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Index
A
accessibility features

AssistiveTouch, 293
Audio & Visual section, 295
audio descriptions, 292–293
captioning, 295
Control Center and, 295
display, 291
Face ID & Attention section, 294
Haptic Touch, 293
Hover Text, 291
motion, 292
overview, 289
shortcuts dialog, 296
Siri, 265
Sound Recognition, 295
Spoken Content, 292
subtitles, 295
Top Button or Top Button/Touch ID  

section, 294
touch, 293
Voice Control, 294
VoiceOver, 289–290
Zoom, 291

accounts
Apple ID

device list, 274
Family Sharing, 274
Find My service, 274
iCloud, 274
Media & Purchases settings, 274
overview, 28–29
Payment & Shipping settings, 274
personal information, 273
profile picture, 273
settings, 273–274
Sign-In & Security settings, 273
signing in/out, 274
Subscriptions settings, 274

email
adding multiple, 94–95
corporate, 97
overview, 94–97
setting up manually, 96–97
third-party providers, 95

Activity icon, 20
AE/AF (Auto Exposure/Auto Focus)  

Lock (Camera app), 180
AirDrop

accessing, 260
general settings, 299
overview, 246–247
Safari app, 84–85

Airplane mode
accessing, 260
settings, 275
status bar icon, 19–20

AirPlay
accessing, 261
general settings, 299
overview, 10
videos, 166–167

AirPrint
overview, 45
webpages, 85

alarm clocks, setting, 241–242
albums (Photos app), 186
alerts

adding to events, 221–222
alarm clocks, 241–242
badges, 98, 208
clearing, 245
customizing, 280–282
defined, 25
FaceTime calls, 174–175
messages and, 135
muting, 107, 244
opening, 244
overview, 244–245, 279–283
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all-day events (Calendar App), 220–221
AOL email service, 95
App Library

overview, 208–209
showing/hiding in dock, 24–25

App Store
age ratings, 206
app details, 205–206
browsing, 203–205
device requirements and support, 206
free apps, 206–207
overview, 10, 22
purchasing apps, 207–208
reviews, 206
transactional settings, 303

Apple Arcade, 204
Apple ID

device list, 274
Family Sharing, 274
Find My service, 274
iCloud, 274
Media & Purchases settings, 274
overview, 28–29
Payment & Shipping settings, 274
Personal Information settings, 273
profile picture, 273
Settings app and, 273–274
Sign-In & Security settings, 273
signing in/out, 274
Subscriptions settings, 274

Apple Maps app
directions, getting, 255–258
locations

current, 252–253
mapping addresses from email, 253–254
putting contacts on map, 253
saving in favorites, 254
searching, 250–251
sharing, 254–255
viewing, 252

overview, 9, 21, 249–250
pinning, 251
Siri and, 255, 258
traffic information, 257–258

Apple Music app
browsing in, 144
iTunes Store and, 147–148
Library section, 145
Listen Now section, 143
overview, 24, 142–143
playback controls in Control Center, 261
playlists, 145–146
searching in, 146–147
streaming music, 144
syncing music via iTunes, 66–67

Apple Music (subscription service), 143
Apple One, 143
Apple Pay

sending money via Messages app, 128–129
transactional settings, 303

Apple Pencil, 234
Apple Store app, 24
Apple stores, 315–316
Apple TV app

HEVC, 165
interface, 162–163
overview, 22, 162–165
renting and buying media, 163–164
searching in, 163
syncing shows, 67
watching personal videos, 164–165

Apple TV (device), 187
Apple TV+ (subscription service), 162
AppleCare+, 315
apps

age ratings, 206
categories of, 202–203
closing, 40
configuring access to hardware and data,  

328–329
customizing notifications, 281–282
defined, 8
deleting, 211, 310
downloading, 206–208
folders, organizing in, 44–45
installation requirements, 206
location information and, 327
managing, 208–211
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moving, 25
notification badges, 98
offloading, 210–211, 310
overview, 10
picture-in-picture, 43–44
pre-installed, 21–22
purchases within, 207
purchasing from App Store, 207–208
quick actions, 337
removing from Home screen, 25, 210
running in background, 300
settings, 209–210
shutting down, 307
slide over feature, 41–42
split view feature, 40–41
Stage Manager feature, 42–43
switching between, 39–40

AssistiveTouch, 293
attachments

Mail app
opening, 110–112
sending, 105–106

Messages app, 126
audio descriptions, 292–293
audio messages (Message app), 124–125
audiobooks

overview, 156–157
syncing, 67

Auto Exposure/Auto Focus (AE/AF) Lock (Camera 
app), 180

Autofill feature, 88, 329
AV adapter cables, 167

B
backing up iPads

restoring backups, 317
via computers, 60–61
via iCloud, 326

batteries
charging, 13–14, 308
status bar icon, 21

Bcc/Cc fields (Mail app), 108

Bluetooth
enabling, 261
pairing mouse and keyboard, 333–334
settings, 277–278
status bar icon, 20–21

bookmarks
Books app, 65, 153–154
Safari app, 80–81

Books app
audiobooks, 156–157
bookmarks

overview, 153–154
syncing, 65

customizing fonts and layouts, 150–152
dark mode, 151–152
highlighting, 154–155
library section, 149–150
notes, 154–155
overview, 9–10, 22, 148–149
purchasing books, 155–156
Read Now section, 149
searching in, 153
syncing books via iTunes, 68

browsers
bookmarks, 80–81
downloads location, 88–89
extensions, 88
interface, 72
links

overview, 76–77
setting for, 88

navigating web
overview, 76–79
private browsing, 86–87

overview, 9, 72–75
pop-up blocking, 88
privacy settings, 89
profiles, 89
settings for, 87–91
sharing in, 84–85
Smart Search field

overview, 72–74
as search engine, 86
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split view feature, 41
tabs

