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Introduction

When Apple announced the original iPad back in 2010,
the company'’s iconic CEO, the late Steve Jobs (1955-2011),
referred to the tablet device as “magical.” That was the start of
a technological revolution that has since captured the imagi-
nations of iPad users around the world, and for Apple, it has
resulted in tens of millions of iPad units sold each subsequent
year.

In 2011, the original, first-generation iPad was replaced by the
iPad 2. Almost exactly a year after that (March 2012), Apple
launched the third-generation iPad. From there, the iPad
hardware, as well as the iOS 6 operating system, has continued
to improve. Although other companies have released tablets,
the demand for Apple’s iPads continues to be unprecedented.

On September 12, 2012, Apple’s current CEO, Steven Cook,
announced that between April and June 2012, more than 17
million iPads were sold in that quarter alone, bringing the total
number of iPads sold to date (as of June 2012) to 84 million.
These sales figures gave Apple a 68 percent market share in
the global tablet marketplace.




VOUR iPAD AT WORK

N OTE On September 19, 2012, Apple released iOS 6, the newest version of
the operating system used exclusively on Apple’s mobile devices.

As you're about to discover, iOS 6 offers a vast selection of new and more-
advanced features, better integration with Apple’s iCloud service, several new or
redesigned preinstalled apps, plus enhanced capabilities for sharing app-specific
content with others via email, instant message, Facebook, or Twitter. It also fea-
tures Siri, a way to interact with your tablet using your voice.

CA UTI 0 N iOS 6 is compatible with the iPad 2, new iPad (third-generation
iPad), and all iPad models released after September 2012. It is not, however, com-
patible with the original iPad (now referred to as the iPad 1). Because this book
focuses on using iOS 6, if you're still an original iPad user, consider either upgrad-
ing to one of the newer iPad models or reading Your iPad At Work, Second Edition
(Que Publishing, www.YouriPadAtWork.com), which focuses on using the iPad
with the iOS 5.1 operating system.

In just a few short years, the iPad has gone from being a cool, high-tech gadget to
becoming an indispensible business tool used in virtually all industries. With each
generation of iPad that’s been released, more and more business people, entrepre-
neurs, consultants, freelancers, and other types of professionals have discovered
firsthand that the iPad often can replace the need to carry around a larger and
heavier laptop computer or netbook.

Regardless of what you do for a living, this all-new edition of Your iPad at Work
helps you quickly learn how to use your iPad and the iOS 6 operating system.
When you combine any iPad model with the right collection of apps and acces-
sories, it becomes the perfect tool for anyone who needs advanced computing
power while on the go—at a desk, by the pool, on an airplane, in the car (not while
driving), or while sitting on a couch at home.

WHAT YOU CAN EXPECT FROM THIS BOOK

Your iPad at Work provides step-by-step instructions, plus hundreds of tips, strate-
gies, and ideas for incorporating the iPad into your personal and professional life
with the shortest learning curve possible—even if you don’t consider yourself to
be technologically savvy or adept at using the latest high-tech gadgets.


http://www.YouriPadAtWork.com

INTRODUCTION

TI P As you read Your iPad at Work, keep your eye out for the Tips, Notes, and
Caution boxes. Each of these boxes has short tidbits of information that are par-
ticularly important and directly relevant to the chapter you're reading.

Before we start exploring all the work-related tasks your iPad is capable of, includ-
ing managing email, web surfing, word processing, managing contacts, sched-
uling, text messaging, videoconferencing, making voice-over-IP phone calls,
sending/receiving faxes, working with databases and spreadsheets, creating and
giving digital slide presentations, audio recording (dictation), managing to-do
lists, facilitating project management, credit card transaction processing, taking
and editing pictures, shooting and editing video, tweeting, reading eBooks, online
banking, and countless other tasks, you must learn the basics of how to interact
with this cutting-edge device.

TI P In addition to what you discover from this book, you can access more than
100 how-to articles by Your iPad at Work author Jason R. Rich, which have been
published on the quepublishing.com website. Simply visit www.iOSArticles.com,
and click the Articles tab.

TI P Be sure to register your copy of Your iPad At Work: Third Edition on the
Que website at www.quepublishing.com/register so you can access the free bonus
chapter. Chapter 18, “Traveling Abroad with Your iPad,” offers useful information
if you plan to travel outside the United States and want to use your iPad’s 3G/4G
connectivity to access the Internet. You can also read more than 100 how-to
articles that cover the iPad (and iPhone) written by Jason R. Rich, by visiting
http://www.iOSArticles.com and clicking the Articles tab.

UNBOXING YOUR iPAD

If you've purchased your iPad after September 19, 2012, it came with Apple’s iOS 6
operating system preinstalled. This operating system includes a robust collection
of apps that are designed to handle the core tasks you'll probably be using your
tablet for. With a quick visit to the App Store, however, you can greatly enhance
the capabilities of your iPad by acquiring optional apps for it.

If you've purchased your iPad prior to September 19, 2012, you'll need to upgrade
it to the iOS 6 operating system. How to do this is explained in Chapter 1,
“Activating Your iPad and Customizing Its Settings.”


http://www.iOSArticles.com
http://www.quepublishing.com/register
http://www.iOSArticles.com
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N OTE You learn more about finding, acquiring, and installing apps in
Chapter 8, “Finding and Installing Apps from the App Store,” and learn many pop-
ular business-related apps worth checking out in Chapter 13, “Discovering ‘Must-
Have’ Business Apps.”

Chances are that as soon as you take the iPad out of the box for the very first time,
its battery will be close to fully charged and it'll be ready for you to activate and set
up. Whether the iPad you're about to activate is your first or you're upgrading to a
newer model, plan on spending at least 15 to 30 minutes getting your new tablet
up and running. The specific setup process is described shortly.

THE iPAD 2 AND NEW iPAD COMPARED

Currently, there are several generations of iPads. The original iPad is no longer
being sold by Apple; however, you can still purchase a used or refurbished original
iPad, starting at less than $200.

With each generation of iPads that Apple has released, the basic look and design
of the tablet has remained consistent but the technology built in to the tablet has
been dramatically improved. So, if you're an original iPad user wondering whether
you should upgrade to the iPad 2 or new iPad, the answer is an unequivocal yes,
especially if you'll be using the tablet for work-related tasks.

However, if you're an iPad 2 user and you've already discovered that it's an indis-
pensible communications, organizational, and productivity tool, and you're won-
dering whether you should upgrade to the new iPad, take a look at what the new
iPad (which was the third-generation iPad, released in March 2012) and any iPad
models released in late 2012 or early 2013 offer to help make your decision.

KEY FEATURES OF THE NEW iPAD (THIRD GENERATION)

From the outside, the iPad 2 and new iPad (third generation) look virtually identi-
cal. It's what's on the inside that sets the tablets apart. To begin, the new iPad
features a state-of-the-art Retina display. It's the same size as the display offered by
the iPad 2 but offers a significantly higher resolution.

The new iPad also offers a faster processor, known as the Apple A5X chip. In addi-
tion, Apple’s newest tablet offers a 5MP iSight camera built in, which is a significant
improvement over the camera that’s built in to the iPad 2.

Although all iPad models can connect to the Internet via a Wi-Fi connection (which
requires you to be within the radius of a Wi-Fi hotspot), when it comes to surfing
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the Web, some models of the new iPad can also access the Internet using a 4G LTE
wireless data network, which is significantly faster than the 3G networks that some
models of the original iPad and iPad 2 are able to connect to.

N OTE Although some models of the new iPad offer 4G LTE wireless data
network connectivity, wireless data service providers, such as AT&T Wireless and
Verizon Wireless, don't yet offer 4G LTE service across the United States. If you'll

be using your iPad where service hasn't yet been upgraded to 4G LTE service, your
new iPad will automatically connect to a 3G wireless data network.

Also, depending on your wireless data service provider, your new iPad might be
able to serve as a personal hotspot, enabling you to wirelessly connect multiple
Wi-Fi-enabled devices to the Internet using the tablet’s connection.

Another significant improvement that the new iPad offers is the Dictation mode,
which works with most apps. Instead of using the iPad’s virtual keyboard to com-
pose text, when using certain apps, such as Safari, Mail, Calendar, Twitter, Notes, or
Pages, for example, you can tap on the Dictation key and speak to your iPad and
have it convert your speech into text. Thanks to iOS 6, you also have access to Siri,
a virtual assistant that enables the iPad to accept voice commands and requests.

