Images
One thing you can do with
Document Setup that is not obvi-
ous is to add background objects
that appear under every page.
You can tap the Image button and
add photos, tables, charts, and
shapes to the main page area. The
image you add appears behind
the text. You can even add text
that appears on every page by
just inserting a borderless, empty
text box shape and adding text
to it.

1 3 2
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7. Tap the footer to add text to the
footer.

8. Tap the page curl to change the
paper size.

Create a Background
You can color the entire back-
ground by creating a square box
and stretching it to fill the page.
Then add a shaded or textured
background to it as a color in the
shape’s Style Options. You can also
place a picture over the entire
background.

7 8

2

3
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Transferring Documents to Pages with iTunes
When you use Pages on your iPad, you will eventually want to exchange 
documents with your Mac or PC, which you can do using iTunes.

1. Make sure your iPad and com-
puter are connected via a dock
cable.

2. Launch iTunes on your Mac or PC
and go to your iPad’s Apps tab.

3. Scroll down to see the File
Sharing Section.

4. Click Pages in the list on the left.

5. Click Add to import files into your
iPad, or drag and drop them.
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Pages Does Word
You can put more than just Pages
documents into the iTunes list to
import. Pages can also take
Microsoft Word .doc and even
.docx files.

6. On your iPad, launch Pages.

7. Tap the Folder button while
browsing your documents.

8. Select the document to bring in
to Pages. At this point you see a
progress bar appear as the file is
imported.

Pages Is No Pages
The Pages on your iPad and the
Pages on your Mac are not the
same. You can do a lot more with
Pages on your Mac. So sometimes
you might receive a Document
Import Warning message telling
you what didn’t work as you
import your file to your iPad.

8
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Transferring Documents from Pages to iTunes
You can also go the other way and get documents from Pages on your iPad back to your

Mac or PC via iTunes.

Chapter 10 Writing with Pages180

1. Make sure your iPad and com-
puter are connected via a dock
cable.

2. While browsing your documents,
choose the one you want to
export and tap the Boxed Arrow
button.

3. Choose Export.

4. Choose Pages if you use Pages on
a Mac. Otherwise, choose Word if
you use Microsoft Word in
Windows. Choose PDF to send a
noneditable document to your
computer for distribution or
printing.

5. The document takes a few sec-
onds to export and then appears
in your Pages Documents under
File Sharing in the Apps section of
iTunes.

Other Ways to Transfer
Documents
You can also transfer documents
via email and Apple’s iWork.com
service (if you have an account).
You can use this with the same
file transfer process with Numbers
and Keynote. There are also some
third-party apps that use iTunes
to transfer files.

2 3
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Design and enter data
into spreadsheets.



11
With Numbers you can create data spread-
sheets, perform calculations, and create
forms and charts.

B Creating a New Spreadsheet

B Totaling Columns

B Averaging Columns

B Performing Math

B Formatting Tables

B Creating Forms

B Creating Charts

B Using Multiple Tables

Spreadsheets with
Numbers

Numbers is a versatile program that enables you to create the
most boring table of numbers ever (feel free to try for the
world record on that one) or an elegant chart that illustrates a
point like no paragraph of text ever could.



Creating a New Spreadsheet
The way you manage documents in Numbers is exactly the same as you do in
Pages, so if you need a refresher, refer to Chapter 10,“Writing with Pages.”
Let’s jump right in to creating a simple spreadsheet.

Chapter 11 Spreadsheets with Numbers184

1. Tap the Numbers icon on your
Home screen to start.

2. Tap New Spreadsheet to see all
the template choices.

3. Tap Blank to choose the most
basic template.

Numbers Terminology
A grid of numbers is called a
table. A page of tables, often just
a single table taking up the whole
page, is a sheet. You can have mul-
tiple sheets in a document, all
represented by tabs. The first tab
in this case represents “Sheet 1.”
Tap the + to add a new sheet.

1
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185Creating a New Spreadsheet

4. Tap in one of the cells to select the
sheet. An outline appears around
the cell.

5. Double-tap the cell this time. An
on-screen keypad appears.

6. Use the keypad to type a number.
The number appears in both the
cell and a text field above the key-
pad. Use this text field to edit the
text, tapping inside it to reposition
the cursor if necessary.

7. Tap the upper Next button, the
one with the arrow pointing right.

Switching Keyboard Options
The four buttons just above and to
the left of the keypad represent
number, time, text, and formula
formats for cells. If you select the
number, you get a keypad to enter
a number. If you select the clock,
you get a special keypad to enter
dates and times. If you select the T,
you get a regular keyboard. Finally,
if you select the equal sign (=) ,
you get a keypad and special but-
tons to enter formulas.

4
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8. The cursor moves to the column
in the next cell. Type a number
here, too.

9. Tap the Next button again and
enter a third number.

10. Tap the space just above the first
number you entered. The keypad
changes to a standard keyboard
to type text instead of numbers.

11. Type a label for this first column.

12. Tap in each of the other two col-
umn heads to enter titles for them
as well.

13. Tap to the left of the first number
you entered. Type a row title.

8
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14. Now enter a few more rows of
data.

15. Tap the Done button.

16. Tap and drag the circle with four
dots in it to the right of the bar
above the table. Drag it to the left
to remove the unneeded
columns.

17. Tap and drag the same circle at
the bottom of the vertical bar to
the right of the table. Drag it up 
to remove most of the extra
columns, leaving a few for 
future use.

14

15
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Totaling Columns
One of the most basic formula types is a sum. In the previous example, for
instance, you might want to total each column.

Chapter 11 Spreadsheets with Numbers188

1. Start with the result of the 
previous example. Double-tap 
in the cell just below the bottom
number in the first column.

2. Tap the = button to switch to the
formula keypad.

3. Tap the SUM button on the 
keypad.

4. The formula for the cell appears
in the text field.

5. Tap the green check mark button.

6. The result of the formula appears
in the cell. Repeat steps 2 through
4 for the other columns in the
table.

Automatic Updates
If you are not familiar with
spreadsheets, the best thing
about them is that formulas like
this automatically update. So if
you change the number of
Apples in Store C in the table, the
sum in the last row automatically
changes to show the new total.

1
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Averaging Columns
We lucked out a bit with the sum function because it has its own button. But
what about the other hundreds of functions? Let’s start with something sim-
ple like column averages.

189Averaging Columns

1. Continuing with the 
example from the previous
section, double-tap on the
cell below the total of the first 
column of numbers.

2. Tap the = button to switch to 
formula mode.

3. Tap the Functions button.

4. Tap Statistical from the Functions
button menu.

1
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5. Tap AVERAGE from the list of 
functions.

6. Now you get AVERAGE(value) in
the entry field. The light blue
means the “value” is selected and
ready to be defined.

7. Tap cell B2 (Apples for Store A).

5

7
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8. Drag the bottom dot to include
cells B2 through B6. Don’t add the
Total row to the average. The entry
field should now read
AVERAGE(B2:B6).

9. Tap the green check mark button.

10. The average of the column should
now be in the cell. Tap it once to
see the Cut/Copy/Paste menu.

11. Tap Copy.

12. Tap the cell below the total for the
second column of numbers.

8

9

11 10 12



Chapter 11 Spreadsheets with Numbers192

13. Drag the bottom-right dot to
expand the area to cover the next
cell as well.

14. Double-tap in the two cells to
bring up the Paste option.

15. Tap Paste.

16. Tap Paste Formulas.

17. All three columns now show the
average for rows 2 through 6.
Notice how Numbers is smart
enough to understand when you
copy and paste a formula from
one column to the other, that it
should look at the same rows, but
a different column.

1314
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Performing Calculations
So far we have seen two simple formulas. Let’s see what else you can do 
with one of hundreds of different functions and the standard mathematical
symbols.

193Performing Calculations

1. Start with a table like this
one. It shows the base and
height measurements for
three triangles.

2. Double-tap in the third column.

3. Tap the = button to enter a for-
mula.

4. Tap the first number in the first
column.“Base Triangle 1” should
fill the entry field.

5. Tap the division symbol.

6. Tap the 2.

7. Tap the Multiplication button.

8. Tap the first number in the sec-
ond column.

9. The entry field now reads “Base
Triangle 1 ÷ 2 x Height Triangle 1.”

10. Tap the green check mark.

11. You get the result of 10.5, which 
is half the base of the triangle
times its height, or the area of 
the triangle.

Using Parentheses
Note that a more careful mathe-
matician would rather see it writ-
ten “(Base Triangle 1 ÷ 2) × Height
Triangle 1.” By grouping the base
divided by 2 inside parentheses,
you guarantee the correct result.
You can use the parentheses to
do that in the formula keypad.
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Formatting Tables
Let’s move away from calculations to design. You have many formatting
options to make your spreadsheets pretty.

Chapter 11 Spreadsheets with Numbers194

Formatting Cells
1. Go back to the original example

or something similar.

2. Select the six cells that make up
the totals and average.

3. Tap the i button.

4. Tap Cells to see cell styling, for-
matting, and coloring choices.

5. Select Fill Color.

1
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195Formatting Tables

6. Tap the lightest shade of blue. You
can also drag to the left to go to
the second page of colors, which
is actually a set of grays. The sec-
ond page includes an option to
reset the fill to the original style.

7. Tap the back arrow to go back to
the Cells menu.

8. Tap B to make the text bold.

9. Change the selection to include
only the row of averages.

10. Tap the i button again.

11. Tap Text Color.

7
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12. Choose the third darkest blue.

13. Tap the back arrow.

14. Tap Format.

15. Tap the blue arrow to the right of
Number.

16. Set the number of decimal places.
Try 2.

13 12
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Formatting Whole Tables
Beyond just formatting cells, you can

also use many options to change the

basic style of your table. Let’s explore

some of the options.

1. Starting with the table from the
previous example; tap anywhere
in the table to select it.

2. Tap the i button to bring up the
menu.

3. Tap Table.

4. Try a different style, like the green-
ish one on the left, second down.

5. The new style replaces the format-
ting we did for the cells, so it is
best to find a table style before
you customize the cell styles.

6. Tap the Table Options button to
explore other table options.

2

4
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7. Tap the Table Name switch to add
or remove the title.

8. Tap the Table Border switch to
add or remove a border.

9. Tap the Alternating Rows switch
to have the color of the rows
alternate.

10. Tap Grid Options for more
detailed control of the look of the
grid used in the table.

11. Tap Text Size and Table Font to
change the size and font used in
the table.

7

8

9

10

11

Using Headers and
Footers
Let’s continuing with the previous

example to explore headers and

footers:

1. Tap the Back button to return to
the previous menu.

2. Tap the Headers button to adjust
the number of header rows and
columns and add footer rows.

3. Tap the Footer Rows up arrow to
increase the footer rows to 4.

2
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Creating Forms
Forms are an alternative way to enter data in a spreadsheet. A form contains
many pages, each page representing a row in a table. Let’s continue with the
previous example and use it to make a form.

199Creating Forms

1. Tap the + button, which looks
like a second tab in the docu-
ment.

2. Tap New Form.

3. Choose a table. We have only one,
so the choice is simple. Tap Table 1
to see the first page in the form,
which represents the first row of
data from our table.
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4. Tap the right arrow at the bottom
of the screen to move through
the five existing rows (pages) of
data.

5. Tap the + button at the bottom of
the screen to enter a new row of
data.

6. Tap at the top of the screen to
enter a row heading.

7. Tap in each of the three fields to
enter data.

8. Use the Next button on the on-
screen keyboard and keypad to
move to the next field. 45
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9. When you finish, tap the first tab,
Sheet 1, to return to the original
spreadsheet. You should see the
new data in a new row.

9

Its Not All Good
WHY DIDN’T THE FORMULAS UPDATE?
Unfortunately, the formulas for the totals and averages in our example did
not update to use the new row. They both stuck with rows 2 through 7 of the
table and did not expand to use row 8. What went wrong?

Well, first, if we had added a row in the middle of the table, it would have
expanded the sum area. So part of our problem is that we added a cell below
the sum area.

Second, we created the cell with the sum function in a regular cell. Then we
turned it in to a footer cell. If we start over by deleting that sum cell and cre-
ating it again, Numbers is smart enough to realize that we mean all the rows
in the column between the header and footer. Instead of =SUM(B2:B7) we
would simply get =SUM(B). Then we can add more rows using the form and
the sum would increase properly.

So delete the formula from B9 and replace it with =SUM(B) and you are in
business. Do the same with the other sum and average cells. When you do
this, Numbers is smart enough to create the formula for you when you tap
the SUM button. The formula is actually stated as =SUM(Apples) because we
named the column Apples.

To create your average row, use the Functions button and select AVERAGE as
before, but tap the bar above columns B, C, and D to tell Numbers you want
the average of the whole column between the header and footer.



Creating Charts
Representing numbers visually is one of the primary functions of a modern
spreadsheet program. With Numbers, you can create bar, line, and pie charts,
and many variations of each.
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1. Create a new blank spreadsheet
and then fill it with some basic
data to use as an example. Shrink
the table to remove unneeded
cells.

2. Tap the Image button at the top of
the screen.

3. Select Charts.

4. Page through six different chart
color variations. Tap the first chart,
the one at the top left.

5. Double-tap the chart.

6. Tap and drag over all the numbers
in the body of your table to add all
the rows of data to the table.

7. Tap Done.
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8. Tap and drag the chart and posi-
tion it on the sheet.