grouping, 78–79
overview, 77–78
settings, 89

webpages
adding to Home screen, 82–83
find feature, 85
opening, 74
printing, 85
reader view, 75
revisiting, 80–84
saving pictures from, 84
saving to reading list, 81–82
search history, 83
turning into PDF files, 85
zooming in/out, 74

buttons, on iPads, 11–16

C
Calendar app

default calendar, 222
events

adding, 217–218
alerts, 221–222
all-day, 220–221
editing, 218–219
repeating, 219

overview, 24, 216–217
responding to invitations, 223
subscribing to calendars, 223
syncing calendars via iTunes, 64
view modes, 216–217

calls
accessibility features, 293
FaceTime app, 173–175

Camera app
automatic setup, 29
burst mode, 180
Control Center and, 262
exposure, 179–180
focus point, 179–180

live photos, 181
Messages app and, 126
Notes app and, 233
overview, 22
panoramic mode, 178, 181
photos

capturing, 178–182
controls, 178–179
reducing blurriness, 181–182
tips for taking, 179–181

using volume buttons as shutter, 338
zooming in/out, 180

cameras
overview, 16–18
resolution of, 168
switching between, 173–174
toggling on/off, 174

captioning, 295
Cc/Bcc fields (Mail app), 108
cellular data

settings, 278–279
toggle for, 260

checklists (Notes app), 233
Clock app

alarms, 241–242
Control Center and, 261
overview, 23, 240–243
stopwatch, 242
timers, 243
world clock, 241

cloud storage
Apple ID and, 274
calendar, 216
email address, 94–95
photo library, 189–191
syncing via

overview, 56–57
photos, 187–188
turning on/off, 62

communication apps
Contacts app

assigning photos to contacts, 185
FaceTime app and, 174
field labels, 226–228
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linking contacts, 230
Messages app and, 106
navigating, 224–226
overview, 23, 224
Reminders app and, 238–239
Siri and, 263
sorting contacts, 229–230
syncing contacts, 63–64
vCards, 229

FaceTime app
making and receiving calls, 172–175
overview, 21

Mail app
attachments, 105–106, 110–112
Cc/Bcc fields, 108
composing email, 108–109
deleting email, 106–107
drafts, 113
flagging email, 106–107
folders, 103
formatting text, 109–110
forwarding email, 112
managing email, 103–104
Markup feature, 111–112
notifications, 107
overview, 24
reading email, 99–102
replying to email, 106–107, 112
scheduling email, 113–114
searching in, 104
setting up accounts in, 94–97
settings for, 114–118
threading email, 102–103
unsending email, 114
VIP mailbox, 101

Messages app
animations, 130–131
attachments, 126
audio messages, 124–125
canned messages, 174
composing messages, 121
deleting messages, 136
dictating messages, 124
Digital Touch, 131–132

doodles, 125–126
editing messages, 121–122
file collaboration, 127–128
forwarding messages, 135–136
group chats, 123–124
iMessages versus SMS, 120
location information, sending, 126–127
memojis, 132–133
money, sending and receiving, 128–129
overview, 9, 24
reaction symbols, 135
read receipts, 137
receiving messages, 133–136
Reminders app and, 238
replying to messages, 134–135
restricting bandwidth of messages, 126
settings, 135
stickers, 131
Tapback and, 135
tips, 136–138
unsending messages, 122–123

overview, 9, 24
configuration management

Airplane mode
accessing, 260
overview, 275
status bar icon, 19–20

App Store, 303
Apple ID, 273–274
app-specific settings, 209
Bluetooth, 277–278
Camera app, 168, 180
cellular data, 278–279
dark mode, 285–287
displaying gridlines and level indicator, 180
dock customization, 287–288
focus

overview, 282–283
Screen Time, 296–297

general settings
About, 298
AirDrop, 299
AirPlay & Handoff, 299
Background App Refresh, 300
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Date & Time, 300
Dictionary, 302
iPad Storage, 300
Keyboard, 300–302
Language & Region, 302
overview, 298–302
Shut Down, 302
Software Update, 298
Transfer or Reset iPad, 302

Home screen customization, 287–288
iCloud

creating email addresses, 94–95
turning syncing on/off, 62

location information, 283–284
Mail app, 114–118
Messages app, 126
overview, 23, 272
restricting bandwidth of text messages, 126
Safari, 87–91
search settings, 296
Siri

customizing, 265–266
enabling, 262–263

sound, 284–285
transactional settings, 303
troubleshooting and, 307, 313
Wallet & Apple Pay, 303
wallpaper, 288–289
Wi-Fi, 275–277

Contacts app
contacts

assigning photos to, 185
blocking, 106, 174
creating, 224–225
creating from vCards, 229
deleting, 226
editing, 225
linking, 230
sorting, 229–230
syncing, 63–64

field labels
adding, 227–228
custom, 226–227
deleting, 228

overview, 23, 224
Reminders app and, 238–239
Siri and, 263

Control Center
accessibility features, 295
AirPlay, 261
Camera app, 262
Clock app, 261
focus and, 261
Notes app, 262
overview, 25, 260–262
playback controls, 261

cookies, 91
copy command

editing photos, 196
overview, 37–38

corporate email, setting up, 97
customizing

alerts, 280–282
display, 285–287
dock, 287–288, 336
email, 114–118
fonts and layouts, 150–152
Home screen, 287–288
notifications, 281–282
Siri, 265–266
widgets, 211–213

cut command, 37–38

D
dark mode

Books app, 151–152
overview, 285–287

data, configuring app access to, 328–329
deleting

contacts, 226
email, 106–107
photos, 191
reminders, 240
text messages, 136
videos, 167–168
widgets, 213

diagnosing iPads
backing up, 60–61
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charging, 308
checking Wi-Fi connection, 311–312
content recovery, 316–317
freeing up storage, 309–311
rebooting hardware, 308
resetting, 302, 313–314
restarting, 307–308
restoring contents, 307
searching on Apple website, 315
shutting down apps, 307
step-by-step procedure, 306
taking to Apple store, 315–316
transferring apps, 302
updating, 309

dictation feature, 50, 124, 266–267
dictionaries, 302
Digital Touch, 131–132
digital zoom (Camera app), 180
display

accessibility features, 291
auto-lock, 325–326
brightness, 151–152, 261
connecting to monitor, 334–335
customizing, 285–287
dark mode, 151–152, 285–287
locking/unlocking, 287
Night Shift, 287
orientation lock, 20, 261, 337–338
overview, 18
turning on/off with top button, 12