Both the iPad 2 and new iPad can utilize an Apple Smart Cover or Smart Case, run
using the iOS 6.0 (or later) operating system, and have more than 225,000 optional
iPad-specific apps available for them. The iPad 2 and new iPad are also fully com-
patible with Apple’s iCloud service and have an average battery life of about

10 hours.

So, if you're thinking about upgrading from an iPad 2 to a new iPad, or if you're
buying your first iPad and can’t decide which generation iPad to purchase, con-
sider how you'll be using the tablet, and determine whether the faster processing
speed, higher-resolution screen, improved built-in camera, 4G LTE web surfing
speed, and/or the new iPad’s Dictation mode will be useful to you, and then take a
look at the prices for each model.

Both the iPad 2 and new iPad come in several different system configurations. You
can choose from a black or white casing for either model. You also need to decide
how much internal storage space you'll want or need. Your options include 16GB,
32GB, or 64GB. Keep in mind that iPads are not upgradable in terms of internal
storage space, so you must anticipate your needs before purchasing a tablet.
Finally, you must choose between a Wi-Fi only model, a Wi-Fi + 3G (for iPad 2), or
Wi-Fi + 4G (for new iPad) model.
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N OTE A Wi-Fi only iPad can connect to the Internet from any Wi-Fi hotspot or
wireless network. However, you must remain within the radius of a Wi-Fi signal to
maintain the Internet connection.

A Wi-Fi + 3G (or 4G) iPad model can also connect to the wireless data network
offered by a wireless data service provider. This requires paying a monthly fee,
which includes a predetermined amount of wireless data use, such as 2G per
month. If you go beyond your wireless data allocation, you are billed extra (per
megabyte or gigabyte, depending on your wireless service provider) for use.

The following chart displays the prices of the iPad 2 and new iPad, based on
the various system configurations available. These prices were accurate as of

September 2012.

iPad Model 16GB 32GB 64GB
iPad 2 Wi-Fi Only $399.00 N/A* N/A*
iPad 2 Wi-Fi + 3G $529.00 N/A* N/A*
New iPad Wi-Fi Only $499.00 $599.00 $699.00
New iPad Wi-Fi + 4G $629.00 $729.00 $829.00

*Although Apple no longer sells this configuration of the iPad 2, they are still readily available on the sec-
ondary used market or available as refurbished iPads.

In addition to the price of the tablet itself, you might want to invest in an Apple
Smart Cover for your tablet ($39.00 for the polyurethane edition or $69.00 for

the leather edition) or Apple Smart Case ($49.00 in polyurethane) as well as the
AppleCare+ extended warranty ($99.99 for two years of coverage). Plus, if you pur-
chase a Wi-Fi + 3G (4G) iPad model, you must pay for a monthly wireless data plan,
which costs between $14.99 and $50.00 per month depending on which wireless
data service provider your iPad is registered with and which wireless data plan
you select.

PREINSTALLED APPS FOR ALL iPADS RUNNING iOS
6.0 OR LATER

Each iPad tablet also comes bundled with a handful of preinstalled apps. Here’s a
quick rundown of each app (listed in alphabetical order) that you can begin using
immediately, as soon as your iPad is activated (see Figure I.1).

App Store: Find, purchase, download, and install apps directly from your
iPad. To learn more, see Chapter 8.
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FIGURE 1.1
The iPad’s Home screen with the preinstalled app icons displayed. This is what the Home screen
looks like immediately after you activate the iPad.

Calendar: Manage your schedule on your iPad and sync data with iCloud
and other calendar/scheduling software on your Mac or PC. To learn more,
see Chapter 4, “Using the Calendar, Reminders, Notification Center, and Clock
Apps.”

Camera: Take photos or shoot high-definition videos using your iPad'’s built-
in camera. You learn more about taking, editing, viewing, and sharing digital
photos using your iPad in Chapter 7, “Digital Photography on Your iPad.”

Clock: This app serves as an alarm clock, world clock, and timer. You learn
more about it in Chapter 4.

Contacts: Manage your personal contacts database and sync it with iCloud
or other contact management software on your primary computer. To learn
more, see Chapter 5, “Working with the Contacts App.”

Facebook and Twitter: If you're active on either Facebook or Twitter, which
are two extremely popular online social networking services, iOS 6 now offers
full integration with these services, so you can quickly and easily share app-
specific information with your online friends and followers. See Chapter 3,
“Working with Email and Surfing the Web,” for more information about using
iOS 6's Facebook and Twitter functionality.
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FaceTime: Participate in free, real-time videoconferences from your
iPad using a Wi-Fi Internet connection. To learn more, see Chapter 12,
“Conducting Video Conferences and Virtual Meetings.”

Game Center: This is an interactive, online-based community for participat-
ing in multiplayer games via your iPad. You can compete against and com-
municate with other players from around the world and experience a variety
of Game Center—compatible games.

iTunes: Acquire music, TV shows, movies, and other iTunes Store content
from your iPad. To learn more, see Chapter 14, “Staying Informed Using
iBooks, Newsstand, and Web Content.”

Mail: Manage one or more existing email accounts on your tablet. Send and
receive emails, plus manage your message archive. iOS 6 offers a handful of
useful new features for effectively managing your email accounts. For more
information, see Chapter 3.

Maps: This app has been entirely redesigned for iOS 6. Use it to access tradi-
tional onscreen maps, satellite maps, and even 3D maps of almost any loca-
tion on the planet, plus obtain real-time turn-by-turn directions (with related
traffic condition information) when your iPad is connected to the Web. You
also can find specific addresses of companies, popular destinations (such as
airports), and landmarks. Chapter 6, “Explore Your World with the Maps App,”
focuses on how to use this powerful app.

Messages: Send and receive text messages for free, and communicate with
other Mag, iPad, iPhone, or iPod touch users, or send/receive instant mes-
sages using a compatible service, such as AIM. For more information, see
Chapter 12.

Music: Listen to music, audiobooks, and other audio content.

Newsstand: Acquire and read digital editions of newspapers and magazines.
To learn more, see Chapter 14.

Notes: Create, organize, share, and print memos with this basic text editor. It
does not offer full word-processing capabilities.

Photo Booth: Take and share photos on your iPad with whimsical themes.
Photos: View, edit, print, and share photos stored on your iPad. For

enhanced photo-editing capabilities, purchase Apple’s iPhoto app for the
iPad. You learn more about Photos in Chapter 7

Reminders: Manage to-do lists with this powerful app. Like many other of
the iPad’s preinstalled apps, it works seamlessly with iCloud for syncing data
with other Macs or iOS devices. To learn more, see Chapter 4.

Safari: Use this app to surf the Web. To learn more, see Chapter 3.
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Settings: Use this app to customize the settings of your iPad and personal-
ize how it functions. More information about Settings is offered later in this
introduction.

Videos: Watch TV shows, movies, and other video content on your iPad.

N OTE The Siri and Notification Center features both work continuously in the
background if activated. These features both work with most other apps.

OPTIONAL “MUST-HAVE" iPAD APPS DEVELOPED
BY APPLE

The following apps developed by Apple do not come preinstalled with iOS 6, but
you should seriously consider downloading them from the App Store to enhance
the capabilities of your tablet:

Cards (Free): Create and send custom-designed greeting cards directly from
your iPad that get professionally printed on card stock by Apple and mailed

to the recipient (a per-card fee applies). The result is a personalized greeting
card that's as nice as anything you'd buy at the store, only your card features
your own photo(s) and message.

Facebook (Free): The ability to update your Facebook status has been inte-
grated into iOS 6; however, to fully manage your Facebook account and com-
municate with your Facebook friends, you'll need to use this free app.

Find iPhone (Free): Take advantage of iCloud’s Find My Mac, Find My iPhone,
or Find My iPad feature from this app to pinpoint the exact location of your
other compatible Apple equipment. This app offers an alternative to visiting
www.iCloud.com/#find. You can also remotely lock down or erase the con-
tents of your tablet if it falls into the wrong hands.

Find My Friends (Free): Discover the location of friends, family, or co-
workers, in real time, who are using an iPhone or iPad. (The other person’s
permission is required.)

