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IPad Basics at Necessary Knowledge 2017 

Objectives: 

 Learn how to close apps & Use Gestures 

 Create your Apple ID (use library email address) 

 Understand what is on the Control Center 

 Understand Accessibility options 

 Understand Security Settings & restrictions 

What Settings were changed?  Can you change them back if you wanted to?   
 

How to close all open apps on an iPad  
1. To view your open apps, Double-click the Home button.  Swipe to the right or 

the left to find all of them 

2. On the app, swipe up as if to flick it off the screen.  This closes the app. 

Note:  To close two apps at a time, use two fingers (one on each app) to flick up.  This 

allows closing more quickly. 

 

Gestures 
1. Tap Settings 

2. Tap General 
3. Slide the dial to the On position.  Green means the feature is turned on. 

 

 

 

 

When Gestures are on, you can use gestures in place of the home button for things 

like: 

1. In an open app, swipe four fingers up and you will go to the list of open apps 

2. In an open app, swipe five fingers together and you will go to the home 

screen 

Passcode 

__    __    __    __    __    

__ 
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What is an Apple ID? 

The Apple ID is the account to use for just about everything you do with Apple—
including storing your content in iCloud; downloading apps from the App Store; 
streaming from Apple Music; and purchasing books from the iBooks Store. You can sign 
in to all Apple services with a single Apple ID and password. 

If you don’t have an Apple ID, you will need to create one.  You can create one 
anyplace you’re asked to sign in—for example, the iTunes Store, the App Store, and the 
iBooks Store. It’s best to have only one Apple ID.  You can also go to 
https://appleid.apple.com/#!&page=signin and create an Apple ID or make updates at 
any time. 

How to create your Apple ID 

 

 

 

 

Apple ID Credentials: 

 

Email address: 

Password: 

Passcode: (six digits) 

https://appleid.apple.com/#!&page=signin
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Control Center on the iPad 
 
The Control Center is quick access to various settings like WiFi, Airplane Mode, music 
controls, Apple TV, camera, timer and more. 

 

 

How to Open the Control Center on the iPad: 
 

Start with your fingertip on the very bottom edge of the display. When you slide up, the 

control panel displays.  

How to Use the Control Center: 

A hidden feature of the control center (on newer operating systems) is how many of 
the sections will expand if you hold your finger down on them. For example, the first 
section that includes Airplane Mode will pop out and show you additional information 
about each button within it.  

Airplane Mode. Turns off all communication on the iPad, including Wi-Fi and 
the data connection. Called “Airplane Mode” because of the requests to shut 
down communication when lifting off and landing on an airplane.  Turn off 

Airplane mode, also, when your iPad gets low on battery. 

AirDrop Settings. AirDrop is a feature that allows you to quickly share photos 
and other content with someone who is in the same room. You can access the 
sharing features via the iPad's Share button. In the control panel, you can turn 
AirDrop off, set it to receive content from contacts only or turn it on for 
everyone.   

https://www.lifewire.com/what-is-airdrop-how-does-it-work-1994512
https://www.lifewire.com/share-photos-websites-and-files-1994565
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Wi-Fi. This easy access to turn off Wi-Fi saves you from hunting through your 
iPad settings. 

Bluetooth. Bluetooth is the type of service you frequently want to turn on and 
off. This is your shortcut. 

Music Controls. These controls are play, pause, and skip 
buttons. 

Brightness. Adjusting brightness is a great way to save 
battery life. 

Volume. The quickest way to adjust volume on your iPad is to use the physical 
volume buttons along the edge of the iPad, but if your hands are busy on the 
iPad, it can be easy to adjust the volume here. 

AirPlay. Apple's AirPlay feature allows you to send audio and video 
to an AirPlay-enabled device. This is commonly used in conjunction 
with Apple TV to send video from apps like Netflix or Hulu to your 

TV. It also has the ability to mirror your entire iPad screen. Turn on 
screen mirroring with this control. 

Lock Orientation. The iPad's ability to automatically orient itself is great unless 
you are holding it at just the right angle where it wants to flip orientation when 
you don't want the change. This button will solve that dilemma. 

Mute. Need to kill the sound on your iPad fast? The mute button will do the 
trick. Just be sure to unmute it when you are done. Adjusting the volume with 
the buttons along the side of the iPad does not turn off silent mode, which can 
be confusing at a later date if you are wondering why your iPad isn't making a 
sound. Usually, simply turning the volume down is a better way of keeping your 
iPad quiet. 

Do Not Disturb. Another feature more useful for phones, the Do Not Disturb 
can still be handy if you receive a lot of Facetime calls. 

Timer/Clock. Have you ever wanted quick access to a timer, stopwatch or 
alarm clock? This button opens the Clock app to the timer page.  You can also 
ask Siri to set a timer. 

Camera. This allows quick access to the camera or taking a video.  