Do Not Disturb
overview, 282
status bar icon, 20

dock
customizing, 287–288, 336
defined, 21–22
notification badges, 98
pre-installed apps on, 24–25

doodles (Messages app), 125–126
double-tapping gesture, 35
downloading

apps, 206–208
Safari app, 88–89

drag gesture, 150
Driving Focus, 282

E
editing

contacts, 225
events, 218–219
personal information, 273
photos, 191–196
playlists, 146
text, 53
text messages, 121–122
videos, 170–171

email
attachments

Markup feature, 111–112
opening, 105–106
sending, 110–112

Cc/Bcc fields, 108
composing, 108–109
deleting, 106–107
drafts, 113
flagging, 106–107
folders, 103
formatting text, 109–110
forwarding, 112
links, 76
managing, 103–104
mapping addresses from, 253–254
Markup feature, 111–112
notifications, 107
overview, 9, 24
reading, 99–102
replying to

overview, 106–107
steps for, 112

scheduling, 113–114
searching for, 104
setting up accounts

adding multiple, 94–95
corporate email, 97
manually, 96–97
overview, 94–97
third-party providers, 95

settings for, 114–118
threading, 102–103
unsending, 114
VIP mailbox, 101
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entertainment and hobby apps
Books app

audiobooks, 156–157
bookmarks, 65, 153–154
customizing fonts and layouts, 150–152
dark mode, 151–152
highlighting, 154–155
library section, 149–150
notes, 154–155
overview, 9–10, 22, 148–149
purchasing books, 155–156
Read Now section, 149
searching in, 153
syncing books via iTunes, 68

Camera app
automatic setup, 29
burst mode, 180
Control Center and, 262
exposure, 179–180
focus point, 179–180
live photos, 181
Messages app and, 126
Notes app and, 233
overview, 22
panoramic mode, 178, 181
taking photos, 178–182
using volume buttons as shutter, 338
zooming in/out, 180

Music app
browsing in, 144
iTunes Store and, 147–148
Library section, 145
Listen Now section, 143
overview, 24, 142–143
playback controls in Control Center, 261
playlists, 145–146
searching in, 146–147
streaming music, 144
syncing music via iTunes, 66–67

News app
navigating, 157–159
overview, 23

Photo Booth app
overview, 23
taking photos, 197

Photos app
editing media, 170–171, 191–196
iCloud photo library, 189–191
managing photos, 184–187, 191
managing videos, 165–168
Messages app and, 126
navigating in, 182–185
overview, 24
playback controls, 166
sharing media, 166–167, 171–172, 188–189
syncing, 68, 187–188
tools in, 183–184
viewing, 184–185, 187

Podcasts app
overview, 22
syncing podcasts via iTunes, 65

TV app
HEVC, 165
interface, 162–163
overview, 22, 162–165
renting and buying media, 163–164
searching in, 163
syncing shows, 67
watching personal videos, 164–165

EPUB file format, 149
events (Calendar app)

adding, 217–218
alerts, 221–222
all-day, 220–221
editing, 218–219
repeating, 219

F
FaceID

accessibility settings, 294
overview, 323–325
setting up, 30

FaceTime app
making and receiving calls, 172–175
overview, 21

factory reset, 313–314
Family Sharing, 274
field labels (Contacts app), 226–228
file collaboration, 127–128
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file formats
EPUB, 149
HEVC, 165
PDFs

marking up in Mail app, 111–112
turning webpages into, 85

supported, 105, 165
vCards, 229

Files app, 21
filters, adding to photos (Photos app), 193
Find My service

Apple ID and, 274
locating iPads via, 335–336
overview, 23

flash for cameras, 17
flicking gesture

defined, 35
e-reading, 150
moving through pages with, 74

focus
Control Center and, 261
Do Not Disturb, 20, 282
Driving Focus, 282
Personal Focus, 282
Screen Time, 296–297
setting up, 282–283
Work Focus, 283

folders
Home screen, 44–45
Mail app, 103
Notes app, 233

fonts, customizing (Books app), 150–152
forwarding

email, 112
text messages, 135–136

Freeform app, 24
front camera

overview, 17
resolution of, 168

G
games, 204
GarageBand app, 24

gestures
double-tapping, 35
dragging, 150
flicking

defined, 35
e-reading, 150
moving through pages with, 74

long-press gesture
defined, 35
links and, 76–77

overview, 35–36
pinch gesture

defined, 35
zooming in/out, 74

Quick Note, 232
spread gesture, defined, 35
swiping gestures, 35–36
tapping gesture

e-reading, 150
overview, 35

zooming in/out, 74
Gmail, 95
gridlines (Camera app), 180
group chats (Messages app), 123–124
grouping

tabs in Safari, 78–79
windows, 42

H
Handoff feature, 299
Haptic Touch, 293
hardware

configuring app access to, 328–329
on iPads, 11–16
rebooting, 308

headphone jacks, 13
Health app, 24
High-Efficiency Video Codec (HEVC) file format, 165
highlighting (Books app), 154–155
Home app, 22
Home screen

adding webpages to, 82–83
App Library
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Home screen (continued)

overview, 208–209
showing/hiding in dock, 24–25

components of, 21–24
customizing, 287–288
dock

customizing, 287–288, 336
defined, 21–22
notification badges, 98
pre-installed apps on, 24–25

folders, 44–45
managing apps on, 25
navigating, 36–37
removing apps, 210
searching on, 45–46
status bar, 19–21
wallpaper, 185, 288–289
widgets, 211–213

