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What will be covered in this lesson…

• 6 Ways to Create a new Note

• Delete a Note

• Recently Deleted Folder

• Pin a Note

• Create a checklist

• Format a Note

• Add an attachment (Website)

• Create a New Folder


• Moving and re-ordering Folders

• Creating Sub-Folders

• Moving Notes

• See your Notes in Gallery View

• Scan a document

• Draw in a note

• Searching Notes

• Note Settings

BECOME A GOLD 
MEMBER 

Receive 2 x 1 hour lessons 
just like this every month 
including notes like this for

ONLY $29/mth

OR pay annually and 
SAVE 45%

SPECIAL 
ONLY $190/yr

That’s only $7.92 per 
lesson

Join The iPad Man’s Online School

Like what you see here and want to save money?

EXCLUSIVE LINK TO SPECIAL: iPadLessons.com.au/TheiPadMan

iPadLessons.com.au & TheiPadMan.com.au are independent websites and have not been authorised, 
sponsored, or otherwise approved by Apple Inc.
Apple, iPad, iPhone and Mac are trademarks of Apple Inc., registered in the U.S. and other countries.
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If you hold your finger 
down on the Notes App 
a shortcut menu will 
appear giving you the 
option to

Create a New Note, a 
New Checklist, a New 
Photo for a Note,
Scan a Document

Or see all windows of 
Notes you may have 
open.

After tapping on the 
Notes App icon look for 
the “New Note” icon in 
the top right corner of the 
screen.

Tap the icon

Create a Specific New Note from the App Icon

Create a New Note from with the Notes App
Creating a New Note
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Holding your finger on 
the “New Note” icon 
from Control Centre will 
also reveal a shortcut 
menu where you can 
once again…

Create a New Note, a 
New Checklist, a New 
Photo for a Note or
Scan a Document

These Shortcuts are 
useful when you want to 
open something other 
than a plain Note.

You can create a Note 
whilst you are on any 
Page or within most 
Apps.

Just swipe down from the 
top right corner of an 
iPad or iPhone X or later.

iPhone 8 or earlier you 
need to swipe up from 
the bottom of the screen.

Tap the “New Note” icon 
to start a new note. It 
may be in different 
location to my one shown 
here.

Create a Specific New Note from Control Centre

Create a New Note from Control Centre

mailto:support@ipadlessons.com.au
http://www.ipadlessons.com.au
http://facebook.com/theipadman


iPad Lessons
for Seniors!

1300 12 12 59 
support@ipadlessons.com.au


ipadlessons.com.au

facebook.com/theipadman

© 2020 Colin Dunkerley - The iPad Man Page  of 5 23

And yet another way to 
start a new Note (or add 
to an exisiting note) is to 
use your Apple Pencil.

From a locked iPad with 
the screen off it is 
possible to tap the 
screen with your Apple 
Pencil and the Notes 
App will open ready for 
you to start a new note 
or add to the last note 
worked on.

Another alternative is to 
have Siri create the Note 
for you.

You can ask Siri to start a 
note with a title or add to 
an exisiting note.

This takes a bit of 
practice as you have to 
remember the terms Siri 
needs to hear to create 
and add to notes.

Create a New Note with an Apple Pencil

Create a New Note with Siri
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Any Notes you delete 
will go to the Recently 
Deleted folder which will 
be at the bottom of your 
list of Folders.

Notes can be recovered 
for 30 days after which 
they will be permanently 
deleted with no 
recovery.

To Delete a Note just 
swipe from right to left in 
the list view of your 
Notes.

Handy for deleting 
multiple notes quickly or 
just tap the Delete icon in 
the top right row of 
menus on an individual 
note.

Recently Deleted Folder

Delete a Note
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Any Pinned Notes (you 
can have more than 
one) will show at the top 
of the individual Folder 
they are in and also at 
the top of the “All 
iCloud”  Folder iew.

If you are working on a 
Note regularly it may be 
worth Pinning it to the top 
of the list. 

Swipe fro left to right in 
the left panel to pin it to 
the top of the folder.

Pinned Notes 

Pin a Note

Tap the tick within the 
circle at anytime to start 
a checklist.

In this example this a 
Shared Shopping List 
and the items checked 
off are being done by 
Tianne as she is 
shopping whilst I create 
these notes.

Checklists

Checklist
Icon

mailto:support@ipadlessons.com.au
http://www.ipadlessons.com.au
http://facebook.com/theipadman


iPad Lessons
for Seniors!

1300 12 12 59 
support@ipadlessons.com.au


ipadlessons.com.au

facebook.com/theipadman

© 2020 Colin Dunkerley - The iPad Man Page  of 8 23

The finished Checklist.

You may be prompted 
for auto-sorting of your 
Checklist.

That means as you 
check off an item it 
magically moves to the 
bottom of the list only 
leaving the items you 
still need to check off.

Sometimes you start 
typing a list that you later 
wish you had created as 
a Checklist. 

Just select the text by 
double tapping the first 
word and then dragging 
the yellow circle to the 
bottom of the list 
(Selecting all the text).

Once you have the text 
selected tap the tick 
within the circle above 
the “P” key and your list 
will turn into a Checklist

Turn Basic List into a Checklist

Turn Basic List into a Checklist
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Here you can see text 
formatted as a Title, 
Heading, Subheading, 
Body, Monospaced.

There are also some 
basic unordered and 
numbered lists as well as 
bullet points.

You can also create basic 
tables but once again if 
you need a more 
advanced table features 
then you should be using 
the Numbers App or 
Excel App.

You can do some basic 
formatting of your Notes. 

Remember if you want 
more formatting than 
available here you should 
probably be using the 
Pages App or Word App.