9. Tap on the chart to make sure it is
selected.

10. Tap the i button. Notice that you
can alter all sorts of properties
using the Chart/X Axis/Y Axis and
Arrange menu.

11. Tap Chart Options.

12. Tap Chart Type.

8
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13. Tap Line to change the chart type 
to a line graph.

14. Tap outside the menu to dismiss it.

14

13

Using Multiple Tables
The primary way Numbers differs from spreadsheet programs such as Excel is
that Numbers emphasizes page design. A Numbers sheet is not meant to
contain just one grid of numbers. In Numbers you can use multiple tables.

1. Create a new, blank spread
sheet and fill it with data as in 
the example image. Shrink the
table to remove any unneeded
cells.

3. Select the cells in the body.

4. Tap the i button.

5. Tap Format.

6. Tap Currency.

7. Tap outside the menu to 
dismiss it.

1
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8. Tap the table to select it. Make
sure just the table as a whole is
selected, not a cell.

Selecting a Table
It can be difficult to select an
entire table without selecting a
cell. Tap in a cell to select it. Then
tap the circle that appears in the
upper-left corner of the table to
change your selection to the
entire table.

9. Tap the i button.

10. Tap Table Options.

11. Tap the Table Name switch to give
the table a name.

12. Tap outside the menu to 
dismiss it.

13. Select just the table name and
change it.
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14. Tap the Image button.

15. Tap Tables.

16. Select the first table type.

17. Enter the data as shown, and
shrink the table to remove any
unneeded cells.

18. Select the table title and 
change it.

Clean Up the Formatting
To keep this tutorial short, I left
some things out. For instance, you
can select the date columns and
change the formatting. Obviously
each row represents a month. So
you don’t need the full date,
including the day. You can change
the date format of those columns
to one that doesn’t include the
day, only the month and year. Just
select those cells and tap the 
i button and look under Format.
Select Date & Time and tap the
blue circle to choose a specific
date and time format.
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19. Select the entire second table.

20. Tap the Copy button.

21. Tap outside the table in a new
location in the sheet.

22. Tap Paste.

23. Change the title and contents of
the new table as shown.

24. Now select the second and third
tables and expand them with one
extra column each, as shown.

20
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25. Double-tap in the first cell under
Cost.

26. Tap on the = button next to the
entry field to enter a formula.

27. Tap the Apples cell for the first
row.

28. Tap × in the on-screen keyboard,
and tap the cost of apples from
the Cost and Price table.

29. Tap +.

30. Tap the oranges cell and then tap
× again. Then tap the cost of
oranges and again tap +.

31. Tap the Bananas cell. Then tap ×
and tap the cost of bananas.

32. Tap the part of the formula that
reads Cost and Price::Cost Apples.

33. Turn on all four preservation
switches to prevent the cell refer-
ence from changing as we copy
and paste. We want the amount of
inventory to change with each
row, but the price from the other
table remains the same.

34. Repeat steps 32 and 33 for the
cost of oranges and the cost of
bananas in the formula.

35. Tap the green check mark to com-
plete the formula.
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36. Tap the i button.

37. Change the format of the cell to
Currency.

38. Copy that cell and paste it in to
the three below it.

The result is that you have a cal-
culation based on data from two
tables. You can complete this
spreadsheet if you want. Create a
similar formula for the revenue
column of the next table, based
on the price of each item and the
amount sold.

Enhance the Sheet
Another thing you can do is to
add more titles, text, and images
to the sheet—even shapes and
arrows. These not only make the
sheet look nice, but can also act as
documentation as a reminder of
what you need to do each
month—or instruct someone else
what to do to update the sheet.
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Create and display business and
educational presentations.
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In this chapter we use Keynote to build and
display presentations.

B Building a Simple Presentation

B Building Your Own Slide

B Adding Transitions

B Organizing Slides

B Playing Your Presentation

B Using the VGA Adapter

Presentations with
Keynote

You can’t have a suite of business apps without having a
Presentation tool, and Keynote is that tool on the iPad. The
basics of using Keynote are the same as for Pages and
Numbers. So let’s get right to making presentations.

Building a Simple Presentation
Keynote works only in horizontal screen orientation. So after
you launch Keynote, turn your iPad on its side.
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1. Tap the Keynote icon on the
Home screen. If this is the first
time you are using Keynote, the
sample presentation should be
front and center.

2. Tap the + button to create a new
presentation.

3. Tap New Presentation.

4. Choose a theme. We use Gradient
for the task.

5. Double-tap where it reads
Double-Tap to Edit.

1
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6. Type a title using the on-screen
keyboard.

7. Tap the subtitle area and type a
subtitle.

8. Tap the Close Keyboard button.

9. Tap the small button in the bot-
tom-right corner of the picture to
open a photo albums browser.

10. Choose a photo.

11. Tap the large + button at the 
bottom-left corner to bring up a
list of slides.

12. Tap any of the slides templates to
add a slide. You now have two
slides in your presentation.
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STARTING NEW PRESENTATIONS
Keynote presentations are made up of slides. The slides in the current
presentation are shown at the left of the screen. The selected slide takes
up most of the screen. The slides are built from one of eight slide tem-
plates, which you can modify as needed.

Be aware that there is no way to switch themes or to access the design of
another theme after you start a new presentation. If you’re used to working
with Keynote on a Mac, you might be disappointed by this.

You can copy and paste entire slides between presentation documents,
though. So if you want a document that mixes themes, you can achieve it
by copying and pasting.

Building Your Own Slide
You can remove items and add your own to any template. We can practice
adding your own elements to a slide by using the blank template.

>>
>
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1. Start a new document or
continue from the previous 
example. Tap + to add a new slide.

2. Choose the blank slide to the
lower right.

2
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3. Tap the Image button at the top
to add an element.

4. Tap Media.

5. Select an album, and then select a
photo from that album.

6. With the photo selected, grab one
of the blue dots and shrink the
image.

7. With the image selected, tap the 
i button and then tap Style.

8. Tap the bottom right of the six
basic image styles or tap Style
Options to customize the look of
the photo even more.

Select All
To select all objects, tap a space
with no objects. After a short
delay, tap there again and then
you can choose Select All.
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9. Add two more images using 
steps 3 to 8.

10. To select multiple items, use two
fingers. Tap the first image with
one finger and hold it. Use a sec-
ond figure to tap the other two
images to add them to the selec-
tion. Then drag all three images
into a better position.

11. Tap the Image button to add
another element.

Tables and Charts Anyone?
You can also add table and charts,
even basic shapes, in the same
way you would do it in Pages.
There are a lot of similarities
between using Pages and using
Keynote.

12. Tap Shapes.

13. Tap the first element, a T, which
represents a plain text box.

14. Tap outside the menu to
dismiss it.

15. Tap the text box to select it.

16. Drag it to a new position and
expand it.

17. Double-tap in the text box to
enter some text.
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18. With the text selected, tap the 
i button.

19. Tap Text to change the font style
in the same way you do in Pages.

20. Make the text bold by tapping B.

21. Tap outside the menu to dismis it.

22. Your text is now bold.

20 18 1921
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Adding Transitions
Just like other presentation programs, Keynote on iPad has a number of tran-
sition options. To practice working with transitions, start with a sample pres-
entation, such as the one we have been working on, or create a new
document with some sample slides.

Chapter 12 Presentations with Keynote218

1. Select the first slide on the left.

2. Tap the Transitions button (two
diamonds overlapping).

3. Tap the blue circle to pick a transi-
tion.

4. Scroll through the transitions and
pick one. Try Cube. The slide ani-
mates to show you the transition.
It then returns.

5. Tap Options.

1 2
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6. Select any options associated
with the transition. For example, a
Cube transition can move in any
of four directions. If you don’t
want to change any options, tap
elsewhere to dismiss the menu.

7. Tap Done in the upper-right
corner of the screen.

76

2

1

Magic Move
Another type of transition is the

Magic Move. This is where objects on

one slide are the same as the objects

on the next, but they are in different

positions. The transition between the

slides moves these objects from the

first position to the second.

1. Select a slide with several objects
on it, such as three images. Tap
the Transitions button.

2. Tap the blue button to choose a
transition.

3. Choose Magic Move.

Unique Effects with Magic
Move
The great thing about the Magic
Move transition is that you can
create some unique effects. For
instance, in the example, I could
bunch all the photos into a tiny
space on the first slide and then
spread them out in the second
slide. The transition would make it
seem like the photos are bursting
out and falling into place.

3
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4. Tap Yes to duplicate the current
slide so that you have two identi-
cal slides from which to create the
Magic Move transition.

5. Slides 3 and 4 are identical, and
slide 4 is the current slide. Move
the objects around to reposition
them or resize them. The stars
indicate which elements are tak-
ing part in the magic move.

6. Tap the third frame.

7. Tap the play arrow to preview the
transition from slide 3 to slide 4.

8. Tap Done in the upper-right cor-
ner of the screen.
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Object Transitions
In addition to the entire screen trans-

forming from one slide to the next,

you can also define how you want

individual elements on the slide to

appear.

1. Start off with a slide that includes
a title and a bullet list. Tap the
Transitions button.

2. Tap the slide’s title text.

3. Tap the Build In button.

4. Tap Blast to see a preview of the
animation. You can also explore
the Options, Delivery, and Order
parts of the menu, but for this
task we’ll leave those settings
alone.

1
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5. Tap the bullet list.

6. Tap Build In.

7. Scroll down to Move In and tap it.

8. Tap Delivery.

Don’t Build the First Object
A common mistake is to set every
object to build, as we have in this
example. Because the first object,
the title, builds in, it means that
nothing appears on the slide at
first. You start off blank. Then the
title appears and then the bullet
items. Sometimes, though, you
should start a slide with the title
already on it.

9. Tap By Bullet and then tap Done
in the upper-right corner of the
screen. The effect works by first
showing you a blank screen, and
then when you tap, the title
appears with the Blast transition.
Each of your next three taps
makes a bullet appear.
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Organizing Slides
As you create presentations on your iPad, you might discover you need to re-
order your slides, but that’s no problem with Notes. To practice, use a presen-
tation that has several slides.

1. Create a presentation that
includes several slides.

2. Tap and hold the third slide. It
grows slightly larger and begins
to follow your finger so that you
can drag it between slides 1
and 2.

Grouping Slides
There are two options when you
drag a slide and place it back in the
list. The first is to place it flush left,
where it inserts normally. If you move
the slide slightly to the right, though,
you are grouping the slide with the
one above it. Groups are a great way
to put slides that belong together as
a single element. That way you can
move them as one unit if you
need to.

3. Drag slide 4 so it inserts in a
group owned by slide 2.

2
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4. Tap the triangle on the left of
slide 2 to close the group.

5. Tap slide 5 with your finger, and
continue to hold.

6. Use your other hand to tap slides
6 and 7 and then release your fin-
ger. You can now move this group
of three slides as one unit.

7. Tap once to select a slide. Then
tap a second time after a short
delay to bring up a menu.

8. Use Cut, Copy, and Paste as you
would while editing text. You can
duplicate slides this way.

9. Tap Delete to remove a slide.

10. Tap Skip to mark a slide as one to
skip during the presentation. This
comes in handy when you want
to remove a slide from a presenta-
tion temporarily, perhaps while
presenting to a specific audience.
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225Playing Your Presentation

1. With a presentation open in
Keynote, tap the Play button.

2. The presentation fills the screen.
Tap on the center or right side of
the screen to advance to the next
slide. You can also tap and drag
from left to right.

3. To go back to the previous slide,
drag right to left.

4. Tap on the left edge of the screen
to bring up a list of slides.

5. Tap one of the items in the list to
go directly to that slide.

6. Double-tap in the list of slides to
dismiss the list.

7. Double-tap in the center of the
screen to end the presentation
and return to editing mode.

1
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Playing Your Presentation
After you create your presentation, or if you want to preview what you’ve
done, you can play your presentation.

3
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Using the VGA Adapter
Presenting on your iPad, with people looking over your shoulder, probably
isn’t your goal. You want to present on a large monitor or a projector, which
you can do with an iPad Dock Connector to VGA Adapter (see Chapter 17,
“i Pad Accessories,” for more information)

4

2. Tap the right arrow to move forward to the next slide or build the next object on the
current slide.

3. Tap the left arrow to go back.

4. Tap the X button to stop the presentation.

5. Tap the button at the upper-left corner to bring up a list of slides.

1. When you have your VGA adapter connected, the Play button has a box around it to
indicate that your iPad is ready to present on an external video device. Tap the Play
button.
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6

ONLY VGA?
Although the only way to get Keynote’s presentation out to an external
screen is to use the VGA adapter, you can convert VGA to fit other video con-
nections. For instance, if you need to connect to a TV using a component or
s-video, you should find some VGA adapters that work. See if you can find
one that has been verified to work with an iPad before buying.
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6. Tap any of the slides on the left to jump to a slide.

Make Sure Your iPad Is Charged!
The VGA adapter fits in to your iPad’s dock, which means you can’t use the dock to
hook your iPad up to a power source while you are presenting. If you plan to give a
long presentation and are short on battery power, you might be in trouble. Make sure
you have a near fully charged iPad if you plan to use it to present this way.

Did Someone Say Laser?
There is a laser pointer feature in Keynote. Here’s how it works: While present-
ing, tap and hold. A red laser dot appears above your finger. Continue to hold
and drag the pointer wherever you want. This feature makes sense only if you
use a VGA adapter to present over a projector.