Garage Band ($4.99): Compose and record music using your iPad and trans-
form the tablet into a multi-track recording studio.

iBooks (Free): Acquire and read eBooks from Apple’s iBookstore on your
tablet. To learn more, see Chapter 14.

iMovie ($4.99): Edit professional-quality videos on your iPad using footage
shot with the tablet’s built-in camera (and the Camera app), or footage trans-
ferred into your tablet from other sources.


http://www.iCloud.com/#find
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iPhoto (54.99): View, edit, organize, print, and share digital photos on your
iPad. This app offers far more advanced image-editing features, for example,
than the Photos app that comes preinstalled on the tablet. The optional
iPhoto app fully integrates with iCloud and the Photo Stream and the new
Shared Photo Stream feature (which makes it easy to publish selected photos
online and share them with other people, for free).

Keynote ($9.99): Part of Apple’s iWork trio of apps, Keynote is a feature-
packed digital slide presentation tool, similar in functionality (and compatible
with) Microsoft PowerPoint.

Numbers ($9.99): Also part of Apple’s iWork trio of apps, Numbers is a pow-
erful spreadsheet management application compatible with Microsoft Excel.

Pages ($9.99): The final app in Apple’s iWork trio of apps. It's a full-featured
word processor compatible with Microsoft Word.

Twitter (Free): Manage one or more Twitter accounts from your iPad and
send tweets from within apps such as Photos or Safari.

N OTE Pages, Keynote, and Numbers all seamlessly integrate with Apple’s
iCloud service, making it easy to automatically synchronize data, documents, and
files between your tablet, Mac, and other iOS devices. To learn more about Apple’s
iWork for iPad apps, see Chapter 11, “Working with Pages, Numbers, and Keynote.”

THE ANATOMY OF THE iPAD 2 AND NEW iPAD

The new iPad weighs less than 1.5 pounds, measures 9.5" X 7.31", and is between
.34" and .37" thick (depending on the model). When you look at the front of the
iPad 2 or new iPad, you see the main screen. The front-facing camera is located
at the top center of the tablet, and you can find the iPad’s Home button at the
bottom center of the iPad’s front, as well as the other physical ports and buttons
found on the top, bottom, and side of the iPad (shown in Figure 1.2).

N OTE As you learn in Chapter 1, the new iPad features a state-of-the-art
Retina display, which is the most advanced and high-definition display offered
on any mobile device. The camera that’s built in to the new iPad has also been
dramatically improved upon, as has the tablet’s main microprocessor. It's also
Bluetooth 4.0-compatible.

Aside from these few buttons and ports, you do everything while using your iPad
via the tablet’s touch screen. To properly navigate around your tablet via this touch
screen, you must utilize several simple finger movements.



INTRODUCTION

Microphone
Headphone Jack I&nt Camera Power Button
I

Silent/Screen
Rotation Lock
7 Switch

Smart

- — Vol Up/D
Cover Magnets 'olume Up/Down

Home Button\ Speakers
Dock Connector

FIGURE 1.2

The front of the iPad features a 7", full-color, multi-touch screen, the Home button, and the
device’s front-facing camera. On the back of the iPad unit, in the upper-left corner, you see the
rear-facing camera. The iPad’s power button is located near the top-right corner of the tablet.

USING THE TOUCH SCREEN

From the moment you turn on your iPad 2 (or take it out of Sleep mode), aside
from pressing the Home button to return to the Home screen at any time, virtually
all of your interaction with the tablet is through the following finger movements
and taps on the tablet’s highly sensitive touch screen:

Tapping: Tapping an icon or link that's displayed on your iPad’s screen
serves the same purpose as clicking the mouse when you use your main
computer. And, just as when you use a computer, you can single-tap or
double-tap, which is equivalent to a single- or double-click of the mouse.
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Hold: Instead of a quick tap, in some cases, it is necessary to press and hold
your finger on an icon or onscreen command option. When a hold action is
required, place your finger on the appropriate icon or command option and
hold it there. There’s never a need to press down hard on the tablet’s screen.

Swipe: A swipe refers to quickly moving a finger along the screen from right
to left, left to right, top to bottom, or bottom to top to scroll to the left, right,
down, or up, respectively, depending on which app you're using.

Pinch: Using your thumb and index finger (the finger next to your thumb),
perform a pinch motion on the touch screen to zoom out when using cer-
tain apps. Or, unpinch (move your fingers apart quickly) to zoom in on what
you're looking at on the screen when using most apps.

Grab: Using all five of your fingers, start with them spread out on the tablet’s
screen, and then quickly bring them together in a grabbing motion. This
immediately returns you to the iPad’s Home screen (instead of pressing the
Home button).

Pull-Down: Using your index finger, swipe it quickly downward from the very
top of the iPad. This causes the Notification Center window to appear, alert-
ing you of incoming email messages, text messages, alarms, or other time-
sensitive actions that you need to deal with. You can be holding the iPad in
portrait or landscape mode for this to work. To make this window disappear,
tap anywhere on the screen outside the Notification Center window.

Four-Finger Upward Swipe: Using all of your fingers on one hand (except
your thumb), start at the very bottom of the screen and swipe upward. This
reveals the iPad’s multitasking mode. Or, you can quickly press the Home
button twice to access multitasking more and switch between apps.

N OTE Another way to zoom in or out when looking at the iPad’s screen is to
double-tap the area of the screen you want to zoom in on.

EXPLORING THE iPAD’S HOME SCREEN

The Home screen on your iPad serves as a central hub from which you can

launch individual apps and use the various features and functions of your tablet.
Regardless of what you're doing on your tablet or what app you're using, at any
time you can return to the Home screen by pressing the Home button on the front-
bottom of the tablet.

See Figure 1.3 for a sample Home screen that displays a handful of preinstalled and
optional third-party apps.
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FIGURE I.3

A customized iPad Home Screen with a personalized wallpaper and several third-party apps.

Within the main area of the Home screen are all the icons for apps currently
installed on your iPad. On the main iPad Home screen, you can simultaneously dis-
play 20 app icons (or folder icons, which are explained shortly), plus an additional
6 app icons on the very bottom of the screen. You also can have multiple Home
screens with different app icons displayed on each.

N OTE You can choose to display up to six app icons at the very bottom of
the Home screen. These icons remain constant, regardless of which Home screen
you're looking at. Thus, you should select the apps you use the most and place
them in this location.

The iPad’s wallpaper is displayed behind your app icons. You also can customize
this from the Settings app. Customizing the Home screen’s wallpaper is just one
way you can personalize your iPad. How to do this is explained in Chapter 1.

ARRANGING ICONS ON THE HOME SCREEN

In addition to selecting your wallpaper graphic, you can determine the position
of app icons on your Home screen. To move app icons around, hold down any
onscreen app icon for two to three seconds until all the icons on the Home screen
start to shake. Now place your finger on any app icon that you want to move and
drag it to a new position on the Home screen. You can move one app icon at a
time as long as the icons continue shaking.

During this process (shown in Figure 1.4), some of the app icons display a small
black-and-white X in the upper-left corner of the icon. You can delete the icons
displaying the X from the iPad at any time by tapping the X and confirming your
delete request. However, you cannot delete the icons for the apps that came prein-
stalled on your iPad.
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FIGURE 1.4

When the app icons are shaking, you can delete the ones with an X icon. The icons without the X
represent the apps that came preinstalled on your tablet.

When you finish moving the icons around, press the Home button to exit out of
this mode, and save your changes. The icons stop shaking, and you can return to
the normal use of your tablet.

CREATING FOLDERS TO ORGANIZE APP ICONS

You can use folders to help organize your Home screen, group apps based on their
category, and remove clutter from your Home screen by consolidating the app
icons that are displayed.

To create a folder, from the Home screen press and hold down any app icon for
two to three seconds. When all the app icons start to shake, pick one app icon that
you want to place into a new folder. Hold your finger on that app icon, and drag

it directly on top of a second app icon that you want to also include in the folder
you're creating.

When the two app icons overlap, a folder is automatically created. As soon as this
happens, the other app icons on the Home screen fade slightly and a window con-
taining the two apps in the newly created folder appears.

At the top of this window is a text field that contains the default name of the
folder. (Your iPad gives the folder an appropriate default name based on the cat-
egory into which the two apps fall.) You can keep this name by tapping anywhere
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on the screen outside the folder window. Alternatively, you can change the name
of the folder by tapping the circular X icon that’s displayed to the extreme right of
the folder name field.

To save your folder, tap anywhere outside the folder window. You will see the
newly created folder appear among your app icons on the Home screen. In
Figure L5, the folder is labeled Photography and it contains multiple apps.