 

 

 

https://www.lifewire.com/tips-save-ipad-battery-life-1994488
https://www.lifewire.com/tips-save-ipad-battery-life-1994488
https://www.lifewire.com/how-to-use-airplay-on-the-ipad-4103775
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How to Disable Control Center within Apps 

The Control Center can get in the way, when the app you have open requires you to tap 
or swipe your finger near the bottom of the screen where the control center is activated. 

You can't turn the control center completely off, but you can turn it off for apps and for 
the lock screen. This should be okay as you rarely need to swipe from the bottom when 
you are on the iPad's Home Screen, except when you really do want to open the control 
center. 

1. Tap Settings 
2. Tap Control Center 
3. Tap the slider next to Access Within App, if you only want to turn off the 

control center when you have another app loaded on the screen. Green means 
the feature is turned on. 

Note:  Access on Lock Screen is good if you want to control your music without 
unlocking your iPad, but if you want to turn it off, simply tap the slider next to Access 
on Lock Screen. 
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Enable Restrictions 
Maybe you give your iPad to someone and you don’t want them to access something.  
For example, you don’t want someone to get on the internet so you want to ‘hide’ 
Safari.  Follow the above steps, select, Safari, and it will be locked out, or will not 
display. Disable the feature the same way.   
 

1. Tap Settings 
2. Tap General 
3. Tap Restrictions 
4. Tap Enable Restrictions. You’ll be asked to define a restrictions passcode. This 

can and should be different from the passcode for unlocking iPad. Turn off is to 
Disable Restrictions. 
 

 
 

 

 

Scroll down.  See Accounts, under the ALLOW CHANGES section.  This feature will 

make it so no one can make changes on your mail, calendar, or contacts. 

These settings 

turn the feature 

off so the icon 

will disappear 

from the home 

screen. 

These settings, 

once turned off 

will render user 

unable to delete 

apps, unable to 

purchase app, and 

unable to make in 

app purchases 
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How to hide the Notification Screen from appearing from a locked 

screen:   
Notifications such as email message notifications, calendar reminders, or other 

notifications, for privacy reasons, should not appear when the iPad screen is locked.   

 

 

Follow these steps to turn the Notifications Screen off and not allow it to appear when 

the iPad is locked:  (You may give your iPad to someone else to use.) 

1. Settings 

2. Passcode 

3. Type your Passcode.   

4. Under the Allow Access When Locked section, turn off Today View, 

Notifications View, and Home Control.  (Can leave Siri on).  

 

Now the Notifications Screen will not appear when swiped, when the iPad screen is 

locked.   

Examples of 

Notification 

Screens 
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AssistiveTouch is designed for those with impaired physical or motor skills. It 

enables the activation of Multi-Touch features such as pinch-to-zoom with only one 

finger. This menu icon can replicate the home key, screen lock, volume, and more. 

 
How to Button/turn on AssistiveTouch: 

1. Settings 

2. General 

3. Accessibility 

4. AssistiveTouch turn to on.   

 

Green means the feature is turned on 

You will see a Button appear.  The button can be 

moved to any edge of the screen.   

Tap the Button.  By tapping the appropriate icon, you 

can go to the Notification Center, Control Center, use Siri, and the Home button.  Tap 

Device.  You will see shortcuts for enabling a wide range of features. 

 

Go back one screen to see:  
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Create a note and lock it with a password 
 

Use the Note app to take notes at meetings, events, or about programs.   
 

1. Tap Notes 
2. Tap to Create New Folder and give it a name.  Ex.  Necessary Knowlege.  Tap 

Save 
3. Tap Create a New Note and type the contents 
4. Tap Air Drop 
5. Tap Lock Note 
6. Type a password.  (Jot it down so you don’t forget.) 
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Passcode Password 
 

 
 
The passcode is a four to six digit, and 
similar to a PIN.  It is an optional added 
security feature you can enable.  Enabling 
the passcode will require you to enter it 
when you access the device or feature.  
Normally when accessing the iPad and 
performing a software update you will 
use the passcode. 

 Lock screen 
 Restrictions -Used for locking out 

apps and features 
 

 

Passwords are associated with your Apple 
ID and is what is used to access Apple 
services as iTunes and App Store 
purchases. 

A password can be created to log into an 
app.  For example, Notes is an app, and 
adding a password to a note will allow a 
lock for that note, not the app. 

You can have different passwords for 
different apps. 

 

 

 Notes App (above example) 
 iTunes, iMusic, iBook accounts 

 

Apple ID 

Apple ID is the account you use to 
access Apple services like the App 
Store, Apple Music, iBooks, etc.  It 
includes the email address and 
password you use to sign in and use 
across Apple services.  We 
recommend you use your email 
address as your actual Apple ID.  
Manage your Apple ID account at: 
https://appleid.apple.com/#!&page=signin  

 

 

 

 

https://appleid.apple.com/#!&page=signin
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3 ways to control the volume: 

Did you know there are at least three ways to control the volume on an iPad? It is 
generally the app's individual settings that allow the iPad to play louder. 
 

1. The volume button on the upper right hand side on the iPad 

2. Tap Settings the tap Sounds  

3. From the Control Center are volume options. (Swipe up from the bottom of the 

home screen.) 

 

 