Search for locations or
get directions with Maps.
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In this chapter, you learn to use the Maps
app to find locations and get directions.

B Finding a Location

B Searching for Places

B Getting Directions

B Setting Bookmarks

B Using Views

B Getting Traffic Reports

Navigating with Maps
The Maps app is a great way to plan a trip—whether you’re
going to the grocery store or across the country. Maps is basi-
cally an interface to Google Maps that gives you map and
satellite views and street-level panoramic views and enables
you to search for locations, get directions, and much more.



Finding a Location
The simplest thing you can probably do with Maps is to find a location.
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1. Tap the Maps app on your 
Home screen.

2. Tap the Search button.

3. Tap in the Search or Address field.

4. Type the name of a place.

5. Tap the Search button on the on-
screen keyboard.

What Can You Search For?
You can search for a specific
address. You can also use a gener-
al time or the name of a place or
person, and maps does the best it
can to locate it. For example, you
can try three-letter airport codes,
landmark names, street intersec-
tions, and building names. The
search keeps in mind your current
Maps view, so if you search for a
general area first, such as Denver,
CO, and then for a building name,
it attempts to find the building in
Denver before looking elsewhere
in the world.
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6. The map shifts to that location
and zooms in.

7. Tap the i button next to the loca-
tion name to get more informa-
tion.

8. Use the Add to Contacts button to
add the name, address, phone
number, and other information to
your Contacts app.

9. Use the Share Location button to
email a contact (vcf file) of the
location to someone.

10. Use the Add to Bookmarks button
to add the location as a bookmark
in the Maps app.

11. Tap outside the information area
and try dragging and pinching to
get a feel for using Maps.

Where Am I?
Want to quickly center the map on
your current location? Tap the GPS
button (it looks like a gun sight) at
the top of the screen. Even if your
iPad doesn’t have a GPS receiver, it
takes a good guess as to your cur-
rent location based on the local
Wi-Fi networks it can see.
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Searching for Places and Things
You can also use Maps to search for something that has more than one loca-
tion. For instance, you could search for one location of your favorite computer
store.
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1. Start in Maps. You should see 
the last area you were viewing.
If it is not your current location,
search for that location or press
the GPS button to go there.

2. Tap the search field and type the
name of a store.

3. Tap the Search button on the 
on-screen keyboard.

4. Red pins appear on the map for 
all locations matching the search
term in the general area. You 
might also see some dots repre-
senting other potential locations.

5. Tap a red pin to get the name of
the location and an i button for
more info.

Sometimes Being General 
Is Good
Don’t always restrict yourself to
specific names such as “Apple
store.”You can type in general
terms such as “coffee” or “restau-
rant” to get a broader selection of
results.

Sometimes It Gets It Wrong
The Google maps database is
huge, which means it also contains
errors. Sometimes an address is
wrong or the information is out of
date, so you find yourself in front
of a shoe shop instead of your
favorite restaurant.
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Getting Directions
Although the Maps app is not the equivalent of some turn-by-turn GPS
devices, it does offer detailed directions to get you from one point to another.

233Getting Directions

1. In Maps, tap the Directions
button.

2. Two fields appear at the top
right. The left field is already filled
in with your current location.
Change the location by tapping
the X in the field to clear it and
typing a new address.

3. Tap in the second field and type
the destination location.

4. Tap the Search button on the on-
screen keyboard.

5. The directions show up as a blue
line on the map. You might need
to unpinch to zoom out to see the
whole route.

6. Change the route for driving
directions, public transportation
options, and walking directions.

7. Tap the Start button to go
through the route turn-by-turn.
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8. Tap the right arrow inside the
blue bar to look at the first step of
the trip. Keep tapping the right
arrow to go through each step.

9. Tap the List button to the left side
of the blue bar to view the direc-
tions in a route overview.

10. Tap any of the steps in the route
to jump to it on the map.

More Complex Routes
Sadly the Maps app won’t let you
have more than two waypoints
for a route. And you can’t tap in
the middle of a route. Fortunately,
Google maps also works fine in
the Safari browser on your iPad.
So you can always browse to
http://maps.google.com and work
with maps there.

9 8
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Setting Bookmarks
If you find yourself requesting directions to or from the same location often,
you might want to set a bookmark for that spot.

235Setting Bookmarks

1. In maps, search for a 
location.

2. Tap the i button to bring up
the info box on that location.

3. Tap Add to Bookmarks.

4. Edit the name for the location if
you want.

5. Tap Save.
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6. Tap the Bookmarks button at the
top of the screen to view your
bookmarks.

7. At the bottom of the Bookmarks
menu, tap Recents or Contacts to
see a list of recently visited loca-
tions or pull up the address stored
for a contact.

8. Tap the name of a bookmark to
go to that location on the map.

9. You can also tap Edit to remove
bookmarks.

Add a Bookmark Manually
You can also create a bookmark
by manually dropping a pin on
the map. Tap and hold any loca-
tion on the map and a purple pin
appears there. You can then drag
the pin to another location if it
isn’t placed exactly where you
want it. These pins have addresses
and an i button just like any
searched-for location. So you can
use the Add to Bookmarks button
after tapping the i to add it as a
bookmark. This comes in handy
when Google doesn’t quite get
the address right.
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Using Views
One of the coolest things about online maps are the satellite and street
views. Both are fun and helpful and a lot more interesting than a tradi-
tional map.

237Using Views

Using Satellite View
Satellite view is like the Classic Map

view in that you can search for places

and get directions.

1. In Maps, tap the bottom-right 
corner, where the map page is
curled a bit.

2. Tap Satellite to see a satellite view
of your location. If that view isn’t
quite what you need, select Hybrid
to see a satellite view that also
gives you map references to iden-
tify items on the map.
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3. Unpinch in the center of the map
to zoom in.

4. The closer view helps show you
what the streets actually look like.
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Using Street View
1. Start by looking in Maps using the

Normal Classic view.

2. Tap and hold on a spot in the
map, preferably on a major street,
until a pin drops.

3. Tap the i button.

4. If the information box includes an
orange circle with a Head and
Shoulder icon, you can go to
Street view at this spot. Tap the
picture or the icon.

Not in My Town
Although Street view is great for
those of us who live in big cities, it
isn’t available for every location.
For there to be a Street view
image, a Google car has to pass
down your street at some point to
take pictures. They’ve gotten to a
lot of streets but not everywhere.
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5. The whole screen is taken over by
a panoramic image. Drag left and
right to look around 360 degrees.
Pinch to zoom in and out. Note
the mini map at the bottom right
with an indicator that shows
which direction you are looking.

6. Turn to look down a street so you
can see the street name and an
arrow. Tap the arrow to move to
the next panoramic image along
the street.

7. Tap the mini map to return to the
Classic Map view.

What’s It Good For?
You might wonder what the pur-
pose of Street view is. Well, sup-
pose you are going to a restau-
rant that you’ve never been to
before? What does the entrance
look like? Is there a parking lot on
that block? Is there a place to lock
up your bike? Street view can
help you determine these things.
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241Getting Traffic Reports

1. Bring up a Map view that
shows some highways and
major boulevards.

2. Tap the page corner.

3. Turn on Traffic overlays.

4. The map now shows green, yel-
low, and red indicators along
highways and major streets repre-
senting fast-to-slow traffic
patterns.

Getting Traffic Reports
Although Satellite views and Street view give you old photos, there is a way
to get up-to-the minute data on your maps. For major cities you can get traf-
fic information on your maps.
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Search Apple’s App Store for thousands of
useful, educational, and entertaining apps.
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To go beyond the basic functionality of your
iPad, you need to learn how to add more
apps using the App Store.

B Purchasing an App

B Arranging Apps on Your iPad

B Arranging Apps Using iTunes

B Finding Good Apps

B Using iPhone/iPod touch Apps

B Getting Help with Apps

B Telling Friends About Apps

The World of Apps
Apps that come with your iPad and the iWork suite are just the
tip of the iceberg. The App Store contains thousands of apps
from third-party developers, with more added each day.

You use the App Store app to shop for and purchase new
apps—although many are free. You can also rearrange the app
icons on your Home screen pages to organize them.



Purchasing an App
Adding a new app to your iPad requires that you visit the App Store. You do
that, not surprisingly, with the App Store app on your Home screen.
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1. Tap the App Store icon on your
Home screen.

2. You see the Featured, New apps.
Drag the In the Spotlight section
left and right to see other fea-
tured apps.

3. Tap the left and right arrows in
the New and Noteworthy section
to see more apps.

4. Scroll down to see more apps,
such as Staff Favorites.

5. Tap What’s Hot to switch to
Featured, What’s Hot.

6. Tap Top Charts to see the top
paid apps and top free apps.

7. Tap Categories to see a list of app
categories.
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8. Tap any category to go to the
page of featured apps in that 
category.

9. Tap an app to read more about it.

Sometimes, There Is a Free
Lunch
Not all apps cost something. Many
are free. Some of these free apps
are light versions trying to entice
you to purchase the more full-fea-
tured app. Others use advertising
to pay the bills. Some are free sim-
ply because they are ads them-
selves—the brand they represent
is giving away the app to help
build recognition and good will.
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10. The app’s page displays screen-
shots, other apps by the same
company, and user reviews.

11. Tap on the price on the left under
the large icon to purchase an app.
It changes to a Buy App button.
Tap it again.

12. The app starts installing, and you
can watch the progress from your
Home screen.
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Arranging Apps on Your iPad
It doesn’t take long to have several pages of apps. Fortunately, you can
rearrange your app icons in two ways. The first is to do it on the iPad.
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1. Tap and hold an icon until 
all the icons start to jiggle.

2. The icon you are holding is a
little larger than the others. Drag it
and drop it in a new location. To
carry the icon to the next page of
apps, drag it to the right side of
the screen.

3. Delete an app from your iPad by
tapping the X at the upper left of
the icon.

Deleting Is Not Forever
If you sync your iPad to iTunes on
a computer, you do not delete
apps forever. All apps remain in
your iTunes library on your com-
puter unless you remove them
from there. So you can get rid of
the app from your iPad and find it
is still on your computer if you
want to select it to sync back to
your iPad.

4. To stop the jiggling, tap the Home
button.
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WHAT ELSE CAN I DO?
Here are a few more tips that might make your app housekeeping easier:

• You can release an app and then grab another to move it. If the apps
still jiggle, you can keep moving app icons.

• You can drag apps into the dock along the bottom where you can fit
up to six apps. Apps in the dock appear on all pages of your Home
screen.

• You can drag an app to the right on the last page of apps to create a
new page of your Home screen.>>
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Arranging Apps Using iTunes
A better way to arrange your apps is to use iTunes. You can not only move the
apps around on the pages, but you can also clearly see which ones get
synced to your iPad and which ones are merely archives on your computer.

1. Connect your iPad to your computer and launch iTunes.

2. Select your iPad in the left sidebar.
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3. Choose the Apps tab on the right to see a representation of your iPad Home screen.
On the far right you can see each page of the Home screen. On the left is an alphabet-
ical list of apps you have on your computer. If a check mark is next to the app, that app
is set to sync to your iPad.

Following are some of the things you can do to rearrange your apps:

• Click the pages to the right to jump around to the different pages of your Home
screen.

• Double-click the app on the left to jump to the page where the app is located.

• Click and drag an app around on a page just like you would on your iPad.

• Drag an app to a page in the list on the right to move it to another page.

• Hold down the shift key, and click multiple apps. You can then drag the whole
selection to another page.

4. From the list on the left, uncheck any items that you don’t want on your iPad.

Use Sort and Search
If you have a lot of apps, it might be easier to sort them by category or date. You
can use the pop-up menu at the top of the left column for that. You can also
type in the search field. You don’t need to type a complete name. You can also
use terms like “game” or “news” to search for apps and narrow down the list 
a bit.

5. Go to page 1 of your apps and move any apps off of the page that aren’t the default
iPad apps that came with your iPad. Move them to page 3.

6. Go to page 2 of your apps and move everything except iBooks, the iWork apps, and
your most critical use-all-the-time apps.

7. Starting with page 3, create sets of apps on each page that match a theme: communi-
cations, games, photography, and so on.

These last three steps are just a suggestion. You can arrange things differently.
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Finding Good Apps
Finding good apps might be the biggest problem that iPad users have. With
more than 140,000 apps in the App Store, it can be hard to find what you
want, so here are some tips.
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3

4

1. Check out the featured apps in the App Store, but be wary because they tend to be
heavy on apps by large companies with well-established brands.

2. In iTunes on your computer, find an app close to what you want, and then check out
the Customers Also Bought section.

3. Look for trial versions, which often have names with “Lite” or “Free” at the end. Search
for the name of the app and see if another versions turns up.

4. Read reviews, but don’t trust them completely. Casual users are not always the best at
providing balanced reviews.

2

USING RESOURCES OUTSIDE THE APP STORE
Many good resources for finding apps aren’t part of the App Store. Following
are a few suggestions:

• Search using Google. For example, if you want another spreadsheet app,
search “iPad App Spreadsheet.”

• After you find an app that you want, try another Google search using the
name of the app followed by the word “review.” 

• Find sites that feature and review apps. Many are out there, but be aware
that some sites are paid by developers to review an app, so the review
might not be the most objective.