FIGURE I.5
When a folder appears on the Home screen, it displays alongside the app icons but looks slightly
different. Thumbnails of the apps that are stored in the folder are shown in the folder icon.

After you initially create a folder, it contains two app icons. You can add more icons
to it whenever all the app icons on the Home screen are shaking. Simply place your
finger on the app icon you want to move into the folder and drag that icon on top
of the folder icon.

When you're finished adding app icons to the folder, you can move the folder
around on the Home screen just as you would move any app icon, or press the
Home button to save your changes and return the Home screen to its normal
appearance (causing the app icons to stop shaking).

To launch an app that's stored in a folder, from the Home screen tap the folder
icon. When the folder window appears on the iPad’s screen (as shown in Figure 1.6),
it displays all the app icons stored in the folder. Tap the icon for the app you want
to use.



YOUR iPAD AT WORK

FIGURE 1.6

An open folder and its folder window (which in this example contains 12 photography-related
apps) on the iPad’s Home screen.

To remove an app icon from within a folder, from the Home screen tap the folder
icon representing the folder in which the app is stored. When the folder window
appears, hold your finger on the app icon that you want to move. When the app
icons start to shake, drag the app icon out of the folder window and back onto the
main Home screen.

If you want to delete an app from a folder and from the iPad, when the icons are
shaking, tap the black-and-white X icon in the icon’s upper-left corner. All apps
that you acquire for your iPad are automatically stored in your free Apple iCloud
account and can be reinstalled on your tablet at any time.
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B How to use Siri
B Discover what Siri can be used to
accomplish

B Speak so Siri understands you and
complies with your requests

INTERACTING WITH SIRI:
YOUR VOICE-CONTROLLED ASSISTANT

For decades, science-fiction TV shows and movies like Star Trek
have depicted mobile computers that respond to the human
voice. Just as the concept for the iPad itself could have been
lifted from imaginative science-fiction stories, the same is
true for Siri. Built in to iOS 6 and accessible from the iPad, Siri
takes the voice dictation feature that’s built in to the tablet a
step further by enabling you to control the device, issue com-
mands, make requests, and ask questions using your voice.

To activate Siri, simply press and hold down the Home but-
ton on the iPad for 2 to 3 seconds. Regardless of what app
you're running, a pop-up window appears that displays a
microphone icon and the message, “What can | help you
with?” (shown in Figure 2.1). At the same time, you hear an
audible tone. Now, ask a question, issue a verbal command,
or make your request. Speak in a normal voice using everyday
language.
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FIGURE 2.1
When the animated microphone icon appears and you hear the audible tone, Siri is ready to

accept your spoken command or request.

When you're finished with your command or request, stop speaking. There is no
need to tap the microphone icon to begin the transcription process. However, if
you're in a very noisy area, this might be necessary if Siri can’t discern your voice
from the background noise.

TI P After you activate Siri, hear the audible tone, and see the animated micro-
phone icon, you have several seconds to begin speaking. If you wait too long, Siri
will deactivate. To reactivate Siri, tap on the microphone icon once, or press and
hold down the Home button again.

In many instances, Siri offers an alternative to tapping on-screen icons or manually
entering data into your iPad. It also can be used to streamline the process of find-
ing and using data that's stored on your tablet or retrieved from the Internet.

N OTE Siri can create or access app-specific information or gather information
directly from the Internet. For example, Siri can access information from Contacts,
Calendar, Reminder, or Notes, or control the Clock, Music, iMessage, Safari, or

Maps apps.
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TI P For Siri to function, your iPad must have access to the Internet using either
a Wi-Fi or 3G/4G connection. You'll notice much faster response times when using
Siri with a Wi-Fi connection.

CA UTI 0 N When used with a 3G/4G Internet connection, if you have a
monthly wireless data allocation from your wireless service provider, using Siri uti-
lizes some of that data allocation each time it's activated. Excessive use could lead
to additional charges from your wireless data provider for extra data usage. The
Siri feature, however, is free of charge to use and there are no limitations if you use
it with a Wi-Fi Internet connection.

SIRI CAN HANDLE A WIDE RANGE OF TASKS

As you're about to discover, Siri can be used for a wide range of tasks. After you
learn the types of requests or commands Siri can handle, the next step is using
the right commands or phrasing to generate the desired responses. Keep in mind
that the technology Siri utilizes is constantly improving, so new functionality and
improved accuracy are constantly being incorporated into this already powerful
iPad feature.

Initiating a command with a specific word or phrase will tell Siri which app to uti-
lize. For example, when you begin a command with “Remind me to...” this will
create a new item in the Reminders app. You can also begin a phrase by saying,
“Search the web for...” to instruct Siri to look up content from the Internet.

CA UTI 0 N Not everything Siri does offers total hands-free operation. For
example, when you compose a message or need to proofread something before
it's sent, information is displayed on the iPad’s screen. Also, some commands result
in Siri displaying content on the screen in addition to or instead of Siri speak-

ing the response. As a result, depending on the task you're using Siri for, it is not
always a viable hands-free solution to use while driving.

The following are just some of the tasks Siri can handle for you:
Initiate a FaceTime call. Say, “Call [insert namel].”

Launch an app. Say, “Open [insert app name]” or “Launch [insert app name].”
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Compose and send a message via iMessage. Say, “Tell [insert name] [insert
message].” For example, “Tell Jason Rich | am running 15 minutes late.”

Add an event to the Calendar app. Say, “Set up a meeting on Wednesday,
November 14 at 10am to have lunch with Ryan at Morton'’s Steak House.”
This is shown in Figure 2.2. After you tap the Confirm button, a new event is
created in the Calendar app.

FIGURE 2.2

You can create new events in the Calendar app using Siri. Be sure to provide all the relevant
details, such as the event name, time, date, and location.

Obtain the latest scores for your favorite sporting events or teams. Say, “Did
the Boston Red Sox win?” You also can ask something like, “When is the

next [insert sports team]’s game?” or “Who won the last [insert sports team]
game?”

Access detailed directions between locations using the Maps app. Say, “How
do | get home from here?” or “How to | get to [insert name]’s house?” Siri can
look up details from the Contacts app or find major locations (such as land-
marks or airports) via the Internet. Thus, if you're in New York City, you could
ask Siri, “How do | get to LaGuardia Airport?”

Compose and send a Tweet via Twitter to your followers. Say, “Tweet [insert
message.]”
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Compose and post status updates on Facebook. Say, “Post to Facebook,
[insert message].” As shown in Figure 2.3, you could say, “Post to Facebook, |
am going out to lunch to Primos’s sandwich shop. Would anyone care to join
me?” Tap on the Post button to publish this status update on Facebook after
Siri transcribes what you've said.

FIGURE 2.3
Begin composing a status update for Facebook using Siri by saying, “Post to Facebook...”

Find a restaurant and/or make a reservation. Say, “Find a Chinese restau-

rant in [insert town or city]” or “Table for two at [insert restaurant name] in
[insert city] for tonight at [insert time].” As shown in Figure 2.4, when you
say, “Find a Chinese restaurant in Boston, Massachusetts,” Siri displays a list-
ing of related options. Each listing contains the restaurant’s name, category,
address, Yelp!'s star-based rating, Yelp’s price range, and the distance you are
from the restaurant’s location. Tap on any listing to view more information
about that restaurant.

TI P Siri can work with the free (and optional) Yelp! or Open Table apps to help
you find restaurants, access restaurant reviews or menus, and make reservations.
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FIGURE 2.4

Use Siri to locate restaurants, learn about them using data from Yelp!, and even book a
reservation using the free Open Table service.

Discover what movies are playing at local theaters. Say, “What movies are
playing nearby?” or “What movies are playing at [insert theater name]?” You
also can ask specific questions about any movie, such as “Who stars in [insert
movie name]?” or “Who directed [insert movie name]?” To read the latest
reviews for a movie, activate Siri and say, “Show me the movie reviews for
[insert movie title].” Siri will access the Rotten Tomatoes website and display
reviews that you can then read on the screen.

Play music using the Music app. Choose individual songs, or choose a playlist
that's stored on your iPad. Say, “Play [insert song title],” or “Play [insert artist
name, album title, or Playlist name].” As music is playing, you can also acti-
vate Siri and issue commands, such as Play, Pause, Skip or Repeat.