Hover Text (accessibility feature), 291

I
iBooks app

audiobooks, 156–157
bookmarks

overview, 153–154
syncing, 65

customizing fonts and layouts, 150–152
dark mode, 151–152
highlighting, 154–155
library section, 149–150
notes, 154–155
overview, 9–10, 22, 148–149
purchasing books, 155–156
Read Now section, 149
searching in, 153
syncing books via iTunes, 68

iCloud
Apple ID and, 274
calendar, 216
email address, 94–95
photo library, 189–191
syncing via

overview, 56–57

photos, 187–188
turning on/off, 62

iMessages app
animations, 130–131
audio messages, 124–125
Digital Touch, 131–132
file collaboration, 127–128
group chats, 123–124
memojis, 132–133
overview, 9, 24
reaction symbols, 135
read receipts, 137
Reminders app and, 238
SMS/MMS versus, 120
stickers, 131
Tapback and, 135
text messages

attachments, 126
composing, 121
deleting, 136
dictating, 124
doodles, 125–126
editing, 121–122
forwarding conversations, 135–136
location information, sending, 126–127
money, sending and receiving,  

128–129
receiving, 133–136
replying to, 134–135
restricting bandwidth of, 126
sending canned, 174
settings, 135
tips, 136–138
unsending, 122–123

iMovie app, 24
in-app purchases, 207
internet browsing

bookmarks, 80–81
downloads location, 88–89
extensions, 88
interface, 72
links

overview, 76–77
setting for, 88
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navigating web
overview, 76–79
private browsing, 86–87

overview, 9, 72–75
pop-up blocking, 88
privacy settings, 89
profiles, 89
settings for, 87–91
sharing in, 84–85
Smart Search field

overview, 72–74
as search engine, 86

split view feature, 41
tabs

grouping, 78–79
overview, 77–78
settings, 89

webpages
adding to Home screen, 82–83
find feature, 85
opening, 74
printing, 85
reader view, 75
revisiting, 80–84
saving pictures from, 84
saving to reading list, 81–82
search history, 83
turning into PDF files, 85
zooming in/out, 74

internet connectivity
checking for connection and  

troubleshooting, 311–312
FaceTime app and, 172
Personal Hotspot

overview, 245–246
settings, 278
status bar icon, 20

setting up iPads, 28
Wi-Fi

checking for connection and troubleshooting, 
311–312

enabling, 261
FaceTime app and, 172
settings, 275–277
status bar icon, 20
syncing via, 60

iPadOS
overview, 7–8
updating, 298, 309

iPads
apps and, 10
buttons and hardware on, 11–16
capabilities of, 8–11
display, 18
as e-Book reader, 9–10
front and back of, 16–18
internet capabilities and, 9
media and, 10
as media player, 8–9
multitasking capabilities of, 10
requirements to use, 11
storage, 300
turning on/off

automatic setup, 29
display with top button, 12
overview, 16, 302

iPhones, 28–29
iTunes

disconnecting from, 61–62
overview, 57–60
syncing via

audiobooks, 67
backups, 60–61, 317
bookmarks, 65
books, 68
calendars, 64
contacts, 63–64
data, 62–65
media, 65–68
movies, 67
music, 66–67
photos, 68
podcasts, 65
requirements, 11
TV shows, 67
voice memos, 66–67
Wi-Fi, 60

iTunes Store app
navigating, 147–148
overview, 23
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K
keyboard

Caps Lock key, 49
click sound, 335
Delete key, 50
Dictation key, 50
editing text, 53
Emoji key, 50
floating, 337
formatting icons, 50, 109–110
general settings, 300–302
hiding, 50
international layouts, 48–49
overview, 46–49
pairing via Bluetooth, 333–334
predictive text feature, 49
Return key, 50
Shift key, 50
special-use keys, 49–51
symbols key, 50
typing, 51–52

Keychain, 57
Keynote app, 24

L
landscape orientation, 15
Language & Region settings, 302
layouts

customizing in Books app, 150–152
keyboard, 48–49

level indicator (Camera app), 180
LiDAR scanner, 17
links

FaceTime app, 172
Messages app, 137
navigating web via, 76–77
settings regarding, 88

lists (Reminders app), 239
live photos

capturing, 181
editing, 196

location information
creating reminders with, 237–238
Maps app

current, 252–253
mapping addresses from email, 253–254
putting contacts on map, 253
saving locations in favorites, 254
viewing, 252

privacy and, 327
Settings app and, 283–284
sharing

Maps app, 254–255
Messages app, 126–127

status bar icon, 20
Lock icon, 20
Lock screen

accessing features from, 243–244
wallpaper, 185, 288–289

long-press gesture
defined, 35
links and, 76–77

M
magnetic connector, 16
Magnifier app, 23
Mail app

Cc/Bcc fields, 108
customizing, 114–118
email

attachments, 105–106, 110–112
composing, 108–109
deleting, 106–107
drafts, 113
flagging, 106–107
formatting text, 109–110
forwarding, 112
managing, 103–104
Markup feature, 111–112
reading, 99–102
replying to, 106–107, 112
scheduling, 113–114
searching for, 104
settings, 114–115
threading, 102–103
unsending, 114

folders, 103
notifications, 107



0005773611.INDD 351 Trim size: 7.375 in × 9.25 in February 8, 2024 1:44 PM

Index      351

overview, 9, 24
setting up accounts in

adding multiple, 94–95
corporate email, 97
manually, 96–97
overview, 94–97
third-party providers, 95

settings for, 114–118
VIP mailbox, 101

Maps app
directions, getting, 255–258
locations

current, 252–253
mapping addresses from email, 253–254
putting contacts on map, 253
saving in favorites, 254
searching, 250–251
sharing, 254–255
viewing, 252

overview, 9, 21, 249–250
pinning, 251
Siri and, 255, 258
traffic information, 257–258