• The author provides a list of recommended apps at
http://macmost.com/featurediphoneapps.
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Using iPhone/iPod touch Apps
One of the great things about using apps on the iPad is that you can use
almost every app in Apple’s App Store—including those originally made for
the iPhone and iPod Touch.

251Using iPhone/iPod touch Apps
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Four types of apps are in the store from an iPad-owner’s perspective. A few are
iPhone/iPod Touch only. Avoid those, naturally. The majority are iPhone/iPod
Touch apps that also work on the iPad. These apps appear in the middle of the
screen or scale to double the size. Some might work better than others on the
iPad.

You can also find apps that work only on the iPad , which are listed in iTunes sep-
arately from the iPhone apps.

There are apps that work on the iPhone, but on the iPad they scale up to full reso-
lution and work just like an iPad-only app. These apps are listed on both the
iPhone and iPad sides of the App Store.

Search termiPhone apps

iPad apps
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1. To enlarge the app, tap the 2x
button at the bottom-right cor-
ner.

2. If the app looks blurry when it’s
enlarged, tap the 1x button to
return to normal size.
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Getting Help with Apps
Apps are developed rapidly by both large and small companies. And apps are
difficult to test because of Apple’s restrictions on app distribution. So it is
common to find bugs, have problems, or simply need to ask a question.

253Getting Help with Apps

1. Check in the app to see if you
can contact the developer.
For example, in the Draw app,
an i button brings up a window
for providing feedback.

2. Tap that the Bugs? Feature
Request? Feedback? button (or a
similar button in another app) to
email the developer right from 
the app.

3. If you don’t find a way to contact
support in the app, launch the
App Store app and search for the
app there.

4. On the left you usually see links to
both the developer’s website and
App Support. Try the website first
to see if there is a forum, docu-
mentation, or even a FAQ.
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Telling Friends About Apps
If you find an app you like, tell your friends about it. Word of mouth is one of
the primary ways that good apps rise to the top.

Chapter 14 The World of Apps254

1. In the App Store app, search 
and find the app you want to 
talk about.

2. Tap Tell a Friend.

3. A new email message opens, with
the subject and body all filled
out. It even adds a large app icon.
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4. Using iTunes on your computer,
you can click the Menu button
next to the Buy App button to
bring up a pop-up window, and
then tap Tell a Friend in the pop-
up window.

5. Copy the link to include in an
email or blog post.

6. Share it on Facebook or Twitter.

7. Purchase a copy of the app as a
gift for a friend.

Family Sharing
When you buy an app, it can be
put on any iPad (or iPhone/iPod
touch if it works there, too) regis-
tered to your iTunes account? So
if you share an iTunes account
with your entire family, you can
share your apps as well. No need
to buy them again for a second
iPad.
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View and control
your desktop
computer.

Make 
phone 
calls.

Print from
your iPad.

View PDF
documents.

Create 
illustrations.

Read 
RSS

feeds.
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In this chapter, we take a look at various
apps that you should add to your iPad to
make it even more useful.

B Using iTap VNC

B Using Bento

B Using GoodReader

B Using NewsRack

B Using OmniGraffle

B Adding a Dictionary and Thesaurus

B Using MindNode

B Using Skype

B Putting Notes on Your Home/Lock Screen

B Printing from Your iPad

B Talking to Your iPad

B Handwriting Notes

B Other Useful Apps

Using Popular and 
Critical Apps

Ask almost anyone what the best feature of the iPad is and
you’ll get the same answer: all the apps! The App Store is not
only a source of thousands of useful, interesting, and fun apps,
but it grows each day as third-party developers and Apple add
more. Here’s a look at how to use some of the most popular
apps for the iPad to perform various useful tasks.



Using iTap VNC
Your iPad can be a window to your Mac or PC. By using Virtual Network
Computing (VNC) technology, you can control your computer just like it was
sitting in front of you (except you can’t hear the sound output).
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1. Search in the App Store for 
iTap VNC Client and download 
it. Tap the icon to launch the app.

2. On the screen that shows your
current bookmarks, tap Add
Manual Bookmark.

3. Enter the IP address of your com-
puter under Host.

4. Tap Credentials and enter your ID
and password for VNC access to
that computer.

Setting Up VNC on Your
Computer
It takes two to VNC. You need to
set up your Mac or Windows com-
puter to accept the connection
and allow your iPad to take over
the screen. On a Mac, you can do
this by turning on Screen Sharing
in the Sharing pane of System
Preferences. On Windows, it is
called Remote Desktop, or you can
install a third-party VNC server.

5. Tap Done.

6. After initial setup, the next time
you use iTap VNC, you are
prompted to select the computer
from a bookmark list. Tap the
name of the bookmark to estab-
lish a connection.

6
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7. The next screen shows the status
of the connection and a list of the
most frequently used keyboard
gestures. Tap the green circle.

Why Won’t It Work?
Getting VNC connections to work
can be frustrating. It has nothing
to do with the iPad. Getting them
to work between a laptop and a
desktop has the same difficulties.
If your network router or Internet
modem isn’t set up just right, it
won’t connect and you have little
indication as to why. Most of the
time, VNC connections work right
away, but if you are one of the
unlucky few, you might need to
tinker around with your network
equipment settings or even call in
an expert to get it to work.

8. Tap and drag to move around to
see your whole screen.

9. Pinch to zoom in and out.

7

8 9
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10. To type into an application from a
keyboard, first select the applica-
tion to type in by tapping, as you
would click it on your computer.

11. Swipe down with three fingers on
your iPad screen to open the key-
board.

12. Type on the keyboard.

13. Dismiss the keyboard with the
button at the lower-right corner.

11

10

12

13
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Using Bento
When you want to keep track of more than just contacts and events on your
iPad, you can use Bento for iPad to create and maintain a database on your
iPad. You can even sync it to your Mac if you have Bento for Mac.

1. Tap the Bento icon on the
Home screen.

2. Tap the Libraries button.

3. Tap the + button to add a new
library.

2

3
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4. Flip through the kinds of libraries
available. For this example, we
start with a blank library.

5. Tap the Create Library button.

6. To add a field, tap the Pencil but-
ton.

7. Tap the New Field element (the +
symbol) and drag it down to the
page to add a new field.

8. Change the selection to Text if it
isn’t already selected.

9. Tap Create.

4

5

6
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10. Enter a name for the field.

11. Tap Create.

12. Drag a new field on to the page
again, but this time select Choice
as the type of field.

Lots of Field Types
Bento includes all the standard
field types, such as numbers,
check boxes, time, date, and so on.
You can even have an image field
and link it to something in your
Photos albums.

13. Tap Create.

14. Enter a name for this field.

15. Tap Add a New Choice and enter
the choice name of Movie.

16. Add another choice and name it
TV Show and then add a third
choice of Home Video.

17. Tap Create.

18. Tap Done.

10 11

12 13

14

15

17
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Using GoodReader
One shortcoming of the original version of iBooks is that it allows you to read
only books published in e-pub format. There are a lot of books out there in
PDF format. Apps such as GoodReader enable you to create a library of view-
able files such as PDFs, Word, images, text, and so on. You can then access
these documents any time.
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19. Tap next to the first field you cre-
ated to enter data.

20. Tap next to the second field to
select a choice.

21. Tap the + button to add another
record to the database. Repeat
steps 19 to 21 to enter more data.

20
19

21
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1 2

3 4

1. Search the App Store for
GoodReader and add it to
your apps. With your iPad
connected, select it on the left in
iTunes .

2. Select the Apps tab.

3. At the bottom of this page, select
GoodReader.

4. Drag and drop PDF and other files
into the GoodReader Documents
folder. That document is instantly
synced with your iPad.

5. Run the GoodReader app on your
iPad.

6. On the left side, double-tap on
the name of the document to
read it.

When you view a PDF file, you
can pinch to zoom in and out.
You can also tap different
parts of the screen to move
around in the document.
Tapping the center of the
screen will bring up buttons at
the top and bottom.

6
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7. Tap in the center of the screen to
bring up buttons at top and bot-
tom and a scroll bar on the left
side.

8. Tap in the center near the bottom
to go to the next page.

9. Tap the My Documents button to
return to the documents list.

7

8

9

Using NewsRack
If you read a lot of online news and blogs, you probably use RSS from time to
time to view these sources as feeds, rather than visiting the website.
NewsRack is one RSS feed reader for the iPad.
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1. Tap the NewsRack icon on 
the Home page.

2. Tap Add Feeds. (Or use Sync
Settings to sync your Google
Reader settings.)

3. Tap Feed URL to add a feed from
a website.

Finding RSS Feeds
RSS feeds are everywhere.
Chances are your local newspaper
and your favorite blogs and
online magazines all have RSS
feeds. Try the URL for any web site
in NewsRack and see what feeds
are available.

1

2

3
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6

5

4

4. Tap and then enter a website
address.

5. Tap any RSS feed that you want to
add.

6. Tap Done.

Lots of RSS Reader Apps
Since the iPad is an ideal device
for reading the news, many RSS
reader apps have appeared. Other
popular ones include Pulse News
Reader, NetNewsWire, GoReader
Pro and Reeder for iPad. Search in
the App Store for “rss reader,” and
you will come up with even more.
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8

7

9

7. Tap Feeds to look at a list of all
your RSS feeds.

8. Tap Unread.

9. You see a mix of all the unread
items in all your feeds. If you tap
the name of a feed in step 7, you
see just the items in that feed.

Make the iPad Your New
Newspaper
No need to get a physical paper
dropped on your doorstep any-
more. Many major newspapers
and magazines deliver via their
iPad apps. Look for apps from USA
Today, the New York Times, the
Wall Street Journal, Newsweek,
Time, and Wired. You can even 
create your own newspaper using
multiple sources with the app The
Early Edition.

Newspapers that don’t have a cus-
tom app can still be viewed in the
iPad’s web browser, often with
more up-to-date content than you
can get with a paper edition.



Using OmniGraffle
If you ever need to create charts or diagrams on your iPad, OmniGraffle is for
you. Search the App Store for OmniGraffle and add the app.
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1. Tap the OmniGraffle icon on 
the Home screen.

2. Tap New Document.

3. Tap the Stencils button.

4. Tap Shapes.

1

3

4
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5. Tap the rounded rectangle and
drag it to the empty space.

6. Tap and drag the bottom-right
corner of the new rectangle, and
stretch it to make it larger.

7. Double-tap in the middle to enter
some text. Repeat steps 3 through
7 to create several other rectan-
gles on the organization chart.

8. Tap the Pencil tool.

9. Tap the top rectangle and hold
until it gets a green outline. Then
drag to one of the other rectan-
gles and release.

10. A line from one box to the other
forms. Repeat this step to create
the other connections.

11. Tap Done.

5
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Adding a Dictionary and Thesaurus
It would be a crime to have to carry a dictionary with you in addition to your
iPad. Of course, the solution is to get a Dictionary app for your iPad. The
Dictionary.com app is a free download from the App Store.
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1. Tap the Dictionary.com icon on
the Home screen.

Use Any Online Dictionary
Of course if you prefer another
dictionary that doesn’t have an
iPad app, you can always just
bookmark that site in Safari. You
can also create a Home screen
bookmark as we did in Chapter 7,
“Surfing the Web.”

1
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2. Tap in the search box and enter a
word to look up.

3. A list of suggestions appears. Or
you can just tap Search in the on-
screen keyboard.

4. You can even tap the Speaker
icon in many cases and hear a
pronunciation.

5. Tap Thesaurus at the bottom to
switch to using the thesaurus.

6. Tap on any of the words in the
lists to jump to the thesaurus
entry for that word.

7. While moving from word to word
in the thesaurus, you can always
tap Dictionary again to get a defi-
nition for the current word.

2

3

5

4
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Using MindNode
Another type of organizational software program is called mind mapping.
Mind maps look like organizational charts, but each box represents a thought
or idea. MindNode for iPad is a mind-mapping program.

Chapter 15 Using Popular and Critical Apps274

1. Tap the MindNode icon on 
the Home screen.

2. Tap the + button to start a new
mind map. 1

2
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3. You start off with a single node or
box. Double-tap on this Mind
Map node to name it.

4. Type a name for the main node of
the mind map.

5. Tap Done.

6. Drag the + box out from the main
node to create a new node.

7. Name the new node. Repeat steps
6 and 7 to add new nodes.

8. Tap Done.

9. Your completed mind map can
have as many nodes and sub-
nodes as you need.

3

5
4

6
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Using Skype
Your iPad works quite well as a phone when you use a VoIP (voice over IP)
app. Skype is probably the most well known.
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1. Tap the Skype icon on the 
Home screen.

It’s Not an iPad App!
At the time of this writing, the
Skype app is formatted for iPhone
only but works just fine on the
iPad. You can use it in native 1x
screen mode, or tap the 2x button
to enlarge the app on your
screen. Perhaps by the time you
read this, the app will work on the
iPad in full-screen mode.

1
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2. When you run the Skype app, you
need to enter your ID and pass-
word and then sign in. After you
do this the first time, you can skip
this screen.

Get a Skype Account
You need a Skype account to use
the Skype app. You can get a free
one at http://www.skype.com/. If
you find the service useful, you
might want to upgrade to a paid
account, which lets you call land
lines and other phones. The free
account lets you call only other
Skype users.

3. Use the on-screen keypad to
enter a phone number. You need
a country code, too, which means
using a 1 for U.S. calls. It should be
there by default.