Compose and add items to a list using the Reminders app. Say, “Remind me
to..."” followed by the item you want added. You can include specific infor-
mation, such as a location or deadline. For example, you could say, “Remind
me to pick up my dry cleaning tomorrow at 6pm.” or “Remind me to pay my
credit card bill when | get home.”
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Compose and send an email message via the Mail app. Say, “Email [insert
name] about [insert message subject.]” Follow the voice prompts to then
compose and review the body of your email message.

Check the weather. Say, “What is the weather today?” or “What is the weather
forecast for tomorrow in New York City?” You can also ask to review the
upcoming long-term forecast by saying, “What's the weather forecast for
next week?” When you say, “What's the weather forecast for Los Angeles?”,
for example, Figure 2.5 shows what Siri displays while it's also speaking the
forecast. If, however, you ask, “What's today’s weather in Los Angeles?”, Siri
displays an hour-by-hour forecast for the current day (shown in Figure 2.6).

Obtain the latest stock quotes. Ask, “What is [insert company name]’s stock
price?” or “What did [insert company name] close at today?”

Set a wake-up call using the Clock app. Say, “Wake me up tomorrow at
7:15am.” or “Set an alarm for 8:00pm tonight.”

Discover what time it is in other cities. Ask, “What time is it in London?”

FIGURE 2.5
Obtain an extended weather forecast for any city using Siri, just by asking for it.
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FIGURE 2.6

You can also view the hour-by-hour weather forecast for today by altering your verbal request
slightly.

Set a timer. Say, “Set a timer for 15 minutes.” You can then say, “Pause timer,”
“Show timer,” “Resume timer,” or “Stop timer.”

Utilize information in the Contacts app. Ask, “What is [insert name]'s
address?” or “What is [insert name]’s phone number?” You also can say some-
thing like, “Message mom...,” or “Show me [insert name].” This last request
displays the contact’s entry on the tablet’s screen.

Find the location of your “friends” using the optional Find My Friends app.
Say, “Where is Emily?” or “Who is near me?”

Compose notes to yourself using the Notes app. Say, “Note that...” and dic-
tate your note. You can then display your notes by saying something like,
“Show me notes from [insert date].”

Perform searches on the Web. Say, “Search the Web for...."

Ask questions that require Siri to access the Internet to find an answer. Ask
something like, “What is the state flower for Nebraska?”

Perform mathematical calculations. Say, “What is two plus two?” or “What is
15 percent of $62.50?” As shown in Figure 2.7, Siri can be helpful when you
need to quickly calculate a server’s tip when dining out, for example.
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FIGURE 2.7
Ask Siri, “What is 15 percent of $62.50?” and the answer is calculated and displayed promptly.

N OTE When you ask Siri a question, in some cases it automatically
accesses the Internet and uses its artificial intelligence through a service called
Wolfram|Alpha to figure out what you're asking and provide you with the most
accurate response possible. For more information about how this works, visit
www.wolframalpha.com/about.html.

TI P When using Siri to dictate text or compose content for an email, instant
message, tweet, or Facebook posting, for example, be sure to proofread the tran-
scribed text carefully before sending it. Typos are common and could lead to you
sending or posting something embarrassing.

SIRI RELIES ON CONTENT IN CERTAIN APPS

Not only does Siri require Internet access to function, but to handle certain types
of requests, it needs access to data stored in various apps. As you begin using Siri,
you must provide details about who you are and who you're related to. This allows


http://www.wolframalpha.com/about.html
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Siri to know where you live, where you work, what your email address and phone
number(s) are, as well as who your mother, father, brother, sister, and other rela-
tives are.

Thus, when you say something like, “Remind me to defrost a steak for dinner when
| get home,” Siri will know where home is and remind you when you reach that
location.

SIRI TAPS IN TO DATA STORED IN THE CONTACTS APP

To fully customize Siri, create a detailed entry for yourself in the Contacts app. Be
sure to include your home and work addresses and properly label all your phone
numbers and email addresses. Also include details such as your birthday and
Twitter and Facebook account information, and use the Related People option
(shown in Figure 2.8).

FIGURE 2.8
Create a detailed entry for yourself in the Contacts app.

The Related People option in the Contacts app enables you to link to a record in
other contact entries that are somehow related, plus use labels, such as “Mother”
or “Father,” to describe the relationship.

First, create separate entries within Contacts for the people to whom you're
related, such as your mother, father, brother, sister, spouse, assistant, and/or



CHAPTER 2 | Interacting with Siri: Your Voice-Controlled Assistant

children. As you do this, be sure to properly use each field’s label, and differenti-
ate between home and work phone numbers, addresses, and email addresses, for
example.

As you're creating or editing your own Contacts entry, tap on the Add Field option.
Next, scroll down and tap on the Related People option (shown in Figure 2.9). One
at a time, link the entry for each related person by entering their name. Then, tap
on the appropriate label to select how that person is related to you. Set up sepa-
rate links in your own record for each relative.

FIGURE 2.9
In your own Contacts entry, be sure to include the people you're related to and label them
appropriately.

TI P As you create an entry in Contacts, if the person has a name that is difficult
to spell or pronounce, consider using the Phonetic First Name and Phonetic Last
Name fields in the entry. This enables you to also type and display the person’s
name as it sounds, as opposed to how it’s actually spelled. Doing this will also help
Siri understand what you're saying when referring to those people in the future. As
you're creating or editing an entry in Contacts, tap on the Add Field option to find
the Phonetic First Name and Phonetic Last Name fields.



-

After you've created your own detailed entry in Contacts, launch Settings, tap on
the General option, and then choose Siri. Make sure the virtual switch associated
with Siri is turned On. Then, tap on the My Info option and select your own entry in
the Contacts database to inform Siri who you are (shown in Figure 2.10). Now, Siri
will be able to refer to you by name and access details about you as needed.

FIGURE 2.10
It’s important to link your own entry in Contacts with Siri from within Settings.

Later, Siri will be able to use this information. You'll be able to say, “Call mom at
home,” and Siri will know who you're talking about, will be able to access that
record, and then obtain your mother’s home phone number, assuming it's properly
labeled and stored in the Contacts app. When you use the command “Call” with

Siri on the iPad, whenever possible, a FaceTime videoconference connection will
be established.

TI P Siri also needs to know where you are to be able to provide directions and
local weather forecasts, find local restaurants, locate your friends (related to your
location), and tell you what movies are playing nearby.

To do this, launch Settings, tap on Privacy, and then turn the master virtual switch
for Location Services to the On position. Next, scroll down and make sure the vir-

tual on/off switch associated with Siri is also turned on. This enables Siri to access
and use your exact location as needed to fulfill your requests.
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SIRI ALSO USES DATA FROM CALENDAR AND
OTHER APPS

Depending on your command or request, Siri uses information that's stored in
other apps as well. For example, you could say, “Show me appointments related to
Jane Doe,” and Siri will search your Calendar database for any appointments con-
taining “Jane Doe.” You could also say, “Search emails for John Doe,” to view any
incoming or outgoing emails related to John Doe.

Likewise, if you tell Siri to play Madonna, it launches the Music app and begins
playing songs by Madonna, assuming you already have Madonna songs stored in
your tablet.

When you use Siri with the Maps app or Mail app, for example, and say something
like, “How do | get to John Doe’s home?”, you'll need to have John Doe’s home
address already stored in your Contacts database so it can be accessed and auto-
matically entered into the Maps app. Or, if you say, “Email John Doe,” John Doe
must have an entry in your Contacts database that includes at least one email
address.

Remember, Siri can find major locations and landmarks on its own. If you're in
New York City, for example, you could ask Siri, “"How do | get to the Empire State
Building?” or “How do | find Lincoln Center?” You could also ask for information
relating to a local airport.

TI P By default, Siri determines where you are and finds the geographically
closest thing that you ask for. If you want to find something in another area,
city, state, or country, you'll have to ask for it specifically. For example, if you ask,
“Where is a gas station?,” Siri automatically shows you the gas stations closest
to your current location. However, if you ask, “Where is a gas station in Boston,
Massachusetts?” Siri shows the listings for gas stations in that area instead.

USING THE iPAD’S DICTATION FEATURE

Whether you're composing an email, an instant message, a document in Pages, a
tweet, or a Facebook status update, for example, you can use Siri or activate the
iPad’s Dictation mode to speak into your iPad and then have the tablet transcribe
your spoken words into text.
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TI P To activate Dictation mode anytime the iPad’s virtual keyboard is visible,
first place the cursor where you want to insert text by tapping on that location
on the screen. Next, tap on the microphone key. When you hear the tone and the
large and animated microphone icon appears (shown in Figure 2.11), start speak-
ing. When you're finished speaking, tap the microphone icon again. Your spoken
words are transcribed and inserted into the app you’re using.