Markup feature, 111–112
Measure app, 23
media apps

Books app
audiobooks, 156–157
bookmarks, 65, 153–154
customizing fonts and layouts, 150–152
dark mode, 151–152
highlighting, 154–155
library section, 149–150
notes, 154–155
overview, 9–10, 22, 148–149
purchasing books, 155–156
Read Now section, 149
searching in, 153
syncing books via iTunes, 68

Camera app
automatic setup, 29
burst mode, 180
Control Center and, 262
exposure, 179–180
focus point, 179–180

live photos, 181
Messages app and, 126
Notes app and, 233
overview, 22
panoramic mode, 178, 181
taking photos, 178–182
using volume buttons as shutter, 338
zooming in/out, 180

capabilities of iPads, 8–9
Music app

browsing in, 144
iTunes Store and, 147–148
Library section, 145
Listen Now section, 143
overview, 24, 142–143
playback controls in Control Center, 261
playlists, 145–146
searching in, 146–147
streaming music, 144
syncing music via iTunes, 66–67

News app
navigating, 157–159
overview, 23

Photo Booth app
overview, 23
taking photos, 197

Photos app
editing media, 170–171, 191–196
iCloud photo library, 189–191
managing photos, 184–187, 191
managing videos, 165–168
Messages app and, 126
navigating in, 182–185
overview, 24
playback controls, 166
sharing media, 166–167, 171–172, 188–189
syncing, 68, 187–188
tools in, 183–184
viewing, 184–185, 187

Podcasts app
overview, 22
syncing podcasts via iTunes, 65

TV app
HEVC, 165
interface, 162–163
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overview, 22, 162–165
renting and buying media, 163–164
searching in, 163
syncing shows, 67
watching personal videos, 164–165

media messaging service (MMS), 120
memojis, 132–133
Messages app

animations, 130–131
audio messages, 124–125
Digital Touch, 131–132
file collaboration, 127–128
group chats, 123–124
memojis, 132–133
overview, 9, 24
reaction symbols, 135
read receipts, 137
Reminders app and, 238
stickers, 131
Tapback and, 135
text messages

attachments, 126
composing, 121
deleting, 136
dictating, 124
doodles, 125–126
editing, 121–122
forwarding conversations, 135–136
iMessages versus, 120
location information, sending,  

126–127
money, sending and receiving, 128–129
receiving, 133–136
replying to, 134–135
restricting bandwidth of, 126
sending canned, 174
settings, 135
tips, 136–138
unsending, 122–123

microphones
on iPads, 13, 17
silencing, 174

Microsoft Exchange ActiveSync, 97–98
Microsoft Outlook, 95

MMS (media messaging service), 120
money, sending and receiving (Messages app), 128–129
monitors, connecting to, 334–335
motion-related accessibility features, 292
mouse, pairing with, 333–334
movies, syncing via iTunes, 67
multitaskting

apps and, 39–43
capabilities of iPads, 10

Music app
browsing in, 144
iTunes Store and, 147–148
Library section, 145
Listen Now section, 143
overview, 24, 142–143
playback controls in Control Center, 261
playlists, 145–146
searching in, 146–147
streaming music, 144
syncing music via iTunes, 66–67

N
Nano-SIM tray, 16
navigation

current location, 252–253
directions, 255–258
mapping addresses from email, 253–254
overview, 9, 21, 249–250
pinning locations, 251
putting contacts on map, 253
saving locations in favorites, 254
searching locations, 250–251
sharing locations, 254–255
Siri and, 255, 258
traffic information, 257–258
viewing locations, 252

News app
navigating, 157–159
overview, 23

Night Shift feature, 287
Notes app

Control Center and, 262
overview, 24
using, 232–234
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notifications
adding to events, 221–222
alarm clocks, 241–242
badges

App Store, 208
turning on/off, 98

clearing, 245
customizing, 280–282
defined, 25
FaceTime calls, 174–175
messages and, 135
muting, 107, 244
opening, 244
overview, 244–245, 279–283

Numbers app, 24

O
One Tap Suggestions, 84
operating system

overview, 7–8
updating, 298, 309

optical zoom (Camera app), 180

P
Pages app, 24
parental controls, 297, 330–331
passwords

adding to note, 234
checking for compromised, 329
setting up, 322–323

paste command, 37–38
PDF files

marking up in Mail app, 111–112
turning webpages into, 85

Personal Focus, 282
Personal Hotspot

overview, 245–246
settings, 278
status bar icon, 20

personal organization, 9–10
Calendar app

adding events, 217–218
alerts, 221–222

all-day events, 220–221
default calendar, 222
editing events, 218–219
overview, 24, 216–217
repeating events, 219
responding to invitations, 223
subscribing to calendars, 223
syncing calendars via iTunes, 64
view modes, 216–217

Clock app
alarms, 241–242
Control Center and, 261
overview, 23, 240–243
stopwatch, 242
timers, 243
world clock, 241

Contacts app
assigning photos to contacts, 185
FaceTime app and, 174
field labels, 226–228
linking contacts, 230
Messages app and, 106
navigating, 224–226
overview, 23, 224
Reminders app and, 238–239
Siri and, 263
sorting contacts, 229–230
syncing contacts, 63–64
vCards, 229

Notes app
Control Center and, 262
overview, 24
using, 232–234

passwords
adding to notes, 234
checking for compromised, 329
setting up, 322–323

Reminders app
completing reminders, 240
contact-based reminders, 238–239
lists, 239
location-based reminders,  