4. Tap Call.

2

3

4

http://www.skype.com/


Chapter 15 Using Popular and Critical Apps278

5. While making a call, you see the
elapsed time, and Mute and Hold
buttons. Use the Dialpad button
when you need to dial numbers
during a call.

6. Tap End Call to hang up.

How Do You Hold Your iPad
to Talk?
The microphone is at the top of
the iPad, near the earphone port.
The speakers are at the bottom.
The best way may be to just put
the iPad in front of you and
ignore the locations of both.
Or you can get a set of iPhone
earbuds.

5

6



Putting Notes on Your Home/Lock Screen
Your Lock screen and Home screen backgrounds look pretty. But can they be
functional? One app attempts to make them more useful by enabling you to
put sticky notes on them. Search in the App Store for Stick It and add it to
your collection of apps.

279Putting Notes on Your Home/Lock Screen

1. Tap the Stick It icon on the
Home screen.

2. Tap + to create a new note.

3. Select a color from the list. You
can also select different note
types, such as talk bubbles, pieces
of paper, or even just plain text
boxes.

1

2
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4. Type a note using the on-screen
keyboard.

5. Tap Done.

6. Drag the note into a better posi-
tion.

7. Tap the bottom-left corner to pick
a background image.

8. Tap a new background.

9. Tap Done.

4

5

6
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10. Tap the Export button.

11. Tap Save to Camera Roll.

12. Tap Dismiss.

The App Can’t Do It for You
Although the Stick It app is great
for making backgrounds with
notes on them, it can’t make
these backgrounds your Lock or
Home screen. You have to do that
yourself using the Photos app or
the Brightness & Wallpaper set-
tings in the Settings app.

13. Press your Home button to return
to the Home screen and then tap
the Photos icon.

14. Find the photo you just took and
tap it.

11
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15. Tap the Boxed Arrow button.

16. Tap Use as Wallpaper.

17. Tap Set Lock Screen.

18. Tap the Wake/Sleep Button at the
top of your iPad.

19. Tap the Home button.

20. The background, complete with
the sticky note, now appears on
your Lock screen.

Emergency Contact Info
Another use for this app is to
quickly and easily put your emer-
gency contact information on the
Lock screen. You can just put a “In
case of emergency” phone num-
ber and instructions on the
screen, or “If found, please call:”
phone number.

15

16

17

20



Printing from Your iPad
From time-to-time you might want to print from your iPad. Doing so directly
is difficult and might even be impossible depending on your printer setup.
You can install WePrint (http://mobile.eurosmartz.com) and use the
PrintCentral app to print from your iPad.

283Printing from Your iPad

1. Tap the Print Central icon on
the Home screen.

1

http://mobile.eurosmartz.com
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2. Tap the Images button at the bot-
tom of the screen.

3. Tap the + at the bottom.

4. Tap a photo to add it.

5. Tap the Print button at the upper-
right corner.

6. Tap the blue circle to the right of
<None selected> to choose a
printer.

7. Tap on the printer you want to
use. These printer choices are
coming from the WePrint server
that runs on a Mac or PC con-
nected to the same network as
your iPad.

You Can’t Print Without Help
Although printing using this app
and others is better than not
printing at all, it is still inconven-
ient that you need to rely on a
computer to print. Some of the
manufacturer-specific
iPhone/iPad apps let you print
directly to a printer, but the
printer has to be a networked
model, not one that connects to a
computer via USB. The Canon
Easy-PhotoPrint and the HP iPrint
Photo are two such apps.

2
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8. Tap Print to send the image to the
printer.

8

Its Not All Good
YOU CAN PRINT ONLY SOME THINGS
Unfortunately you can’t print things such as Pages and Numbers documents
using your iPad. You have to transfer those documents to your computer first
and then print from there.

Talk to Your iPad
Because your iPad has a microphone, and a powerful processor, it is well
suited for taking dictation. The Dragon Dictation app types what you speak
into the iPad.



Chapter 15 Using Popular and Critical Apps286

1. Tap the Dragon Dictation 
icon on the Home screen.

2. Tap the button in the middle of
the screen and start speaking
clearly at a normal pace.

3. Tap in the middle of the screen
when done.

1
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4. After a short delay, the text
appears on the screen.

5. Tap the Keyboard button at the
bottom of the screen to bring up
the on-screen keyboard and
make corrections.

6. Tap the Arrow button at the top-
right part to copy the text to the
clipboard so you can use it else-
where, or send it via email.

7. Tap the button at the top to
record some more.

4 7 6

5

Its Not All Good
ACCURACY?
So you want your iPad to listen to you and transcribe what you say perfectly?
This isn’t Star Trek. There are going to be mistakes. After a while you learn how
to minimize errors by changing the way you dictate to the app, but you
always need to carefully edit your text when you finish recording.
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Recording Voice Memos
The dictation is nice, but what if you just want to record some notes to your-
self? The Voice Memos app enables you to record yourself, or anything, and
save it. You can then play the recording back or email it.

1. Tap the Voice Memos icon 
on the Home screen.

1
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2. Tap the Record button to start
recording and speak your mes-
sage.

3. Tap the Stop button to stop
recording.

4. Tap the Voice Memos button at
the top-left corner to see a list of
memos you have recorded.

5. Tap a memo to play it back.

6. Tap the blue button to change
the name of the memo.

7. After selecting a memo and play-
ing it, tap the Email button to
send it via email.

8. Tap the Delete button to remove
the recording.

2
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Handwriting Notes
You’d think with a touch screen that the iPad could recognize your handwrit-
ing instead of making you type on an on-screen keyboard. The WritePad app
enables you to take notes by typing or by using the touch screen to write
with your finger.
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1. Tap the WritePad icon on the
Home screen.

1
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2. Tap the My Documents button.

3. Tap Empty Document to start a
new document.

4. Tap and drag around the screen
using the tip of your finger like a
pen or pencil. Start in the upper-
left corner. You can use printed
letters, cursive, or a mixture.

5. Stop writing and wait for the text
to process. When it does, the text
appears at the cursor location.

6. Tap the buttons at the top-right
corner to switch between
Reading mode, Writing mode, and
Keyboard mode.

7. Tap the Undo button to undo the
last text processed.

2
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Other Useful Apps
So many useful apps are in the store that it is impossible to cover them all in
a book. Here are some quick mentions of others you can check out. Some are
free, others you have to pay for.

• SketchBook Pro: This drawing app lets you paint with your fingers.
Professional artists have used it to create some amazing pieces. There is
even a Flickr gallery of SketchBook pro art.

• 1Password: Mac users already know about the popular 1Password for
Mac. The iPad version doesn’t integrate with Safari, but it does give you a
place to securely store passwords and other important information.

• AirSharing: This app gives you a quick and simple way to store and view
files on your iPad. For instance, you can copy PDF files, images, videos,
and so on. Then you can view them on your iPad when offline.

• Things: If you are into productivity apps and to-do lists, check out Things.
It is the king of to-do list apps on the iPad.

• StarWalk: This is a must-have app for anyone even vaguely interested in
astronomy. Even if you aren’t, the beautiful, up-to-the-minute renderings
of the night sky on your iPad will impress your friends. You can see what
the sky looks like right now, right where you are, and use it as a guide to
identifying what you see.

• Wolfram Alpha: Want to compare two stocks, see the molecular struc-
ture of sulfuric acid, or calculate the amount of sodium in your breakfast?
Would you believe that one app does all three and has hundreds of other
interesting answers to all sorts of questions.

• USA Today: While other national newspapers are playing around with
pay-to-read models, USA Today is sticking with free. It provides a great
summary of what is going on around the country.

• The Weather Channel Max+: If you get your news on your iPad, you
might as well get the weather, too. This free app covers it all, with maps,
forecasts, current conditions, and even video.
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Solve 3D
puzzles.

Rent
movies.

Read comics.

Compose
music.
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In this chapter, we look at apps that exist
for entetainment purposes such as viewing
movies, reading comics, listening to music
or playing games.

B Watching Movies with Netflix

B Reading Comics

B Listening to Music with Pandora

B Composing Music

B Playing iPad Games

Games and Entertainment
You can view a lot of information and get a lot of work done
on the iPad, but it is still a great device for entertainment. The
majority of entertainment apps out there are games, but there
are also some general entertainment apps that we can take a
look at.



Watching Movies with Netflix
Netflix started as a DVD rental service using mail rather than retail stores, but
it is quickly changing into an online video rental service. One of the first
acclaimed apps for the iPad was the Netflix app. Netflix subscribers can use it
to rent and watch movies right on their iPads.
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1. Enter your email address and
password, and then tap Sign 
In. If you don’t have an account,
you can actually sign up for a trial
account right on your iPad.

2. Tap the Watch Instantly tab to see
movies you can watch on your
iPad.

3. Tap the Play button under a
movie to view it.

4. Tap in the Search field to search
for a movie you’d like to watch.

1
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5. The movie should start after a few
seconds. You have Play and Pause
controls at the bottom of the
screen.

What Happened to the
Controls?
The controls around the movie
disappear after a few seconds of
viewing. You can always bring
them back by tapping the center
of the screen.

6. You can tap the Zoom button at
the upper-right corner to zoom in
slightly to the center of the
screen.

7. Use the large slider at the top to
jump around in the movie. Tap
the Done button to return to the
Netflix movie list.

8. Tap the Done button to return to
the Netflix movie list.

You Have to Be Online
Although watching movies in the
Netflix app is unlimited, you can’t
download and store the movie for
later viewing. You need to be
online to watch. iTunes rentals, on
the other hand, can be stored and
watched while offline, like on an
airplane flight.

6
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Reading Comics
The iPad is a great platform for reading comics. The Marvel Comics app is one
of the many comic book apps that enables you to purchase and read comics.
It has some of the best graphic quality and comes with some free issues.
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1. Start off in the Store by 
tapping the Store button at 
the bottom of the app.

2. Scroll up and down the screen to
view featured comics, or tap one
of the New, Popular, or Free but-
tons at the top of the screen to go
deeper into the Marvel store.

3. Tap the Browse button to search
the store by series, genre, creator,
storyline or keyword.

4. Tap My Comics at the bottom to
see the comics in your iPad collec-
tion.

5. Tap the Read button next to a
comic to open it.

1
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6. Tap in the screen to bring up a
toolbar at the top and a scan bar
at the bottom.

7. Flick right to left to turn the page.

Viewing Comics
Viewing comics can be done one
of two ways. You can continue to
flick right to left and view the
comic page-by-page, or you can
double-tap in a panel to enlarge it
to fill the screen. Then flick right
to left to go from panel to panel.
This second method is great
because each panel fills the
screen to reveal the details of the
artwork.

6 7

Listening to Music with Pandora
The iPod app isn’t the only way to listen to music on your iPad. In addition to
the many streaming Internet radio station apps, there is Pandora, which
enables you make your own radio station based on a song or artist.

1. When you first run Pandora,
you can choose to use your
existing account or create a
new one. Choose which, and then
you will be prompted for some
information.

1
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2. When you are past the sign
in/sign up stage, you see your sta-
tions to the left. To create a new
station, tap in the field at the
upper-left corner. Type in a name.

3. Pandora creates the new station
and starts playing a song. If you
like the song and think it repre-
sents what you want for this sta-
tion, tap the Thumbs Up button.

4. If you think this isn’t a song that
should be played on this station,
tap the Thumbs Down button.

5. Tap the Skip button if you think
the song fits, but just don’t want
to hear it at the moment.

Pandora Everywhere
The stations you create on the
iPad also show up in your Pandora
account wherever you log on. You
can use Pandora on your comput-
er by just going to
http://www.pandora.com/ and
logging in. You can also use
Pandora on many mobile phones.
There are even dedicated audio
devices that play your Pandora
radio stations.

2
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Composing Music
The iPad’s large touch screen lends itself nicely to music creation. The Pianist
Pro app gives you a large keyboard on the screen and many instruments you
can simulate. You can also add a drum track and record tracks on top of each
other.
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1. Tap the keyboard keys to 
play notes.

2. Tap the Drums button to turn
on the drum simulator and get a
beat.

3. Tap the Record button to start
recording.

4. Play notes while the app records
what you play.

5. Tap the Record button again to
stop recording.

6. Tap the arrows to the left or right
of the instrument name to
change the instrument.

7. Repeat steps 3 through 5 to
record another track on top of
what you already have.

8. Tap the Settings button.

2 3
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9. Tap the Drums button to see 
the drum loop editor. Tap the
squares to alter the looping 
pattern.

10. Tap Current to change the
strength of the sound you are
applying to squares you tap.

11. Select a preset drum pattern.

12. Change the instrument set used
by the pattern.

A Simpler Musical
Instrument App
If you are looking for a simpler
musical instrument app, check out
Accordèon. It is a single-screen
accordion simulator. It might not
have all the features of Pianist Pro,
but if you hold your iPad like an
accordion and play, it will surely
turn some heads. How long
before you see buskers playing
iPads to make spare change? 

9
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Playing iPad Games
Even if you purchased your iPad to stay connected, get work done, or watch
videos, you might want to check out the rich and wonderful world of games.

With the touch screen and accelerometer control, the iPhone and iPod Touch
turned out to be fertile ground for game developers. Add to that the large
screen and fast processor of the iPad and you have a powerful and unique
gaming device.

Let’s take a look at some of the best games for the iPad.

Air Hockey
At first glance, this game looks simple. You control a paddle by moving your
finger across the screen. You can play against a computer opponent that is
actually quite challenging.