FIGURE 2.11

When you're finished using the Dictation feature, tap the microphone icon again to stop
recording, have your iPad transcribe what you've said, and insert the text into the app you're
using.

As you do this, you can add punctuation, such as a period, comma, opening
quotes, closing quotes, or an exclamation point to your content by speaking it. For
example, you could say, “I am walking in the park period” and Siri transcribes that
as “l am walking in the park.” Siri or Dictation mode enables you to speak for up to
30 seconds at a time.

What is not yet possible using Siri or Dictation mode is switching between upper-
and lowercase letters as you dictate text. After a period, the iPad begins the next
sentence automatically with a capital letter, but you cannot custom capitalize
words within a sentence or phrase as you speak. You can, however, use the virtual
keyboard to go back and edit dictated text manually, if required.
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N OTE The difference between Siri and Dictation mode is that Siri enables
you to issue commands or requests to which your iPad will respond. The Dictation
mode simply records what you say, transcribes the words into text, and then
inserts that text into the app you're using.
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iBookstore. See iBookstore
Library screen, 332
opening eBooks, 332
page numbers, 334

PDF files, 335-336
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InstaCollage app, 105
InstaCollagePro app, 105
Instagram app, 104, 196-197
installing

apps, 207, 293-294

updates, 36
insurance, 363-364
international

Internet access, 322
settings, 37
Internet
Online Radio app, 347
searching with Siri, 56
Intuit apps
GoPayment, 319, 391
QuickBooks, 370
InvisibleSHIELD, 350
Invoice2Go app, 303-304
i0S
Development Program, 371
In Business website, 375
updating, 24, 233
iPad Smart Cover & Sleeve (J.W. Hulme
Company), 357
iPad-specific apps, 295
iPhone
contact numbers, 143
specific apps, 202, 295
iPhoto app, 169, 191
Albums screen, 192-193
benefits, 196
journals, creating, 195
sharing photos, 194
viewing and editing photos, 193-194

iTalk Conservative Talk Radio app, 347



itinerary management apps, 321

iTunes, 342
App Store. See App Store
Complete My Album, 341
Complete My Season, 341
gift cards, 200, 205
Match feature, 238, 243
purchases, 341
purpose, 231
renting movies, 341
settings, 45
Sync
App screen, 234-236
Books screen, 240
connection setup, 230-232
customizing, 232
File Sharing screen, 236
iCloud synchronization versus, 229-230
Info screen, 234
memory utilization statistics, 241-242
Movies screen, 238-239
Music screen, 238
Photos screen, 240-241
purpose, 231-232
ringtones, 237
Summary screen, 233-234
syncing Calendar app data, 122
sync progress, 242
TV Shows screen, 239-240
Wi-Fi Sync option, 36, 234
updating apps, 215

iWork for iPad apps. See also Keynote; Pages;
Numbers
benefits, 251-253
Copy/Cut/Paste commands, 259
Dictation mode, 253
external keyboards, 252
files, exporting, 253
iCloud integration, 252, 266-267
Select/Select All commands, 259

iZon Remote Room Monitor (Stem
Innovation), 395

J

Jambox Wireless Speaker (Jawbone), 388
JavaScript option (Safari app), 91
Jawbone’s Jambox Wireless Speaker, 388

lights, controlling 405

job searches, 306

Joby website, 385

journals, creating, 195

Jump Desk app, 272

Jumsoft Book Palette 1.0, 367

Juniper corporate intranet protection, 361
Junos Pulse Mobile Security Suite, 361
J.W. Hulme Company cases/covers, 357

K

keyboards
external, 379-382
iWork for iPad apps, 252
moving, 258
settings, 37
splitting, 258
virtual, 97-98, 258

Keynote, 252, 262-263
Copy/Cut/Paste commands, 259
documents, exporting, 253
formatting, 264
iCloud integration, 263, 266-267
Library screen, 263
playing presentations, 266
plus-sign icon, 264
remote, 263
Select/Select All commands, 259
Tools menu, 265

Kindle app, 297, 327

L

landmarks, finding, 61, 158
language, selecting, 19

Lantronix, 222

Layout tab (Pages), 255
LDAP-compatible applications, 152

Levenger
Alma Thomas Rollerball designer pen, 383
cases, 356
website, 386

lights, controlling, 394
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limousine service apps, 322
Line2 app, 304-305
LinkedIn app, 104

links (Safari app), 100

Location Services
enabling, 21, 156
Siri, 60
turning on/off, 29
locations
adding to contacts, 163
current location, updating, 160
details, 161
directions. See Maps app, directions
finding, 160
Info tab, 162
mapping, 160-163
Reviews tab, 163
sharing, 163

Lock screen, 361
Siri access, 360
viewing Notification Center, 130
wallpaper, 32-35

Logitech
Keyboard Case, 381
website, 386

loss protection, 362-363
Lusso Cartella case, 356
Lync, 269

M

magazines. See newspapers/magazines

Mail app

additional features, 87-88

attachments, 85-87

Auto-Correction, 84

badges, 73

Contacts app compatibility, 87, 139

email accounts
customizing, 71-72
managing, 72-74
multiple, 72
setup, 66-69
third-party apps, 88
web access, 88

Inbox, 74-76

launching from Contacts app, 148
mailbox folders, creating, 76
messages
alerts, 73
attachments, 79, 85-87
Auto-Correction, 84
composing, 83-85
deleting, 78
editing, 77
flagging, 79
forwarding, 80-81
headers, hiding, 79
moving messages to folders, 80
photos, 185-186
printing, 81
refreshing, 75
replying to messages, 80
retrieving, 69-70
saving unsent, 85
searching, 76
signatures, 85
spell checking, 84
viewing,74, 78
settings, 42
signatures, 85
Siri, 55
Spell Check, 84
VIP list, 81-83

MailShot Pro app, 88
Maps app

compatibility
Contacts app, 139
other apps, 166
current location, updating, 160
directions, 158-160
addresses, entering, 158
exiting, 160
landmarks/popular destinations, 158
route options, 159
Siri, 167
traffic information, 159
viewing, 159-160
Internet access, 155
launching
Contacts app, 148
Home Screen, 156
Location Services, enabling, 156
locations
adding to contacts, 163
details, 161



finding, 160
Info tab, 162
Reviews tab, 163
sharing, 163
viewing, 160-163
new features, 155-156
setup, 44
Siri, 52,61, 166-167
views, 156, 163-166
zooming in/out, 166

Marketcircle, Inc., 370
mathematical calculations (Siri), 56
MAX Go app, 345

memory utilization statistics (iTunes Sync),
241-242

messages. See Mail app, messages

Messages app, 276, 285-288
compatibility with Contacts app, 139
iMessage service, 44

microphones, 311, 387

Microsoft
Dynamics CRM, 318
Exchange-compatible applications,
syncing, 123, 151

Lync 2010 for iPad app, 269

Office compatibility, 268
Documents To Go app, 269-270
Documents To Go Premium - Office Suite

app, 269

formatting issues, 270
iPad edition of Microsoft Office, 269
Quickoffice Pro HD app, 270-271
remote access, 268, 272-273
third-party apps, 271

OneNote app, 305, 269

SkyDrive app, 269

Word documents, creating eBooks, 369

Mic-W microphones, 311, 387
MIE2i mobile headset (Bose), 389
Mint.com app, 323

mobile websites, creating, 376-377
Moleskine notebook pages, 299
Monster.com Jobs app, 306

movies
apps, 343-347
information (Siri), 54

Notification Center 407

iTunes Sync, 238-239
renting, 341
syncing, 238-239
multiple iPads, charging and synchronizing,
230, 366

Multitasking Gestures, 37

music
apps, 342
Complete My Album (iTunes), 341
syncing, 238
Music app
setup, 44-45
Siri, 54, 61

NBC app, 345
NeatMobile app, 225
Netflix app, 345
networks, selecting, 21

newspapers/magazines (Newsstand app),
336-338, 343
accessing purchased, 338
downloading, 338
new issue alerts, 338
purchasing, 337-338
reading, 338-339
subscription management, 339

non-AirPrint-compatible printers, 221
Printopia 2 software, 221-222
third-party apps, 223
xPrintServer, 222-223

