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Introduction

reasons for the success of the iPad, as well as its smaller cousin, the 
iPhone. However, if you polled fans of these devices, I bet one rea-

son would quickly bubble up to the top spot: the touch interface. It’s slick, elegant, and 
just so easy: a tap here, a tap there, and away you go.

Using the iPad touch interface is like playing in one of those seaside areas where the  
water is only a couple of feet deep no matter where you go; you can still have all kinds of 
fun, but you never have to swim hard, and there’s little chance of drowning. However, if 
you walk out far enough in many of those ocean areas, you suddenly come to the edge of 
an underwater shelf, where the sandy bottom gives way to the inky ocean depths.

Your tablet, too, has its unexplored depths: hidden settings, obscure features, out-of- 
the-way preferences, and little-known techniques. The usefulness of some of these  
features is debatable, at best, but many of them can help you work faster, more easily, and 
more efficiently. Rather than swimming blindly through the murky waters of your tablet’s 
deep end, what you need is a companion that can guide you through these waters, enable 
you to be more productive, and help you solve problems wherever you and your tablet 
happen to be hanging out.

Welcome to iPad® Portable Genius, Fourth Edition. This book is your guide to all things 
iPad packaged in an easy-to-use, easy-to-access, and eminently portable format. In this 
book, I cover how to get more out of your iPad by accessing all of the really powerful and  
timesaving features that aren’t obvious at a casual glance. I also explain how to avoid 
the tablet’s occasional annoying character traits and, in those cases where such behavior 
can’t be avoided, how to work around it.

There are many 
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Finally, this book tells you how to prevent iPad problems from occurring and, just in case 
your preventative measures are for naught, how to fix many common problems yourself. 
This edition also includes updates on the new features of the latest iPads, as well as the 
most important and useful new features in iOS 14.

This book is for iPad users who know the basics but want to take their education to a 
higher level. It’s a book for people who want to be more productive, more efficient, more 
creative, and more self-sufficient (at least as far as their tablet goes). It’s a book for people 
who use their iPad every day but would like to incorporate it into more of their day-to-day 
activities. It’s a book I had a blast writing, so I think it’s a book you’ll enjoy reading.
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We live in a world where “design” is shorthand for “the more bells and 

whistles the better.” That’s why, when you take a look at most tablet 

 devices, they’re positively bristling with buttons, ports, switches, keys, 

and other operable knickknacks. Ah, but now take a look at your iPad, 

which, by contrast, has just a few physical buttons (especially the iPad 

Pro). That minimalist design is a sight for sore eyes in today’s world, but 

it leads to a question: If the iPad has just a few operable buttons, how 

are you supposed to operate the darn thing? It’s a great question, and 

this chapter provides the answer by giving you a big-picture tour of your 

iPad. You learn what those buttons are there for, and you learn perhaps 

the most important iPad skill: how to use the remarkable touchscreen.
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Using the Top Button
Your iPad doesn’t have many buttons, but it does have a few, and arguably the most 
 important of these is the Top button (also called the Sleep/Wake button). As I point out 
in Figure 1.1, the Top button resides on the top right edge of your tablet, assuming you’re 
holding the tablet in the so- called portrait orientation demonstrated in Figure 1.1.

The Top button has three main functions: sleeping and waking the iPad, powering the 
tablet on and off, and authorizing purchases made with the device. The next three sec-
tions provide the details.

Top button

Volume Up

Volume Down

1�1  On all recent iPads, you can find the Top button on the right side of the top edge.
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Sleeping and waking the iPad
You put your iPad into sleep mode (sometimes called standby mode) by pressing the Top 
button. Sleep mode turns off the screen (which conserves battery power and prevents 
accidental screen taps), but some background activities still occur (such as receiving mes-
sages and playing music). Press the Top button once again to wake up your iPad and see 
the Lock screen. You now have two ways to proceed:

Slide a finger up from the bottom of the screen.

Press the Home button (if your iPad has one).

This either unlocks the tablet right away or prompts you to enter your passcode, if you use 
one (if you don’t, you should; see Chapter 11).