303Playing iPad Games

What’s special is the ability to play against a second player at the other end of
your iPad. Just set it down on a table and play head-to-head. This is made
possible by the multitouch screen. The iPad needs to keep track of two fin-
gers on the iPad. And it does it very smoothly.



Harbor Master
One of the new game genres that appeared on the iPhone was the draw-to-
direct type of game. It first appeared with a game called Flight Control, which
is also available on the iPad.

Harbor Master takes the genre a little further. The idea is you direct ships into
docks by drawing with your finger. Simply draw a line from the ship to the
dock and the ship follows the path.
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The game gets harder as you go along, with more and more ships unloading
cargo and then sailing away. You have to make sure the ships find a dock and
that they never collide.

Implode!
Physics games are popular on the iPhone and iPad. In these games you
destroy or somehow alter an environment and try to achieve a goal.

With Implode!, the goal is simply to destroy a building made of simple blocks.
You do this by placing explosives on different blocks and then triggering the
explosion.



The goal gets harder to achieve as the buildings get sturdier with each level.
You also need to avoid hitting nearby buildings with flying debris.

Angry Birds
Another type of physics-based game is one that uses a canon, or similar
devices, to shoot projectiles at a structure. In the early days of iPad gaming,
the leader in this genre is Angry Birds.
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In this game, you shoot birds at a structure using a slingshot. Your goal is to
destroy the pigs living in the building. Sounds a bit strange, but behind the
premise is a good physics simulation that presents challenges with every
level.



Cogs HD
If puzzle games are more to your liking, try Cogs HD. At first, it looks like a slid-
ing puzzle game. You slide blocks around on a 2D grid. But the purpose isn’t
to put a picture together but to get a machine to work.
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Then, add the third dimension. Some of the machines have puzzles on each
side, and you must connect cogs and steam pipes across surfaces. The levels
get more and more inventive.

Galcon Fusion
Galcon was a huge hit on the iPhone, and all the time you couldn’t help but
wonder how much better it would be on a larger touch screen. Now we
know, because we have Galcon Fusion for the iPad.

In this game, you conquer a small cluster of planets using ships. The game
looks like a strategy game, and you must use strategy to win. But it plays like
an arcade game because all you do is tap and drag to send ships from one
planet to another.



Plants vs. Zombies
Zombies are attacking your house, and you need to defend it. So what do you
use? Strange mutant fighting plants, of course.
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It sounds weird, and it is. But as a fun strategy game, it works. It plays like a
tower-defense style game but with fun elements that you find in those $20
PC game downloads.

WeRule
If you like your strategy game with castles and medieval farming, WeRule has
that, plus strong social networking features as well.

You build your fiefdom in a virtual world by planting farms and constructing
buildings. Leave the game and come back, and you find your peasants have
been busy building and farming in your absence. Invite friends to play and
join you in neighboring plots of land.



Scrabble
My favorite game on the iPhone was Scrabble. The same game comes to the
iPad but with some special new features. Not only can you play against a
tough computer opponent, a friend on Facebook, or your local network, but
you can also play against a friend in the same room, using your iPhones.
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You just both download the Tile Rack app for the iPhone and then use the
iPad as the main game board; your tiles appear only on your iPhones.



Labyrinth 2 HD
The accelerometers in your iPad know how you are holding it, and games can
use that to let you control them. Perhaps the simplest implementation of that
is to hold your iPad parallel to the ground and roll a virtual marble on the
screen.
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Simple, yes. But it is still quite interesting and challenging. Labryrinth 2 is one
of a few games that uses this mechanic. It has many different levels with neat
little obstacles like switches, canons, lasers, fans, pinball bumpers, and so on.



Real Racing HD is one that has excellent graphics and game play. It also has
lots of options, including a career mode, car choices, and so on. It is close to
some console racing games in features and graphics.

Tap Tap Radiation
If you are looking for music games, there are plenty for the iPhone and iPad.
But the king of the hill is the Tap Tap series. For the iPad, they have the free
Tap Tap Radiation.
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Real Racing HD
A much more advanced use of accelerometers is when you use them to steer
a car while racing. There are many racing games for the iPhone, and some
have already made their way over to the iPad.

If you have played Guitar Hero or Rock Band before, you already know the
general idea. Dots flow toward you, and you tap on the circles when the dots
reach them. It is a rhythm game, basically. If you like music, this is a great way
to turn music into a game.



This is just a sample of some of the best games out there. More are coming to
the App Store every day. By the time you read this, dozens, if not hundreds, of
new worthwhile games will be out. So there is sure to be something that fits
your style.
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Extend your iPad 
with docks, cases, 
connectors, and keyboards.



17
In this chapter we use some optional
accessories like cases, docks, keyboards,
and adapters.

B Apple iPad Dock

B Apple iPad Case

B Apple iPad Dock to VGA Adapter

B Apple Wireless Keyboard

B Apple iPad Keyboard Dock

B Power/Dock Accessories

B Protecting Your iPad

B Apple iPad Camera Connection Kit

iPad Accessories
Many accessories available for your iPad perform a variety of
tasks, protect it, or just make it look pretty.

You might already have some things that work with your
iPad—Bluetooth headsets and keyboards, for instance. Let’s
look at a variety of accessories to see how to use them.



Apple iPad Dock
Although the iPad comes with a dock cable and charger, you might want to
dock it in an upright position, rather than having it flat on a table. The iPad
Dock from Apple enables you to stand the iPad up vertically while it’s either
plugged in to a power outlet or docked with your computer. You can also use
the iPad in this position and even pipe the audio into external speakers
through the dock.
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1. Plug the dock cable that came with your iPad into the back of the iPad Dock.

2. Plug the other end of the dock cable into the USB port of your computer.

3. Plug in the input cable from a set of computer speakers into the audio jack in the back
of the iPad Dock.

4. Slip your iPad into the iPad Dock. A connection should establish between your com-
puter and the iPad, just as if you used the cable by itself.

5. Run any audio-producing app, such as iPod. Music should now go through your exter-
nal speakers, rather than just the built-on speakers of the iPad.

Power Dock
You can also connect the dock cable to the power supply that came with your
iPad. Then the iPad Dock acts as a power station. You can also use the iPad while
charging, or you can put it in picture frame mode. Or it can run some nice
speakers and act as a music system.

Not All Power Is the Same
Your iPad requires extra power to charge properly. With the power supply that
came with your iPad, it should charge fully after about 4 hours. But with an
iPhone power supply, or while hooked up to a full-power USB port on a com-
puter, it takes twice that amount of time. Some low-power USB ports on com-
puters won’t charge the iPad at all.

(Courtesy of Apple Inc.)



Apple iPad Case
What’s so special about the Apple iPad case? Surely it is no different than the
hundreds of other cases available from other companies? At the time of the
iPad’s release, the Apple iPad case has several advantages over other cases. It
is a hard-sided case that also acts as a stand for the iPad.
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1. Fold the front cover of the
iPad case back.

2. Tuck the front cover into the
slot in the back of the case.

3. Set the iPad down so the screen is
held up a slight amount by the
now-folded front cover. This posi-
tion is convenient for when you
typing in apps that use a horizon-
tal screen display.

4. Rest the iPad so the screen sits up,
with the narrow side of the fold-
ed-over front cover resting on a
flat surface. In this orientation, the
iPad makes a great video viewer.

Flap Out
There is a flap that you can use to
tuck in your iPad. However, if you
leave that flap out, you can rest a
wireless keyboard on it and add
some stability to the standing
iPad as you type.

(Courtesy of Apple Inc.)

(Courtesy of Apple Inc.)

(Courtesy of Apple Inc.)



Apple iPad Dock to VGA Adapter
The Apple iPad Dock to VGA Adapter is perhaps the only disappointing Apple
accessory. The connector attaches on one end to the dock port on the bot-
tom of your iPad. The other end is a VGA port you attach to a VGA cable that
can then be attached to a monitor or projector.

The disappointing part is that it doesn’t display the iPad’s screen on the exter-
nal display. Instead, it shows only video from the Videos and YouTube apps,
presentations from Keynote, and slideshows from Photos.
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1. Connect the Apple iPad Dock 
to VGA Adapter to the dock 
port on your iPad.

2. Connect the other end of the
adapter to a standard VGA cable.

Use the Dock
You can also connect the Apple
iPad Dock to VGA Adapter to the
Apple iPad Dock if you plan to use
it this way often.

3. Connect the other end of the VGA
cable to a monitor or projector
that accepts a VGA connection.

4. Use an audio mini jack to connect
the headphone port of the iPad to
the line in on the projector. The
exact type of cable you need
depends on what audio input the
project takes.

5. Run the Videos app on your iPad.

(Courtesy of Apple Inc.)
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6. Tap the Play button just as you
normally would to play back the
video on the iPad. The video
should start playing on the pro-
jector, while you see a frozen
frame on your iPad.

You Can’t Show Some Movies
The VGA adapter doesn’t even
enable you to show some pur-
chased or rented movies because
of copy protection restrictions.
Those restrictions specify that the
movies cannot be shown over a
connection that doesn’t imple-
ment copy protection—and VGA
doesn’t.

Other Cable Options
Apple also makes an Apple
Component AV Cable that works
in basically the same way but will
output to RGB and left/right
audio for high-definition televi-
sions. There is also an Apple
Composite AV Cable that uses 
a single connector for video 
for older standard definition 
televisions.



Apple Wireless Keyboard
If you have a lot of typing to do, and are sitting at a desk anyway, you can use
Apple’s Bluetooth keyboard with your iPad. This is the same wireless keyboard
that you would use with a Mac.
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1. To connect to the Apple 
Wireless Keyboard, make sure 
that you have good batteries 
in it.

Choosing the Right Wireless
Keyboard
If you have an older Apple
Wireless Keyboard, it might not
work with your iPad. The Apple
Store warns that only “newer” key-
boards can successfully connect
to the iPad. Reports from people
with older wireless keyboards
indicate that this is true. However,
you don’t need to stick with
Apple’s wireless keyboard. Most
Bluetooth keyboards work fine
with the iPad. Search your favorite
online store for all kinds of com-
pact wireless Bluetooth key-
boards. Check reviews to see if
anyone has mentioned trying the
model with an iPad.

2. Go to the Settings app on your
iPad and tap on the General set-
tings on the left.

3. Tap Bluetooth to go to the
Bluetooth settings.

4. Make sure Bluetooth is turned on.
Switch it on if not.

2 3

4

(Courtesy of Apple Inc.)
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5. Turn on your Apple Wireless
Keyboard by pressing the button
on its right side. You should see a
small green light turn on at the
upper-right corner of the main
face of the keyboard.

6. After a second or two, the key-
board should appear on your iPad
screen. Tap where you see Not
Paired on the iPad screen.

7. Look for a 6-digit number in the
message displayed. Type that on
your keyboard. Then press the
Return key.

8. After the connection is estab-
lished, you should see Connected
next to the name of your key-
board.

9. After you connect, the iPad auto-
matically uses the physical key-
board by default, rather than brin-
ing up the on-screen keyboard. To
use the on-screen keyboard
again, you can either disconnect
or power off your Apple Wireless
Keyboard, or you can press the
Eject button at the upper-right
corner of the keyboard to switch
to the on-screen keyboard at any
time.

6

7

8
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SPECIAL KEYS
The Apple Wireless Keyboard was not made for the iPad—it existed first. But
the iPad recognizes many special keys on it and uses those keys in various
ways.

• Brightness (F1 and F2): Changes the brightness of the iPad screen

• Volume (F10, F11 and F12): Mutes, lowers, and raises the volume

• Eject (To the right of F12): Brings up or dismisses the on-screen key-
board

• Arrows: Navigates around in editable text

• Arrows+Shift: Selects editable text

• Command: Can be used with X, C, and V for cut, copy, and paste inside
editable text

• Audio Playback Keys (F7, F7 and F9): Goes to previous track,
play/pause, and next track

Apple iPad Keyboard Dock
Another way to use a keyboard is to get the special keyboard dock from
Apple. This device combines an iPad Dock with a keyboard and connects the
two via a physical dock rather than a wireless connection.

>>
>

Go
 F

ur
th

er

Vertical Screen Only
One problem with the Keyboard Dock is that by docking the iPad on it, you
have to use the iPad in vertical screen orientation. So you can’t type in horizon-
tal screen orientation, which some people might prefer. (Some apps work only
in horizontal mode.) 

(Courtesy of Apple Inc.)



Besides not being wireless, this keyboard has many iPad-specific special keys:

• Home button: This is at the upper left and acts like the Home button on
the iPad. It also wakes the iPad from the Lock screen.

• Search button: The second from the left, this button takes you to the
Search screen.

• Brightness: Two buttons moved slightly over from their positions on the
Bluetooth keyboard.

• Picture Frame: A special button that activates picture frame mode.

• Keyboard: A button that switches you to the on-screen keyboard.

• Lock button: This turns off the iPad, much like the wake/sleep button
would.

There are also audio playback controls and volume controls in the same loca-
tions as on the wireless keyboard. Missing from the keyboard is an fn button
used on a Mac to switch the top row of keys to F1–F12 keys.

Wireless Versus Dock
So which is better: the wireless keyboard or the docked keyboard? The wireless
keyboard seems to have a distinct edge. You can use your iPad in horizontal or
vertical mode. You can keep your iPad in its case. You can adjust the position of
the iPad relative to the keyboard. And you can use a wireless keyboard with
other devices, not just the iPad.

