
iPad Functionality
The iPad has many short cuts and functions that 
will make navigating, collaborating and creating 

easier. 



This mini-lesson will walk you through how 
to perform some of the following functions:

• Taking a screen shot 

• Creating folders on your home screen 

• Deleting items such as an app 

• Using multitasking gestures



How to Take a Screenshot With an iPad
Taking a screenshot can be a great way to capture 
an image you found online, take a snapshot of an 

email, or just to have fun sharing something on your 
screen.

• Hold down the Sleep/Wake button, and while 
holding it, press and release the Home button. 
Then you can release the Sleep/Wake button. 

• Don't hold down both buttons together for too 
long - this will power off your iPad. You only need 
to "click" the Home button, not hold it.



• If the screenshot worked successfully, then you'll 
hear a camera shutter sound and see a white 
screen. 

• To confirm that you've captured the image, just 
look through your Camera Roll to see if the 
image appears there.  

• To find your Camera Roll, just click on the 
"Photos" app on your home screen. Your screen 
shot should be the last entry.



Creating Folders
• You can create a folder of icons on the iPad home screen. This is a great way to organize all 

of your apps. To do this, enter the "move state" by touching an iPad app and holding your 
finger down on it until the app icons are jiggling. 



• You can move an app around the screen by keeping your finger pressed down to the icon 
and moving the finger on the display. 



• Create a folder by 'dropping' an app on top of another app. Notice that when you move an 
application's icon on top of another app, that app is highlighted by a square. This indicates 
that you can create a folder by lifting your finger, thereby dropping the icon on it. And you 
can put other icons in the folder by dragging them to the folder and dropping them on it. 



• When you create a folder, you will see a title bar with the name of the folder on it and all of 
the contents below it. If you want to rename the folder, simply touch the title area and type in 
a new name. (The iPad will try to give the folder a smart name based on the functionality of 
the apps you have combined.)



Deleting Objects
• If you no longer need or want 

an app that is on your home 
screen, you can delete it. 

• Again, enter the "move state" 
by touching an iPad app and 
holding your finger down on it 
until the app icons are 
jiggling. 

• Tap the "x" on the top left of an 
icon to delete.



Multitasking Gestures
• Multitasking gestures are a great way to help 

you navigate quickly and more easily through 
your iPad. 

• First, be sure that you have multitouch gestures 
enabled. 

• Go to Settings, then General, then toggle the 
Multitasking Gestures switch to On.



Basic Gestures
• Use a four or five finger pinching motion to close 

the current app and go back to the home 
screen. 

• Use a four or five finger vertical swipe to open 
the app bar at the bottom of your iPad's screen. 

• Use a four or five fingered horizontal swipe to 
move through open apps.



iOS7 Multitasking Menu
Access the multitasking menu by double tapping the 
home button or swiping up with four fingers from your 

home screen. This will allow you to quickly toggle 
through all open apps. Terminate an app by swiping it 

up from this menu.