Turning the iPad off and back on again
You won’t turn off your iPad often, but here are a couple of scenarios where shutting 
down your tablet can be useful:

If your iPad’s battery level is critically low and you can’t charge it, turning off your 
iPad is a good idea because then the device consumes no power. You can then turn 
the iPad back on whenever you need to use it.

If a glitch has caused your iPad to freeze or behave erratically, turning the device off 
and then back on can often solve the problem (I talk more about this in Chapter 11).

To turn off your iPad, use one of the following techniques, depending on your iPad model:

Your iPad has Face ID� Press and hold the Top button and one of the Volume but-
tons for a couple of seconds.

Your iPad has a Home button� Press and hold the Top button for a couple of 
seconds.

The Slide to Power Off slider appears on the screen, as shown in Figure 1.2. (Note that you 
can tap Cancel if you change your mind and decide to leave your iPad on, or just do noth-
ing and iPadOS will cancel the screen for you automatically after about 30 seconds). To 
shut down the iPad, use a finger to drag Slide to Power Off all the way to the right.

iPadOS is the software that controls just about everything that happens 
 behind the scenes of your iPad. The “OS” part stands for operating system, so 
in that sense iPadOS performs essentially the same functions as Windows 
does on a PC and macOS does on a Macintosh computer.

Note
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To turn your iPad back on, press and hold the Top button until the Apple logo appears on 
the screen.

Making a purchase
If your iPad supports Face ID (see Chapter 11 to learn more), you can also use the Top but-
ton to authorize purchases on the device:

Using Apple Pay in a store� Double-press the Top button to use your default Apple 
Pay credit card. To learn how to set up Apple Pay, see Chapter 3.

Confirming an app or in-app purchase� When you see the Double Click to Pay 
message on your iPad (see Figure 1.3), double-press the Top button to approve  
the purchase.

1�2  Use the Slide to Power Off screen to shut down your iPad.
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Using the Home Button
If you have an iPad that comes with a Home button — that is, the circular button on the 
face of the tablet at the bottom — then you’ll use that button a lot because the Home 
button has quite a few functions. Here are the main ones:

When the iPad is in sleep mode, pressing the Home button wakes the device and 
displays the lock screen.

When the iPad is running, pressing the Home button returns the device to the 
Home screen.

Pressing and holding the Home button invokes Siri, which enables you to control 
many iPad features using voice commands. (If Siri is turned off, pressing and hold-
ing the Home button opens a window that asks if you want to turn on Siri.)

1�3  Double-press the Top button to authorize an app or in-app purchase.
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Double-pressing the Home button displays the multitasking screen, which enables 
you to quickly switch between your running apps.

If your tablet is in sleep mode, press the Home button to display the Lock screen. (This 
screen appears for up to about six seconds; if you don’t do anything, the tablet drops back 
into sleep mode.)

Setting the Volume
The buttons that enable you to control the volume are located on the right edge of the 
iPad when you hold the tablet in portrait orientation; see Figure 1.1. There are two volume 
buttons:

Volume Up� This is the button situated closer to the top edge of the iPad. Pressing 
this button increases the volume.

Volume Down� This is the button situated just below Volume Up. Pressing this but-
ton decreases the volume.

When you press a volume button, iPadOS displays a horizontal volume meter that shows 
you the current volume level.

Working with the Touchscreen
If you’ve only ever controlled devices by using a keyboard and mouse, you’re in for a treat 
when you start using the iPad’s touchscreen. The “touch” part of the name means that 
you do everything on the iPad — zooming in and out, scrolling through screens and lists, 
dragging items here and there, and even typing messages  — by using a finger (or, in 
some cases, two or more fingers) to perform particular movements, known as gestures, 
directly on the screen.

There’s a learning curve, but it’s not a steep one, and it won’t be long before you’re wish-
ing that every digital device came with a touchscreen.

The touchscreen is a marvel, but if you intend to do serious work on your 
iPad, then you might consider augmenting your tablet with some extra 
technology that can make your life easier. If you write a lot, then easily the 
most important accessory you can invest in is an external keyboard (such as 
Apple’s Magic Keyboard or Smart Keyboard). For drawing or writing notes, 
consider a digital pen (such as the Apple Pencil).