There’s a third way you can use a keyboard with your iPad. You can connect
low-power USB keyboards through the USB connector that comes with the
iPad Camera Connection Kit.

Power/Dock Accessories
A power user of any gadget usually acquires additional power chargers and
cables. For instance, you might want to charge your iPad at home and at
work. Remembering to carry the adapter with you everywhere you go usually
doesn’t work out. Here is a list of items you might want to consider:

• Apple iPad 10W USB power adapter: A 10-watt adapter that charges
the iPad at full speed, faster than a standard USB port. This adapter
comes with a 6-foot-long cord, which makes it different than the one you
get with your iPad. You get a dock cable along with it.
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• Apple dock connector to USB cable: If you just want the dock cable to
plug your iPad into a Mac or PC for syncing and slow charging. It is
always good to have a spare one of these, as losing your one and only
one means you can’t charge or sync your iPad. But if you have a recent
iPhone or iPod, you already have another dock cable. But the older dock
cables might not work with the iPad.
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• Griffin PowerJolt Car Charger: If you want to charge your iPad in your
car, this car charger does the trick. You can also look at the Kensington
PowerBolt Micro Car Charger and the Incase Car Charger. Incase also
makes a “combo” charger that works from both AC power and cars.

Protecting Your iPad
You probably want to get a protective case for your iPad. The problem here is
not finding one, but choosing from the hundreds of models already available.

An example is the Belkin Grip Sleeve for iPad. An inexpensive case, it is form
fitting, but enables just enough room for you to also have the Apple iPad
Case around the iPad.

(Courtesy of Griffin)

(Courtesy of Belkin International Inc.)

(Courtesy of Apple Inc.)



The Grip Sleeve acts as travel protection, while the Apple iPad Case acts as
protection while you use your iPad. You don’t need to switch between them
because one easily fits inside the other.

When looking for a case there are many things to consider. Don’t just look in
a local Apple Store because it stocks only a few cases. Look online to discover
a wide variety. Pick one that fits your needs and style.

Apple iPad Camera Connection Kit
The Apple iPad Camera Connection Kit has two parts, both of which connect
to your iPad via the dock port. The first part is an SD card reader. You connect
one end to the iPad dock port and you plug a standard SD card, the type
most cameras use, into the other end. The second part has a USB connection
on the second end. You can connect a digital camera to your iPad using it.
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Here is how to import photos direct-

ly from your camera or SD card.

1. Connect either the camera con-
nector or the SD card reader to
your iPad’s dock port.

2. Connect your camera using the
USB cable that came with it, or
slide the SD card into the card
reader. If you are connecting a
camera, you will most likely need
to switch the camera on and into
the same mode you use to trans-
fer pictures to a computer.

3. After a slight delay, the Photos
app should launch and images on
the camera or card should appear
on your iPad’s screen. Tap the
images you want to import.

4. Tap the Delete Selected button if
you want to delete the images
without ever importing them into
your iPad.

5. Tap the Import button.

3 54

(Courtesy of Apple Inc.)
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6. Tap Import All to import all pho-
tos. The images appear in a new
album on your iPad.

7. Tap Import Selected to bring in
only the selected photos.

8. After importing the photos, you
will be given the change to delete
them from the camera or card. Tap
Delete to remove them.

9. Tap Keep to leave the images on
the camera or card.

More Than Just Cameras!
The Connection Kit does a lot
more than just let you use cam-
eras and SD cards. You can also
connect USB headsets with the
camera connector and use them
as headphones and/or a micro-
phone. You can connect low-
power USB keyboards as well. The
SD card reader can be used to
transfer video and images, so you
can use it to play stored movies
from SD cards.

7 6

8 9
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Numbers
1Password app, 292

3G connections
Data Roaming, 45
setting up, 44-45

A
About section (Settings screen), 24-25

accessories
Apple Component AV Cable, 317
Apple Composite AV Cable, 317
Apple iPad Camera Connection Kit,

323-324
Apple iPad case, 315
Apple iPad Dock, 314
Apple iPad Dock to VGA Adapter,

150, 226-227, 316-317
Apple iPad Keyboard Dock, 320-321
Apple Wireless Keyboard, 318-319
cases, 322-323
power chargers, 321-322

Accordèon app, 302

adapters, Apple iPad Dock to VGA
Adapter, 150, 226-227, 316-317

adding contacts, 92-93

Air Hockey app, 303

AirSharing app, 292

albums, viewing, 62, 148-149

alert sounds, adjusting, 26-27

aligning text in documents, 164-165

Angry Birds app, 305

app screens, 10

App Store
finding apps, 250
purchasing apps, 244-246

Apple Component AV Cable, 317

Apple Composite AV Cable, 317

Apple Dock Connector to 
USB Cable, 322

Apple iPad 10W USB Power 
Adapter, 321

Apple iPad Camera Connection Kit,
323-324

Apple iPad case, 315

Apple iPad Dock, 314

Apple iPad Dock to VGA Adapter, 150,
226-227, 316-317

Apple iPad Keyboard Dock, 320-321

Apple Wireless Keyboard, 318-319

appointments. See events

apps
1Password, 292
AirSharing, 292
Bento, 261-264
deleting, 247
Dictionary.com, 272-273



327Cogs HD app

Dragon Dictation, 
285-287

finding, 250
free apps, 245
GoodReader, 264-266
grouping, 50
iPhone/iPod touch apps,

251-252
iTap VNC, 258-260
MindNode, 274-275
NewsRack, 266, 269
OmniGraffle, 270-271
PrintCentral, 283-285
purchasing, 244-246
quitting, 4
rearranging

on iPad, 247-248
in iTunes, 248-249

recommending, 254-255
in Settings list, 39
sharing, 255
SketchBook Pro, 292
Skype, 276-278
sorting, 249
StarWalk, 292
Stick It, 279-282
synchronization, 49-50
Things, 292
troubleshooting, 253
USA Today, 292
Voice Memos, 288-289
The Weather Channel

Max+, 292
Wolfram Alpha, 292
WritePad, 290-291

artwork, drawing, 292

audio podcasts. See also music
downloading, 69-71
subscribing to, 71

average function
(spreadsheets), 189-192

averaging columns in
spreadsheets, 189-192

B
background images

inserting in 
documents, 177

photos as, 147
sticky notes on, 279-282

battery, charging, 314,
321-322

Belkin Grip Sleeve for 
iPad, 322

Bento app, 261-264

Bluetooth address of iPad, 25

Bluetooth keyboards,
318-319

bookmarks
inserting in books, 85-86
setting in Maps app, 

235-236
synchronization, 48-49
web pages, 116-117

deleting bookmarks,
117-118

saving bookmarks to
home screen, 119-120

syncing bookmarks, 119

books
deleting, 88
ePub format, 78
inserting bookmarks, 

85-86
organizing, 87-88
purchasing, 78-80
reading, 81-83

customizing view, 83-84
with GoodReader app,

264-266
on Kindle app, 88-89

browsing
photos, 143-145
with Safari, 108-109

building
presentations, 211-213
slides, 214-217

bulleted lists, creating in
documents, 166-167

button lists, 14

buttons. See controls

buying. See purchasing

C
calculations in 

spreadsheets, 193
updating, 201

Calendar
events, creating, 96-98
synchronization, 48-49
views, 99-102

camera connections, 323-324

Canon Easy-PhotoPrint 
app, 284

capacity of iPad,
determining, 24

capitalizing letters, 15

capturing the screen,
149, 152

cases for iPad, 315, 322-323

cells in spreadsheets,
formatting, 194-196

centering map on current
location, 231

charging the battery, 314,
321-322

charts
creating

in documents, 175-176
with OmniGraffle app,

270-271
in spreadsheets, creating,

202-204
clip art, importing, 171

clipboard, copying 
photos to, 147

Cogs HD app, 306
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column layouts in
documents, 168

columns in spreadsheets
averaging, 189-192
totaling, 188

.com button, 109

comic books, reading,
298-299

composing
email messages, 134
music, 301-302

computer, synchronization
with. See synchronization
with iTunes

configuring email, 130-132,
138-139

connections
3G connections, setting

up, 44-45
wi-fi network connections

security, 43
setting up, 42-43

contacts
adding, 92-93
assigning photos to, 146
editing, 95-96
searching, 94-95
synchronization, 48-49, 93

controls. See also interface
Home button, 4

double-tapping, 32-33
music playback, 62
screen rotation lock, 6-7
volume control, 6

alert sounds, adjusting,
26-27

Wake/Sleep button, 5
copy protection

restrictions, 317
for videos, 68

copying
photos to clipboard, 147
text, 17-18
text styles, 163
text/images from web

pages, 125

current location, centering
map on, 231

custom alert sounds, 27

customization
alert sounds, adjusting,

26-27
date/time, setting, 34-35
Home button, double-

tapping, 32-33
in iBooks, 83-84
iPod settings, 38
keyboard settings, 35-36
parental restrictions,

setting, 30-31
password protection,

setting, 28-30
Safari settings, 37
slideshow settings, 39
Video settings, 39
wallpaper, changing, 

22-24

D
daily view (Calendar), 99

Data Roaming with 3G
connections, 45

databases, Bento app,
261-264

date/time
formatting in

spreadsheets, 206
setting, 34-35

deleting
apps, 247
bookmarks in books, 86
bookmarks (Safari), 

117-118
books, 88
email messages, 136
photos, 153-155

diagrams, creating with
OmniGraffle app, 270-271

dictation apps, 285-287

Dictionary (iBooks), 85

dictionary apps, 272-273

Dictionary.com app, 272-273

digital camera connections,
323-324

directions (in Maps app),
obtaining, 233-234

disabling viewing remote
images, 140

docking
the iPad, 314
keyboards, 320-321

Document Setup options
(Pages app), 177-178

documents. See also
spreadsheets

background images,
inserting, 177

charts, creating, 175-176
column layouts, 168
creating, 157-159
Document Setup options,

177-178
horizontal view, 158
images

inserting, 169-171
moving, 171

line spacing, 168
lists, creating, 166-167
shapes

inserting, 172
styling, 173

synchronization, 51
tables

creating, 173-175
moving, 175

text
aligning, 164-165
copying styles, 163
entering, 157-159
styling, 160-162

transferring with iTunes,
178-180

double-tapping, 7
Home button, 32-33

downloading podcasts, 69-71

dragging, 8

Dragon Dictation app,
285-287
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draw-to-direct games, 304

drawing artwork, 292

DVDs, importing video 
from, 67

E
editing

contacts, 95-96
photos, 144
playlists, 63
text, 16-17

email
account synchronization,

48-49
configuring, 130-132, 139
folders, creating, 134
messages

composing, 134
deleting, 136
moving, 136
reading, 133
receiving, 138
searching, 137
signatures, creating, 135

sending photos, 146
spam filtering, 134

emergency contact 
info on Lock and Home
screens, 282

ePub format, 78

equations in 
spreadsheets, 193

events, creating in Calendar,
96-98

exporting documents from
Pages app, 180

F
fetch delivery (email), 138

filenames for notes, 103

finding
apps, 250
locations, 230-231
multiple locations, 232

flicking, 8

folders (email), creating, 134

footers
in documents, 177
in spreadsheets,

formatting, 198
forgotten passcode,

restoring, 30

formatting. See also styling
cells in spreadsheets, 

194-196
date/time formatting in

spreadsheets, 206
headers/footers in

spreadsheets, 198
notes, 105
tables in spreadsheets,

197-198
text in documents, 

164-165
forms

Safari, filling in, 120-122
in spreadsheets, creating,

199-201
formulas. See calculations

free apps, 245

G
Galcon Fusion app, 306

games
Air Hockey app, 303
Angry Birds app, 305
Cogs HD app, 306
Galcon Fusion app, 306
Harbor Master app, 304
Implode! app, 304-305
Labyrinth 2 HD app, 309
Plants vs. Zombies 

app, 307
Real Racing HD app, 310
Scrabble app, 308
Tap Tap Radiation 

app, 310
WeRule app, 307

Genius playlists, 64

GoodReader app, 264-266

Google Maps in Safari, 234

Griffin PowerJolt Car 
Charger, 332

grouping
apps, 50
slides, 223

GUI. See interface

H
Handbrake, 67

handwriting recognition,
290-291

Harbor Master app, 304

HD (high definition) video, 68

headers
in documents, 177
in spreadsheets,

formatting, 198
headsets, USB headset

connections, 324

help. See troubleshooting

History button (Safari),
114-115

Home button, 4
double-tapping, 32-33

Home screen, 9-10
saving bookmarks to, 

119-120
sticky notes on, 279-282

home video, 67

horizontal view of
documents, 158

HP iPrint Photo app, 284

I
iBooks

deleting books, 88
inserting bookmarks, 

85-86
organizing books, 87-88
purchasing books from,

78-80
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reading books, 81-83
customizing view, 83-84

troubleshooting, 85
icons for home screen

bookmarks, 120

images. See also photos
background images,

inserting in 
documents, 177

clip art, importing, 171
copying from web 

pages, 125
including in email

messages, 135
inserting in documents,

169-171
moving in documents, 171
remote images, disabling

viewing, 140
saving from web 

pages, 126
slideshow settings,

customizing, 39
wallpaper, changing, 

22-24
IMAP (Internet Message

Access Protocol), 130

Implode! app, 304-305

importing
clip art, 171
documents to Pages app,

178-179
video from DVDs, 67

Incase Car Charger, 322

inserting
background images in

documents, 177
bookmarks in books, 

85-86
images in documents,

169-171
shapes in documents, 172

interface. See also controls;
customization

button lists, 14
dragging, 8
flicking, 8

on-screen keyboard, 
15-16

pinching, 8
screens. See screens
sliders, 13
switches, 13
tab bars, 14
tapping, 7
text

copying/pasting, 17-18
editing, 16-17

toolbars, 14
Internet connections

3G connections, setting
up, 44-45

wi-fi network connections
security, 43
setting up, 42-43

Internet Message Access
Protocol (IMAP), 130

iPad
cases for, 322-323
customizing. See

customization
docking, 314
keyboards for, 159
locking, 28
orientation, 7
printing from, 153, 