NOOK app, 327

notes
apps, 298-299, 305
contacts, 146
eBooks, 334
Siri, 56

Notification Center, 28, 128-130
apps, launching, 130
customizing, 129-131
Do Not Disturb feature, 131-132
email message alerts, 73
launching, 129
newspaper/magazine new issues, 338
posting to Facebook, 131
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sending tweets, 131

Sleep Mode, 131

turning on/off, 28

View in Lock Screen option, 130

NPR for iPad app, 347

Numbers, 252, 259-261
AirPrint compatibility, 260
Copy/Cut/Paste commands, 259
files, exporting, 253
formatting, 261
iCloud integration, 266-267
Library screen, 260
opening spreadsheets, 261
plus-sign icon, 261
Select/Select All commands, 259
templates, 262
Tools menu, 262

NY Times icon (iBookstore), 330

(0

offline reading. See reading list
OneNote app, 269, 305
online banking apps, 323

online-based calendars, syncing, 123
online shopping apps, 297

Open Table app, 303

operating system upgrades, 24

Our Mobile Planet: United States, 377
Outlook apps, 88

P

Pages, 251
Copy/Cut/Paste commands, 259
documents
exporting, 253
formatting, 254-255
navigating, 257
opening, 254
full-screen mode, 258-259
iCloud integration, 266-267
Library screen, 253
photos/graphics, 255

plus-sign icon, 255

Select/Select All commands, 259
toolbar, removing, 257

Tools menu, 255-256

Pandora Radio app, 347
ParaSync system, 366

Parat Solutions, 366

parental controls, 37

Passcode Lock, 37-41, 234, 360

passwords
1Password Pro app, 295
AutoFill option (Safari app), 90
passcodes, 360

PBS app, 345

PDF documents, 307
editing, 306-308
PDFpen app, 226, 306-308
reading, 335-336

PDFpen app, 226, 306-308

pharmacy apps, 323

phone numbers (Contacts app), 143-144
phonetic spellings (Contacts app), 59
Photo Stream (iCloud), 45, 189-190
Photon Flash Web Browser app, 92, 308

photos
adding to contacts, 145
albums, creating, 179
Camera app. See Camera app
candid, 175
composition tips, 175-177
digital picture frame option, 35
emailing, 85-86
Facebook profile photos, importing, 145
focusing, 173,176
iCloud
limits, 244
Photo Stream, 45, 189-190
Shared Photo Stream, 191-192, 247-249
importing, 170-171
Instagram, 196-197
iPhoto app. See iPhoto app
iTunes Sync, 240-241
Pages documents, 255
Photos app. See Photos app
refrigerator magnets, 105



sharing with Instagram app, 104
syncing, 240-241

texting, 287

third-party apps, 196

wallpaper, 33-35

zooming, 173

Photos app, photos
adding to contacts, 186-187
albums, creating, 179
copying, 188
cropping, 182
deleting, 188-189
editing, 181-182
iCloud
Photo Stream, 45, 189-190
Shared Photo Stream, 191-192, 247-249
printing, 182-183
red-eye removal, 182
removing edits, 182
rotating, 181
saving, 182
sharing, 183-187
sharpening, 182
tweeting, 103
undoing edits, 182
viewing, 177-181

physical damage protection, 350
full-body cases, 354-357
protective skins, 352
screen covers and cases, 352-353
slipcovers, sleeves, pouches, 358-359
touchscreen films, 350-352

Picture Frame option, 35, 40
pictures. See photos
Pinterest, 197

plus-sign (+)
Keynote, 264
Numbers, 261
Pages, 255

Pocket Tunes Radio app, 347
Podcasts app, 343-344

popular destinations, mapping, 158
portable external speakers, 388
portrait mode (Safari app), 92
pouches, 358-359

preinstalled wallpaper, 32-33

red-eye, removing 409

presentations. See Keynote

printing
AirPrint-compatible printers, 220
email messages, 81
non-AirPrint-compatible printers, 221-223
photos, 182-183, 194

Printopia 2 software, 221-222
Privacy Screen (3M), 352
Professional Class 2 Microphone (Mic-W), 387

protection. See also security
data, 359-362
insurance, 363-364
physical damage. See physical damage
protection
theft or loss, 362-363

protective skins, 352
Pulse News app, 309-310

Q

gBooks app, 319

QuickBooks, 319, 370

Quickoffice Pro HD app, 270-271
QuickVoice Recorder app, 310-311

R

Readdle Scanner Pro, 226
Reader feature (Safari app), 99-100

Reading List (Safari app)
managing, 97
pages, adding, 95
viewing, 93
Recents list (FaceTime), 279
rechargeable battery packs, 384
recording
microphones, 387
QuickVoice Recorder app, 310-311
video, 174-175
recurring events (Calendar app), 115

red-eye, removing, 182
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refreshing web pages, 101 S
refrigerator photo magnets, 105
Related People option (Contacts app), 59 Saddleback Leather Company, 355, 359
Remember the Milk app, 311-312 Safari app, 65, 88
Reminders app, 124-126 address bar, 97-98
alerts, 126 bookmarks
launching, 124 adding, 96
Siri, 54 edltmg, 96-97
to-do lists syncing, 101
adding items, 125 viewing, 93
deleting, 127 customizing settings, 89-91

email access, 88

Flash compatibility, 91-92

history, 93

launching from Contacts app, 148

finding items, 128
marking off items, 125
multiple, 127-128

viewing, 127 -
VIPorbit versus, 317 privacy, 90-91
Reader feature, 99-100
remote access, 272-273, 312 Reading List
remote baby monitor, 395 managing, 97
Remote Desktop app, 272 pages, adding, 95
. viewing, 93

remote presehtatlons, 263 Search field, 98
Remove Duplicate Contacts app, 152 setup, 44
renting movies, 239, 341 syncing tabs with iCloud, 247

tabbed browsing, 99

replying, email messages, 80
PYing 9 title bar features, 92

Reset option (Settings app), 38 Back/Forward buttons, 93
restaurants Bookmarks/History/Reading List icon, 93
apps, 303,322 iCloud tabs, 93-94
searches/reservations (Siri), 53 Share icon, 94-95
restoring website viewing area, 100-101
factory settings, 234 Sanho Corp.
from backups, 21 HyperDrive Hard Drive for iPad, 390
Restrictions options (Settings app), 37 HyperDrive iFlashDrive, 391
RichardSolo 9000 mAh Universal Mobile Satellite view (Maps app), 165
Charger, 384 Scanner Pro by Readdle, 226
ringtones scanning documents, 223
contacts, 146 benefits, 226
syncing, 237 Doxie Go + Wi-Fi, 224-225
roaming features, 30 file formats, 226-227
Roll-Up Keyboard (Brookstone), 381 iConvert Scanner for iPad, 223-224

NeatMobile app, 225
rule of thirds (photo composition), 176-177 third-party apps, 226

screen covers, 352-353
Screen Protector film (3M), 352

screens
brightness, 31-32
wallpaper, 32-35



security
1Password Pro app, 295
corporate intranets, 361
data, 359-362
Encrypt Local Backup option, 234
Passcode Lock, 37-41, 234, 360
Safari settings, 90-91

Select/Select All commands (iWork for iPad
apps), 259

Sena Cases, 356

Settings app, 25-26
Airplane mode, 26-27
app-specific adjustments, 45-46
Calendars, 42
Cellular Data options, 30-31
Contacts, 42
email account setup, 66-69
customizing options, 71-72
retrieving new mail, 69-70
Facebook, 43
General, 35-38
iCloud, 41
iMessage, 44
iTunes & App Stores option, 45
Location Services, 29
Mail, 42
Maps, 44
Music, 44-45
Notifications, 28
Photo Stream, 45
Picture Frame option, 35, 40
Safari, 44, 89-91
screen brightness, 31-32
Twitter, 42-43
videos, 45
wallpaper, 32-35
Wi-Fi hotspots, 27-28
setup process, 19-25
Apple ID, 22
country/region, 19
data services, 24-25
iCloud, 23
language, 19
Location Services, 21
network, 21
upgrades, 21