Note
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Understanding touchscreen gestures
Learning to use the iPad’s touchscreen means learning how to use gestures to make the 
iPad do your bidding. You might think there must be dozens of gestures to master, but 
happily there are a mere half dozen:

Tap� Use a finger (it doesn’t matter which one; even a thumb will work) to lightly 
and quickly press and release a specific part of the iPad screen. Tapping initiates 
just about any action on the iPad. For example, you tap to launch an app, select a 
check box, turn a switch on or off, enter text using the on-screen keyboard, run a 
command button, and much more.

Long press� Place a finger on a screen object (such as a Home screen icon) for a few 
seconds. In most cases, long pressing an object displays a list of commands that 
you can perform with the object.

Double-tap� Use a finger to tap a specific part of the screen twice, one right after 
the other. Most of the time, double-tapping something zooms in on it, and a sec-
ond double-tap zooms back out.

Swipe� Place a finger on the screen and then move it along the screen (which, 
depending on what you’re doing, could be up, down, left, right, or diagonally). You 
use this gesture — which is also called a flick — to scroll through screens or lists, 
drag objects to different parts of the screen, and much more.

Spread� Place two fingers on the screen relatively close together and then move 
them apart. You use this gesture to zoom in on items such as photos and web pages.

Pinch� Place two fingers on the screen relatively far apart and then move them 
closer together. You use this gesture to zoom out of something (so it’s the opposite 
of the spread gesture).

Searching for stuff on your iPad
Each new generation of the iPad bumps up the space available for storage: from 4GB 
in the original tablet to 1TB (terabyte, or 1,024GB) in a top-of-the-line iPad Pro. That’s a 
lot of data, but the more photos, videos, music, email, messages, apps, and documents 
you stuff into your iPad, the harder it gets to find what you’re looking for. Fortunately, 
your iPad comes with a powerful search feature that makes it easy to find what you want. 
Here’s how it works:

1� Return to any Home screen�

2� Swipe down anywhere on the screen� Actually, don’t swipe down from the top 
of the screen because that gesture displays the Notification Center instead of the 
Search box.
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3� Tap inside the Search box and then enter your search text� Your iPad immedi-
ately begins displaying items that match your text as you type, as shown in 
Figure 1.4.

4� Tap Search to display a list of all the results� If you see what you’re looking for, 
tap it.

1�4  Flick down on the Home screen and then type your search text.

If you’re getting way too many search results, you can customize iPad 
searching to not include results from certain apps or their content. Open 
the Settings app and then tap Siri & Search. In the Siri & Search settings that 
appear, for each app you want to remove from your search results, tap the 
app, tap the Show App in Search switch to Off, and then tap the Show Con-
tent in Search switch to Off.

Genius



11

Chapter 1: How Do Get Started with My iPad?

Switching from one app to another
You’re free to run multiple apps at the same time on your iPad. However, it’s a rare iPad 
user who runs apps one after the other without having to return to a previous app. For 
example, you might open Mail to check your messages, run a few other apps, then some-
time later want to return to Mail to see if there’s anything new.

That’s no problem, but the technique you use to switch from one app to another depends 
on what kind of iPad you have:

For all iPad models, slide a finger up from the bottom edge of the screen; stop 
when you get to about the middle of the screen.

If your iPad has a Home button, double-press the Home button.

Either way, iPadOS displays the multitasking screen, which offers thumbnail versions of 
the apps you’ve used recently. Swipe sideways to bring the thumbnail of the app you 
want into view and then tap the app to switch to it.

Shutting down an app
The apps on your iPad don’t come with a “Close” command or button. That’s because 
when you switch to a different app, iPadOS automatically suspends the app you were 
working on, so you almost never have to worry about closing an app. However, there are 
two exceptions to this:

Shutting down one or more apps can make it easier to navigate the app thumbnails 
in the multitasking screen.

If an app is frozen and is preventing you from working in other apps, shutting down 
the stuck app usually fixes things.

To shut down an app that you’ve used recently, follow these steps:

1� Display the multitasking screen:

• Slide a finger up from the bottom edge of the screen; then pause about  
halfway up.

• Double-press the Home button (if your iPad has one).

2� Locate the thumbnail for the app you want to shut down�

3� Drag the app thumbnail up to the top of the screen� iPadOS shuts down the app.