283-285
shaking, 7
shutting down, 5
starting, 5
synchronization. See

synchronization with
iTunes

iPad OS version number, 25

iPad version of web 
pages, 109

iPhone apps, 251-252

iPod settings, customizing, 38

iPod touch apps, 251-252

iTap VNC app, 258-260

iTunes
purchasing from, 65-67
rearranging apps in, 

248-249

sharing accounts, 255
synchronization with, 

46-47
apps, 49-50
contacts/calendars/

bookmarks/email
accounts, 48-49

documents, 51
music, 52-53
photos, 53-54

transferring documents
with, 178-180

iWork.com service,
transferring documents, 180

J–K
Kensington PowerBolt Micro

Car Charger, 322

keyboard settings,
customizing, 35-36

keyboard shortcuts on Apple
Wireless Keyboard, 320

keyboards, 159, 318-319. See
also on-screen keyboard

Apple iPad Keyboard
Dock, 320-321

Numbers app options, 185
USB keyboards, 321, 324

Keynote. See presentations

Kindle app, 88-89

L
Labyrinth 2 HD app, 309

laser pointers, 227

letters, capitalizing, 15

line spacing in 
documents, 168

links in web pages, 113

List view (Calendar), 102

listening to music, 299-300.
See also songs, playing

lists, creating in documents,
166-167
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locations, finding, 230-232

lock screen, 9
sticky notes on, 279-282

locking iPad, 28

M
Magic Move transition (in

presentations), 219-220

Mail. See email

Maps app, 229
bookmarks, setting, 

235-236
centering on current

location, 231
directions, obtaining, 

233-234
locations, finding, 

230-231
multiple locations,

finding, 232
Satellite View, 237-238
Street View, 239-240
traffic reports, 241

Marvel Comics app, 298-299

meetings. See events

messages (email)
composing, 134
deleting, 136
moving, 136
reading, 133
receiving, 138
searching, 137
signatures, creating, 135

mind mapping, 274-275

MindNode app, 274-275

MobileMe, synchronization
with, 55-57

model number of iPad, 25

Month view (Calendar), 101

movies. See also video
copy protection

restrictions, 317
watching with Netflix app,

296-297

moving. See also rearranging
email messages, 136
images in documents, 171
tables in documents, 175

MP4 format, 72

Multi-Pass, 68

multiple locations,
finding, 232

multiple tables in
spreadsheets, 204-205,
208-209

multiple web pages, opening,
123-124

music. See also songs
composing, 301-302
listening to, 299-300
playlists

building, 63-64
editing, 63
Genius playlists, 64

purchasing from iTunes,
65-67

synchronization, 52-53
music games, 310

N
Netflix app, 72, 296-297

network connections
3G connections, setting

up, 44-45
wi-fi network connections

security, 43
setting up, 42-43

newspaper apps, 292

NewsRack app, 266, 269

notes
creating, 103-104
filenames for, 103
formatting, lack of, 105
handwriting, 290-291
recording, 288-289
synchronizing, 105

numbered lists, creating in
documents, 166-167

numbers and punctuation,
typing, 15

Numbers app, keyboard
options, 185. See also
spreadsheets

O
object transitions (in

presentations), 221-222

OmniGraffle app, 270-271

on-screen keyboard, 15-16
keyboard settings,

customizing, 35-36
On/Off button. See

Wake/Sleep button

opening multiple web pages,
123-124

organizing
apps

on iPad, 247-248
in iTunes, 248-249

books, 87-88
photos into albums, 

148-149
slides, 223-224

orientation
of iPad, 7
screen rotation lock, 6-7
of video, changing, 73

original photos, 146

P
Pages app. See also

documents
Document Setup options,

177-178
transferring documents

with iTunes, 178-180
Undo button, 160

Pandora app, 299-300

paper size, changing for
documents, 177

parentheses in spreadsheet
calculations, 193
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parental restrictions, setting,
30-31

passcode, restoring, 30

password protection, setting,
28-30

passwords, storing, 292

pasting text, 17-18

pausing songs, 62

PDF files, reading, 89, 264-266

photos. See also images
browsing, 143-145
deleting, 153-155
editing, 144
organizing into albums,

148-149
originals, 146
in Picture Frame, 150-151
printing, 153
slideshows, creating, 

149-150
synchronization, 53-54
usage examples, 146-147
zooming, 145

Photos app. See photos

physics games, 304-305

Pianist Pro app, 301-302

Picture Frame, viewing
photos in, 150-151

pinching, 8

Plants vs. Zombies app, 307

playing. See also video
presentations, 225

with VGA Adapter,
226-227

songs, 59-62
video, 72-73
YouTube video, 74-75

playlists. See also music
building, 63-64
editing, 63
Genius playlists, 64

podcasts
downloading, 69-71
subscribing to, 71

POP (Post Office 
Protocol), 130

power supplies, 321-322
battery charging 

with, 314
presentations

building (Keynote), 
211-213

laser pointers with, 227
playing, 225

with VGA Adapter,
226-227

slides
building, 214-217
organizing, 223-224
transitions, 218-222

themes, 214
PrintCentral app, 283-285

printing from iPad, 153,
283-285

punctuation, typing, 15

purchasing
apps, 244-246
books, 78-80
from iTunes, 65-67
video, 68

push delivery (email), 138

puzzle games, 306

Q–R
quitting apps, 4

racing games, 310

radio stations. See
Pandora app

reading
books, 81-83

customizing view, 83-84
with GoodReader app,

264-266
on Kindle app, 88-89

comic books, 298-299
email messages, 133
PDF files, 89

Real Racing HD app, 310

rearranging apps
on iPad, 247-248
in iTunes, 248-249

receiving email 
messages, 138

recommending apps,
254-255

recording notes, 288-289

remote images, disabling
viewing, 140

rented video, 68

restoring passcode, 30

restrictions. See parental
restrictions

routes, mapping, 233-234

RSS feeds, 266, 269

S
Safari

bookmarking web pages,
116-117

browsing with, 108-109
copying text/images from

web pages, 125
customizing settings, 37
deleting bookmarks, 

117-118
filling in web forms, 

120-122
Google Maps in, 234
links in, 113
opening multiple web

pages, 123-124
saving bookmarks to

home screen, 119-120
saving images from web

pages, 126
searching with, 109-111
syncing bookmarks, 119
viewing web pages, 

111-113
previously visited pages,

114-115

Satellite View (Maps app),
237-238

Saved Photos, 149, 152
deleting photos, 153-154



333synchronization

saving
bookmarks (Safari) to

home screen, 119-120
images from web 

pages, 126
Scrabble app, 308

screen captures, 149, 152

screen rotation lock, 6-7

screens
app screens, 10
Home screen, 9-10

saving bookmarks to,
119-120

sticky notes on, 329-332
lock screen, 9

sticky notes on, 329-332
Search screen, 10-11
Settings screen, 12

About section, 24-25
apps in, 39

SD (standard definition)
video, 68

SD card connections, 323-324

Search (iBooks), 85

Search screen, 10-11

searching
contacts, 94-95
email messages, 137
for places, 232
with Safari, 109-111

season passes for 
TV shows, 68

security
password protection,

setting, 28-30
for wi-fi network

connections, 43
selecting tables in

spreadsheets, 205

serial number of iPad, 25

Settings screen, 12
About section, 24-25
apps in, 39

shaking iPad, 7

shapes
inserting in 

documents, 172
styling in documents, 173

sharing apps, 255

sheets in spreadsheets, 184

shutting down iPad, 5

signatures for email
messages, creating, 135

SketchBook Pro app, 292

Skype app, 276-278

sleep mode, 5

sliders, 13

slides
building, 214-217
organizing, 223-224
transitions, 218-222

Magic Move transition,
219-220

object transitions,
221-222

viewing, 214
slideshow settings,

customizing, 39

slideshows
of photos, creating, 

149-150
viewing in Picture Frame,

150-151
songs. See also music

pausing, 62
playing, 60-62

sorting apps, 249

sound, adjusting alert
sounds, 26-27

spam filters, 134

special keys on Apple
Wireless Keyboard, 320

spreadsheets
calculations in, 193

updating, 201
cells, formatting, 194-196
charts, creating, 202-204

columns
averaging, 189-192
totaling, 188

creating, 184-187
date/time formatting, 206
forms, creating, 199-201
headers/footers,

formatting, 198
tables

formatting, 197-198
multiple tables in,

204-205, 208-209
selecting, 205

starting iPad, 5

StarWalk app, 292

Stick It app, 279-282

sticky notes on Lock and
Home screens, 279-282

storage space for video, 68

storing passwords, 292

strategy games, 306-307

Street View (Maps app),
239-240

styling
shapes in documents, 173
text in documents, 

160-162
copying styles, 163

subscribing to podcasts, 71

sum function 
(spreadsheets), 188

switches, 13

synchronization
of bookmarks (Safari), 119
of contacts, 93
with iTunes, 46-47

apps, 49-50
contacts/calendars/

bookmarks/email
accounts, 48-49

documents, 51
music, 52-53
photos, 53-54

with MobileMe, 55-57
of notes, 105
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T
tab bars, 14

tables
creating in documents,

173-175
moving in documents, 175
multiple tables in

spreadsheets, 204-205,
208-209

in spreadsheets, 184
formatting, 197-198
selecting, 205

tabs in documents, 165

Tap Tap Radiation app, 310

tapping, 7

text
copying from web 

pages, 125
copying/pasting, 17-18
in documents

aligning, 164-165
column layouts, 168
copying styles, 163
entering, 157-159
line spacing, 168
lists, creating, 166-167
styling, 160-162

editing, 16-17
typing, 15-16

themes in presentations, 214

thesaurus apps, 272-273

Things app, 292

thumbnail images, assigning
to contacts, 146

time-delayed rentals 
(video), 68

time/date
formatting in

spreadsheets, 206
setting, 34-35

to-do lists, creating, 103-104

toolbars, 14

totaling columns in
spreadsheets, 188

traffic reports, 241

transferring documents with
iTunes, 178-180

transitions (in presentations),
218-222

Magic Move transition,
219-220

object transitions, 
221-222

troubleshooting
apps, 253
calculations in

spreadsheets, 201
forgotten passcode, 30
iBooks, 85
viewing presentations

with VGA Adapter, 227
VNC connections, 259

TV hookups, Apple iPad Dock
Connector to VGA Adapter,
150, 226-227, 366-367

TV shows, 68

typing
capital letters, 15
with on-screen 

keyboard, 15
text, 15-16
URLs, 109

U–V
UI. See interface

Undo button (Pages app), 160

updating calculations in
spreadsheets, 201

URL (Universal Resource
Locator), 109

USA Today app, 292

USB headset 
connections, 324

USB keyboards, 321, 324

user interface. See interface

version number of 
iPad OS, 25

VGA adapters, Apple iPad
Dock to VGA Adapter, 150,
226-227, 316-317

video
alternatives to Apple, 72
HD versus SD, 68
home video, 67
importing from DVDs, 67
MP4 format, 72
orientation, changing, 73
playing, 72-73
podcasts

downloading, 69-71
subscribing to, 71

purchasing, 68
space constraints, 68
YouTube video, playing,

74-75
Video settings,

customizing, 39

viewing. See also playing;
reading

albums, 62, 148-149
documents, horizontal

view, 158
maps

Satellite View, 237-238
Street View, 239-240

photos, 143-145
in Picture Frame,

150-151
as slideshow, 149-150

remote images, 
disabling, 140

slides, 214
web pages, 111-113

previously visited pages,
114-115

views in Calendar, 99-102

VNC (Virtual Network
Computing), 258-260

Voice Memos app, 288-289

VOIP (voice over IP) apps,
276-278

volume control, 6
alert sounds, adjusting,

26-27



335zooming photos

W–Z
Wake/Sleep button, 5

wallpaper, changing, 22-24

watching movies with Netflix
app, 296-297

The Weather Channel Max+
app, 292

web pages
bookmarking, 116-117

deleting bookmarks,
117-118

saving bookmarks to
home screen, 119-120

syncing bookmarks, 119
browsing, 108-109
copying text/images, 125
filling in forms, 120-122
iPad versions, 109
links in, 113
opening multiple, 

123-124
saving images, 126
searching for, 109-111
viewing, 111-113

previously visited pages,
114-115

weekly view (Calendar), 100

WePrint, 283

WeRule app, 307

Wi-Fi address of iPad, 25

wi-fi network connections
security, 43
setting up, 42-43

wireless keyboards, 318-319

Wolfram Alpha app, 292

word processing. See
documents

WritePad app, 290-291

writing email messages, 134

YouTube video, playing,
74-75

zooming photos, 145
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