Shared Photo Stream (iCloud), 191-192,
247-249

Skype app 411

Showtime Anytime app, 346
side switch, 37
signatures (email), 85
Siri
3G/4G connections, 51
asking questions, 56
Calendar app, 52
adding events, 116-117
data integration, 61
finding events, 119
Clock app, 135
commands, 51
Contacts app, 56-60, 140
dictation, 61-63
directions, 52
email, 55
enabling, 49-50
Facebook posts, 53
FaceTime calls, 51
friends, locating, 56
geographic functionality, 61
landmarks, finding, 61
launching apps, 51
Location Services, 60
locked screen access, 360
Maps app, 61, 166-167
mathematical calculations, 56
movie information, 54
Music app, 54, 61
non-hands-free responses, 51
notes, 56
Reminders app, 54, 125
requirements, 51
restaurant searches/reservations, 53
sports scores, 52
stock quotes, 55
text messages, 52
time in other cities, 55
timer, 56
tweets, 52
wake-up calls, 55
weather, 55
web searches, 56
Wolfram|Alpha service, 57

SiriusXM Internet Radio app, 347
Skinlt, 352

SkyDrive, 269

Skype app, 276, 284-285, 322
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Sleep Mode, 18
Auto-Lock option, 36
Notification Center, 131

sleeves, 358-359

slipcovers, 358-359

Smart Case (Apple), 353

Smart Covers, 18, 352

Smart Office app, 271

Software Update, 36

sound systems, connecting, 393-394
sounds settings, 38

speakers, 388-389

speaking text. See Dictation mode
Splashtop apps, 92, 272, 312
sports scores, asking Siri, 52
Spotlight Search (Settings app), 36
spreadsheets. See Numbers
Square app, 313-314, 391
SquareTrade, 364

Standard view (Maps app), 164
stands, 385-386

Staples app, 324

Starbucks app, 324

Stem Innovation iZon Remote Room Monitor,
395

stock quotes, asking Siri, 55
Stopwatch feature (Clock app), 135
streaming

content, 342-347

versus downloading, 339-340
stylus, 382-383
subscription-based apps, 212
SwingHolder website, 386
syncing

benefits, 229-230

bookmarks, 101

CalDAV-format calendars, 118, 123

calendars, 120-123

contacts, 150-152

iCloud. See iCloud

iTunes. See iTunes, Sync

multiple iPads, 230, 366

Targus website, 386
taxi service apps, 322

technical support
AppleCare, 69
syncing contacts, 152

templates
eBook, 367
Numbers, 262

text
Dictation mode. See Dictation mode
eBooks, 332-334
Pages, formatting, 254-255

texting, 276, 285-288

iMessage, 44

photos, 287

Siri, 52
theft protection, 362-363
Things for iPad app, 315
third-party insurance, 363-364
Timbuck2, 358
time in other cities, asking Siri, 55
Time Master + Billing app, 315
Time Warner Cable TV app, 345
time zones, 120
Timer feature (Clock app), 56, 135
title bar (Safari app), 92-95
to-do lists. See Reminders app

Tools menu
Keynote, 265
Numbers, 262
Pages, 255-256

Top Charts icon (App Store), 204
touchscreen films, 350-352

traffic information (Maps app), 159
Travel category (App Store), 321-323
travel guide apps, 321-322

Trip Advisor: Hotels, Flights, Restaurants app,
321

turning iPad on/off, 18
TV.com app, 346



TV programming
apps, 342-347
Complete My Season (iTunes), 341
interactive apps, 344
network apps, 344
syncing, 239-240
TWCTV app, 345
Twelve South, 357, 386
Twitter app, 102-104
adding accounts to contacts, 146
launching from Contacts app, 148
Siri, 52
tweeting photos, 187
sending tweets, 131
setup, 42-43

U

updates
apps, 214-216
current location, 160
installing, 36
i0S, 233
URLs, typing in Safari, 97-98
USA Anywhere app, 346
Usage option (Settings app), 36
USPS Mobile app, 324

\'J

Verbatim Bluetooth Mobile Keyboard, 382
Verizon Wireless data service setup, 24-25
VGA Adapter (Apple), 393

VGA monitors, 393

videos
editing, 175, 181-182
email attachments, sending, 85-86
conferencing, 275-276
recording, 174-175
setup, 45
syncing, 238-239
texting, 287
TV show episodes, 341-342
viewing, 177-180

websites 413

Villa ProCtrl, 386

VIP lists (Mail app), 81-83
VIPorbit, 153, 316-318

virtual keyboard, 97-98, 258
virtual meetings, 276, 281-283
VPN option (Settings app), 36

W

Wacom Bamboo Stylus, 383
wake-up calls, 55, 134-135
waking up from Sleep Mode, 18
Walgreen's app, 323

wallpaper, 32-35

warranties, 363

WatchESPN app, 345
WaterField Designs, 358
weather (Siri), 55

Weather Channel app, 346
Weather Channel Max app, 314-315
web, searching with Siri, 56
WebEx app, 283

websites
3M, 352
ACT!, 318
Adobe Creative Cloud, 368
Adobe Digital Publishing Suite: Single
Edition, 368
AirPlay compatible speakers, 388
AirPrint
Activator 2, 221
compatible printers, 220
Apple
accessories, 353
app development and distribution, 376
Genius, 69
ID, 23
iOS Development Program, 371
iOS in Business, 375
position on Flash support, 92
Smart Case, 353
Store, 295
Bang & Olufsen, 388
Belkin, 385, 394
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Blue Lounge, 385
Blurb.com, 368
BookBaby, 369
Bose, 388
BoxWave, 359
Brookstone, 223, 356, 383-385
calendars, 118
Cisco, 362
DataViz, Inc., 269
Decal Girl, 352
Doxie, 224
eBook templates, 367
eFax Mobile, 298
Evernote, 299
GoFlex Satellite wireless storage drive, 390
Go Mo, 377
Google mobile website development, 377
Griffin Technology, 385
HyperJuice, 385
iBaby Labs iBaby Monitor, 395
iBooks Author software, 365
iCloud, 243, 362
iHome, 389
IK Multimedia, 385
iKeyboard, 380
iMovie, 175
Incase, 385
Intuit, 391
Invoice2Go, 304
iTunes, 230
Complete My Album, 341
Complete My Season, 341
Match service, 238
Jawbone Jambox Wireless Speaker, 388
Joby, 385
Juniper Junos Pulse Mobile Security Suite,
361
J.W. Hulme Company, 357
Lantronix, 222
Levenger, 356, 386, 383
LinkedIn, 104
Logitech, 381, 386
Lusso Cartella, 356
Marketcircle, Inc., 370
Microsoft Dynamics CRM, 318
Mic-W, 311, 387
mobile, creating, 376-377
Neat Company, 225
Our Mobile Planet: United States, 377
Parat Solutions, 366

Pinterest, 197
Printopia 2, 221
QuickBooks, 319, 370
Quickoffice, Inc., 270
refrigerator photo magnets, 105
RichardSolo, 384
Saddleback Leather Company, 355, 359
Sanho Corp. HyperDrive Hard Drive, 390
secure connections, 361
Sena Cases, 356
Skinlt, 352
Skype, 285
Square app, 313, 391
SquareTrade, 364
Stem Innovation, 395
SwingHolder, 386
Targus, 386
Timbuk2, 358
Twelve South, 357, 386
Verbatim Bluetooth Mobile Keyboard, 382
Villa ProCtrl, 386
VIPorbit for iPad, 153
Wacom Bamboo Stylus, 383
WaterField Designs, 358
WebEx, 283
Windows iCloud Control Panel, 190
wireless printing, 183
Wolfram|Alpha service, 57
Worth Ave. Group, 364
Yelp, 163
Zagg, 350
Week view (Calendar app), 109
WeMo (Belkin), 394
Wi-Fi
downloading content, 340
hotspots, connecting, 27-28
Maps app, 155

video conferencing, 276
virtual meetings, 283

Windows iCloud Control Panel, 190
Wireless Keyboard (Apple), 380

wireless networks
international access, 322
selecting, 21

wireless printing, 217-218
AirPrint, 218-220
non-AirPrint-compatible printers, 221-223



wireless setup. See setup process
Wolfram|Alpha service, 57
word-processing. See Pages
World Clock, 133

Worth Ave. Group, 364

WSJ Live app, 346

X

Xfinity app, 345
XpenseTracker app, 319
xPrintServer, 222-223

Y

Yahoo! Calendar, syncing, 123
Year view (Calendar app), 111
Yelp app, 162, 319-320

y 4

Zagat Restaurants app, 303
Zagg, 350, 381
zooming

Maps app, 166

photos, 173

Safari app, 100

zooming
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