237–238
overview, 21, 234–235
time-based reminders, 235–237
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Photo Booth app
capturing photos in, 197
overview, 23

photographs
albums, 186
assigning to contacts, 185
Camera app

automatic setup, 29
burst mode, 180
Control Center and, 262
controls, 178–179
exposure, 179–180
focus point, 179–180
live photos, 181
Messages app and, 126
Notes app and, 233
overview, 22
panoramic mode, 178, 181
using volume buttons as shutter, 338
zooming in/out, 180

deleting, 191
editing, 191–196
hiding, 185
iCloud photo library, 189–191
marking as favorites, 186–187
Messages app and, 126
navigating in, 182–185
overview, 24
Photo Booth app

overview, 23
taking photos, 197

reducing blurriness, 181–182
selecting, 185–186
setting up as wallpaper, 185
sharing, 126, 188–189
slideshows, 185
streaming to Apple TV, 187
syncing

iCloud, 187–188
iTunes, 68

taking, 178–182
tools in, 183–184
viewing, 184–185

Photos app
editing

photos, 191–196
videos, 170–171

iCloud photo library, 189–191
managing photos

albums, 186
assigning to contacts, 185
deleting, 191
hiding, 185
marking as favorites, 186–187
selecting, 185–186
setting up as wallpaper, 185
viewing, 184–185

managing videos
deleting, 167–168
playing, 165–168

Messages app and, 126
navigating in, 182–185
overview, 24
playback controls, 166
sharing

photos, 188–189
via Messages app, 126
videos, 166–167, 171–172

syncing photos
iCloud, 187–188
iTunes, 68

tools in, 183–184
viewing photos

slideshows, 185
streaming photos to Apple TV, 187
zooming in/out, 184–185

picture-in-picture, 43–44
pictures

albums, 186
assigning to contacts, 185
Camera app

automatic setup, 29
burst mode, 180
Control Center and, 262
controls, 178–179
exposure, 179–180
focus point, 179–180
live photos, 181
Messages app and, 126
Notes app and, 233
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overview, 22
panoramic mode, 178, 181
using volume buttons as shutter, 338
zooming in/out, 180

deleting, 191
editing, 191–196
hiding, 185
iCloud photo library, 189–191
marking as favorite, 186–187
Messages app and, 126
navigating in, 182–185
overview, 24
Photo Booth app

overview, 23
taking photos, 197

reducing blurriness, 181–182
selecting, 185–186
setting up as wallpaper, 185
sharing, 126, 188–189
slideshows, 185
streaming to Apple TV, 187
syncing

iCloud, 187–188
iTunes, 68

taking, 178–182
tools in, 183–184

pinch gesture
defined, 35
zooming in/out, 74

pinning (Maps app), 251
Play icon, 20
playback controls

Books app, 156–157
Control Center, 261
videos, 166

playlists (Music app), 145–146
Podcasts app

overview, 22
syncing podcasts via iTunes, 65

portrait orientation, 15
predictive text feature, 49
printing

AirPrint, 45
webpages, 85

privacy
apps and, 327–329
AutoFill feature, 88
auto-lock behavior, 325–326
backing up iPads and, 326
cookies, 91
FaceID/Touch ID, 323–325

setting up, 30
top button and, 13

Keychain, 57
location information, 283–284
overview, 321
parental controls, 297, 330–331
passwords

adding to notes, 234
checking for compromised, 329
setting up, 322–323

pop-up blocking, 88
Safari app, 86–87, 89–91

profiles (Safari app), 89

Q
Quick Note

gesture for, 232
overview, 85

R
read receipts (Messages app), 137
reader view (Safari app), 75
reading list (Safari app), 81–82
rear cameras

overview, 17
resolution of, 168

redo command, 38
Reminders app

lists, 239
overview, 21, 234–235
reminders

completing, 240
contact-based, 238–239
deleting, 240
location-based, 237–238
time-based, 235–237
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renting media (TV+ app), 163–164
replying

to email
overview, 106–107
steps for, 112

to text messages, 134–135
resizing windows, 42
Rotation Lock, 261

S
Safari app

bookmarks, 80–81
downloads location, 88–89
extensions, 88
interface, 72
links

overview, 76–77
setting for, 88

navigating web
overview, 76–79
private browsing, 86–87

overview, 9, 72–75
pop-up blocking, 88
privacy settings, 89
profiles, 89
settings for, 87–91
sharing in, 84–85
Smart Search field

overview, 72–74
as search engine, 86

split view feature, 41
tabs

grouping, 78–79
overview, 77–78
settings, 89

webpages
adding to Home screen, 82–83
find feature, 85
opening, 74
printing, 85
reader view, 75
revisiting, 80–84
saving pictures from, 84

saving to reading list, 81–82
search history, 83
turning into PDF files, 85
zooming in/out, 74

scanning documents (Notes app), 233–234
screen casting

accessing, 261
general settings, 299
overview, 10
videos, 166–167

Screen Mirroring, 261
Screen Time, 296–297
screens

accessibility features, 291
auto-lock, 325–326
brightness, 151–152, 261
connecting to monitor, 334–335
customizing, 285–287
dark mode, 151–152, 285–287
locking/unlocking, 287
Night Shift, 287
orientation lock, 20, 261, 337–338
overview, 18
turning on/off with top button, 12

searching
in App Store, 204
on Apple website, 315
in Books app, 153
in Mail app, 104
in Maps app, 250–251
in Messages app, 136
in Music app, 146–147
overview, 45–46
in Settings app, 272
Spotlight feature, 337
in TV app, 163
web via Siri, 87
in webpages, 85

security
apps and, 327–329
AutoFill feature, 88
auto-lock behavior, 325–326
backing up iPads and, 326
cookies, 91
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FaceID/Touch ID
setting up, 30, 323–325
top button and, 13

Keychain, 57
location information,  

283–284
overview, 321
parental controls, 297, 330–331
passwords

adding to notes, 234
checking for compromised, 329
setting up, 322–323

pop-up blocking, 88
Safari app, 86–87, 89–91

selecting
photos, 185–186
text, 37–38

Settings app
Airplane mode

accessing, 260
overview, 275
status bar icon, 19–20

App Store, 303
Apple ID, 273–274
app-specific settings, 209
Bluetooth, 277–278
Camera app, 168, 180
cellular data, 278–279
dark mode, 285–287
dock customization, 287–288
focus

overview, 282–283
Screen Time, 296–297

general settings, 298–302
About, 298
AirDrop, 299
AirPlay & Handoff, 299
Background App Refresh, 300
Date & Time, 300
Dictionary, 302
iPad Storage, 300
Keyboard, 300–302
Language & Region, 302
overview, 298–302
Shut Down, 302

Software Update, 298
Transfer or Reset iPad, 302

Home screen customization, 287–288
iCloud

creating email addresses, 94–95
turning syncing on/off, 62

location information, 283–284
Mail app, 114–118
Messages app, 126
overview, 23, 272
restricting bandwidth of text messages, 126
Safari, 87–91
search settings, 296
Siri

customizing, 265–266
enabling, 262–263

sound settings, 284–285
transactional settings, 303
troubleshooting and, 307, 313
Wallet & Apple Pay, 303
wallpaper, setting, 288–289
Wi-Fi, 275–277

set-up screens
automatic, 28–32
manual, 32–34

sharing
AirDrop

accessing, 260
general settings, 299
overview, 246–247

albums, 184
internet connectivity

overview, 245–246
settings, 278
status bar icon, 20

links, 84–85
location information, 137, 254–255
One Tap Suggestions, 84
photos, 188–189
videos, 171–172

short messaging service (SMS), 120
Shortcuts app, 23
Silent Mode

overview, 284
toggle in Control Center, 261
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SIM PIN, 278–279
Siri

accessibility features and, 265
customizing, 265–266
enabling, 262–263
example voice commands,  

263–265
Mail app and, 104
Maps app and, 255, 258
overview, 262–266
searching web via, 87
settings, 296

slide over feature, 41–42
slideshows (Photos app), 185
slow-motion videos, 170
Smart Connector, 17
Smart Search field

overview, 72–74
as search engine, 86

SMS (short messaging service), 120
Sound Recognition (accessibility feature), 295
sound settings, 284–285
speakers, 13–14
split view feature, 40–41
Spoken Content (accessibility feature), 292
Spotlight feature, 337
spread gesture

defined, 35
zooming in/out, 74

stacks (widgets), 212
Stage Manager feature,  

42–43
status bar, 19–21
stickers, 131
Stocks app, 23
stopwatch, 242
storage

freeing up, 309–311
iCloud

Apple ID and, 274
calendar, 216
email address, 94–95
photo library, 189–191
syncing via, 56–57, 62, 187–188

viewing, 300

store apps
App Store

age ratings, 206
app details, 205–206
browsing, 203–205
device requirements and support, 206
free apps, 206–207
overview, 10, 22
purchasing apps, 207–208
reviews, 206
transactional settings, 303

Apple Store app, 24
iTunes Store app

navigating, 147–148
overview, 23

streaming
music, 144
photos, 187

subscribing to calendars, 223
subtitles, 295
swiping gestures, 35–36
syncing

overview, 55
status bar icon, 20
via iCloud

overview, 56–57
photos, 187–188
turning on/off, 62

via iTunes
audiobooks, 67
backups, 317
bookmarks, 65
books, 68
calendars, 64
contacts, 63–64
data, 62–65
media, 65–68
movies, 66–67
music, 66–67
photos, 68
podcasts, 65
TV shows, 67
voice memos, 66–67
Wi-Fi, 60
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via Wi-Fi, 60
voice memos, 66–67

T
tables (Notes app), 234
tabs (Safari app)

grouping, 78–79
overview, 77–78
settings, 89

tapping gesture
e-reading, 150
overview, 35

text
Books app

customizing fonts and layouts, 150–152
highlighting, 154–155

copying, 37–38
cutting, 37–38
dictation feature, 50, 124, 266–267
editing, 53
formatting

Mail app, 109–110
Notes app, 234

pasting, 37–38
predictive feature, 49
selecting, 37–38
typing, 51–52

text messages
attachments, 126
collaborating on files, sending invitation  

for, 127–128
composing, 121
deleting, 136
dictation feature, 124
doodles, 125–126
editing, 121–122
forwarding conversations, 135–136
location information, sending, 126–127
money, sending and receiving, 128–129
receiving, 133–136
replying to, 134–135
restricting bandwidth of, 126
sending canned, 174

settings, 135
tips regarding, 136–138
unsending, 122–123

Thunderbolt/USB4 connector, 14
time management

Calendar app
adding events, 217–218
alerts, 221–222
all-day events, 220–221
default calendar, 222
editing events, 218–219
overview, 24, 216–217
repeating events, 219
responding to invitations, 223
subscribing to calendars, 223
syncing calendars via iTunes, 64
view modes, 216–217

Clock app
alarms, 241–242
Control Center and, 261
overview, 23, 240–243
stopwatch, 242
timers, 243
world clock, 241

Reminders app
completing reminders, 240
contact-based reminders, 238–239
deleting reminders, 240
lists, 239
location-based reminders, 237–238
overview, 21, 234–235
time-based reminders, 235–237

time reminders (Reminders app), 235–237
timelapse videos, 170
timers, 243, 261
Tips app, 24
top button, 12–13
Top Button or Top Button/Touch ID section  

(accessibility settings), 294
Touch ID

setting up, 30, 323–325
top button and, 13

touch-related accessibility features, 293
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touchscreens
gestures, 35–36
interacting with text, 37–38
navigating Home screen, 36–37
overview, 34
undo command, 38–39

traffic information (Maps app), 257–258
transferring apps, 28–29
Translate app, 23
troubleshooting

backing up iPads, 60–61
charging iPads, 308
checking Wi-Fi connection, 311–312
content recovery, 316–317
freeing up storage, 309–311
rebooting hardware, 308
resetting iPads, 302, 313–314
resetting settings, 313
restarting iPads, 307–308
restore settings, 307
searching on Apple website, 315
shutting down apps, 307
step-by-step procedure, 306
taking to Apple store, 315–316
transferring iPads, 302
updating iPads, 309

TV app
HEVC, 165
interface, 162–163
overview, 22, 162–165
renting and buying media, 163–164
searching in, 163
syncing shows, 67
watching personal videos, 164–165

U
undo command

accessibility feature, 293
overview, 38–39

Universal Clipboard, 38
Universal Control feature, 334
USB-C connector, 13–14

utility apps
App Store

age ratings, 206
app details, 205–206
browsing, 203–205
device requirements and support, 206
free apps, 206–207
overview, 10, 22
purchasing apps, 207–208
reviews, 206
transactional settings, 303

Calendar app
adding events, 217–218
alerts, 221–222
all-day events, 220–221
default calendar, 222
editing events, 218–219
overview, 24, 216–217
repeating events, 219
responding to invitations, 223
subscribing to calendars, 223
syncing calendars via iTunes, 64
view modes, 216–217

Clock app
alarms, 241–242
Control Center and, 261
overview, 23, 240–243
stopwatch, 242
timers, 243
world clock, 241

Contacts app
assigning photos to contacts, 185
FaceTime app and, 174
field labels, 226–228
linking contacts, 230
Messages app and, 106
navigating, 224–226
overview, 23, 224
Reminders app and, 238–239
Siri and, 263
sorting contacts, 229–230
syncing contacts, 63–64
vCards, 229
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Files app, 21
Find My service

Apple ID and, 274
locating iPad via, 335–336
overview, 23

Home app, 22
Magnifier app, 23
Maps app

current location, 252–253
directions, getting, 255–258
mapping addresses from email, 253–254
overview, 9, 21, 249–250
pinning locations, 251
putting contacts on map, 253
saving locations in favorites, 254
searching locations, 250–251
sharing locations, 254–255
Siri and, 255, 258
traffic information, 257–258
viewing locations, 252

Measure app, 23
Notes app

Control Center and, 262
overview, 24
using, 232–234

Numbers app, 24
overview, 7–8
Pages app, 24
Reminders app

completing reminders, 240
contact-based reminders, 238–239
deleting reminders, 240
lists, 239
location-based reminders, 237–238
overview, 21, 234–235
time-based reminders, 235–237

Settings app
Airplane mode, 19–20, 260, 275
App Store, 303
App Store settings, 303
Apple ID, 273–274
app-specific settings, 209
Bluetooth, 277–278
Camera app, 168, 180

cellular data, 278–279
dark mode, 285–287
dock customization, 287–288
focus, 282–283, 296–297
general settings, 298–302
Home screen customization, 287–288
iCloud, 62, 94–95
location information, 283–284
Mail app, 114–118
Messages app, 126
overview, 23, 272
restricting bandwidth of text messages, 126
Safari settings, 87–91
Screen Time, 296–297
search settings, 296
Siri, 262–263, 265–266
sound settings, 284–285
transactional settings, 303
troubleshooting and, 307, 313
Wallet & Apple Pay, 303
wallpaper, setting, 288–289
Wi-Fi, 275–277

Shortcuts app, 23
Stocks app, 23
Tips app, 24
Translate app, 23
Voice Memos app

overview, 23
syncing via iTunes, 66–67

Wallet app, 303
Weather app, 23

V
vCards, 229
videos

AirPlay, 166–167
capturing, 168–172
deleting, 167–168
editing, 170–171
HEVC file format, 165
playback controls, 166
playing, 165–168
sharing, 171–172
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slow-motion, 170
timelapse, 170
TV app

HEVC, 165
interface, 162–163
overview, 22, 162–165
renting and buying media, 163–164
searching in, 163
syncing shows, 67
watching personal videos, 164–165

watching on TV app, 164–165
view modes (Calendar app), 216–217
VIP mailbox, 101
virtual assistant

customizing, 265–266
enabling, 262–263
example voice commands, 263–265
Mail app and, 104
Maps app and, 255, 258
overview, 262–266
searching web via, 87
settings, 296

virtual keyboard
Caps Lock key, 49
click sound, 335
Delete key, 50
Dictation key, 50
editing text, 53
Emoji key, 50
floating, 337
formatting icons, 50, 109–110
general settings, 300–302
hiding, 50
international layouts, 48–49
overview, 46–49
pairing via Bluetooth, 333–334
predictive text feature, 49
Return key, 50
Shift key, 50

Voice Control, 294
Voice Memos app

overview, 23
syncing via iTunes, 66–67

VoiceOver, 289–290
volume

buttons for
Camera app and, 338
overview, 15–16

settings for, 261
VPN icon, 20

W
Wallet app, 303
wallpaper, 185, 288–289
warranties, 315
Weather app, 23
web browsers

bookmarks, 80–81
downloads location, 88–89
extensions, 88
interface, 72
links

overview, 76–77
setting for, 88

navigating web
overview, 76–79
private browsing, 86–87

overview, 9, 72–75
pop-up blocking, 88
privacy settings, 89
profiles, 89
settings for, 87–91
sharing in, 84–85
Smart Search field

overview, 72–74
as search engine, 86

split view feature, 41
tabs

grouping, 78–79
overview, 77–78
settings, 89

webpages
adding to Home screen, 82–83
find feature, 85
opening, 74
printing, 85
reader view, 75
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revisiting, 80–84
saving pictures from, 84
saving to reading list, 81–82
search history, 83

webpages
adding to Home screen, 82–83
bookmarking, 80–81
links, 76–77
opening, 74
printing, 85
reader view mode, 75
revisiting, 80–84
saving pictures from, 84
saving to reading list, 81–82
search history, 83
searching in, 85
searching on Apple website, 315
turning into PDF files, 85
zooming in/out, 74

widgets
customizing, 211–213
overview, 21–22

Wi-Fi
checking for connection and  

troubleshooting, 311–312
enabling, 261
FaceTime app and, 172
settings, 275–277
status bar icon, 20
syncing via, 60

windows, managing, 42
Work Focus, 283
world clock, 241

Z
Zoom, 291
zooming in/out

accessibility feature, 291
Camera app, 180
Photos app, 184–185
Safari app, 74
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