Tap the “Aa” icon to see 
the formatting menu.

It only has about 14 
options but that should be 
plenty for making notes.

Formatting Your Notes

Formatting Your Notes
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When you send 
websites to the Notes 
App in this way it will 
automatically title the 
Note and include a main 
image if one is 
available.

This makes your Notes 
searchable something 
you cannot so with a 
screenshot.

Tap under “Save To” to 
choose which folder to 
save your Note to.

Otherwise you can 
move it later.

This is one of the best 
ways to save things like 
recipes to Notes (don’t 
screenshot them!)

By tapping the Share 
icon (arrow pointing up 
from square) you can 
send a webpage link to 
the Notes App (amongst 
others)

Tap on the Notes App 
icon and watch the recipe 
magically appear in 
Notes

Viewing Attachment in Note

Add an Attachment (Link Safari /Photo from Photos App)
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I may have gone a bit 
overboard recently with 
my Emoji Note labels 
but using Emojis can 
help make a Folder or 
List stand out from the 
rest. 

When you can see a 
Folders heading at the 
top of the left column 
there will be a “New 
Folder” option at the 
bottom right of the left 
column.

If you haven’ yet created 
Folders you may only see 
a Folder called Notes and 
maybe Recently Deleted.

Tap “New Folder” to start 
the process of organising 
your Notes.

Give Your Folder a Title. You can use Emojis to make them stand out

Creating Folders
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You can now drag 
Folders into any order 
you like by placing your 
finger on the 3 
horizontal lines and 
dragging up or down 
the list.

You can also create 
Sub-folders by putting 
one Folder on top of 
another.

I find this a bit hit and 
miss so recommend the 
next option as an easier 
way to create Sub-
folders.

From the Folders view 
tap “Edit”

Re-order Folders

Moving/Re-ordering Folders
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Scroll through your list 
to find the Folder you 
would like to put this 
Folder inside and then 
tap it.

Tap on the 3 tiny dots 
within a circle next to the 
3 horizontal lines.

A pop up menu will allow 
you to Share this Folder 
with someone (see Page 
17), Move this Folder 
(into another Folder), 
Rename the Folder or 
Delete it.

Create a Sub-folder

Create a Sub-folder
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Tap on the circle to the 
left of every note you 
would like to move and 
then tap “Move to…” in 
the bottom left corner.

Then see page 15

You can also Select 
multiple Notes and then 
tap Delete in the bottom 
right corner of the left 
column to delete many 
Notes at one time.

After creating Folders you 
may want to tidy up your 
Notes and move them 
too.

From the Notes Folder 
list view tap on the 3 
small dots inside the 
circle in the top right 
corner of the left column.

Then tap “Select Notes”

Moving Notes

Moving Notes

From other Folders the 3 dots may 
give you more options
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BECOME A GOLD 
MEMBER 

Receive 2 x 1 hour 
lessons just like this 
every month including 
notes like this for

ONLY $29/mth

OR pay annually and 
SAVE 45%

SPECIAL 
ONLY $190/yr

That’s only $7.92 per 
lesson

Once you have Selected 
Notes again you can 
scroll through the list of 
Folders you want to move 
them to.

Just tap the Folder name 
and all Notes will be 
moved.

Join The iPad Man’s Online School — TheiPadMan.com.au

Moving Notes

EXCLUSIVE LINK TO SPECIAL: iPadLessons.com.au/TheiPadMan
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You can now see your 
Notes in a Gallery View.

You can adjust the slider 
at the top right of your 
screen to adjust the size 
of the thumbnails.

There is also a small 
menu icon (3 dots in a 
circle) that allows you to 
Select multiple Notes at a 
time do similar functions 
as described previously 
in these Notes. 

You can also change the 
sort order of your Notes.

If you have a lot of visual 
Notes then you may 
prefer to look at your 
Notes as thumbnails not 
lists.

Pull down on the left 
column list view to reveal 
the Search bar and a 
small yellow grid of 4 
squares.

Tap the squares.

Adjust Thumbnail Size and Sort Order

Change the View
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Some apps use 
different icons or words 
to access the Markup 
features.

As an example 
Evernote uses “Sketch” 
and Microsoft uses 
“Draw”.

Whenever you see 
these names or names 
with similar meaning an 
Apple Pencil would be 
an advantage to use.

Pushing or holding on a 
thumbnail will give you a 
pop up menu allowing 
you to Pin the note, Lock 
the Note, Share the Note, 
Move the Note or Delete 
it.

Choose How To Share

Share Folder
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Hold you iPad or iPhone 
over the document and your 
device will automatically 
detect the document and 
take the photo.

It will detect the edge of the 
document and crop 
automatically and also rotate 
it if senses the text written is 
not going across the 
document.

You should not need to tap 
the white shutter button if the 
background contrasts with 
the document and you are 
holding it steady.

From any of the Scan 
Shortcuts mentioned earlier 
or by tapping the Camera 
icon within a Note and then 
tapping “Scan Documents” 
you can open the Notes 
Scanner.

Your device will 
automatically detect the 
edge of the document and 
crop to the edges and also 
rotate it if senses the text 
written is not going across 
the document.

You should not need to tap 
the white shutter button if the 
background contrasts the 
document.

Rotate or choose what type of scan

Scan Document
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Amazingly after you 
have scanned a 
document all text within 
that document will be 
searchable and it will 
create a Title of your 
Note form any text it 
recognises near the top 
of the document.

At this point you could 
also markup or fill out 
the document or sign it.

You can still manually 
Crop, Rotate or change 
your document from 
Colour to Greyscale, 
Black and White or as a 
Photo.

There are also options to 
delete it or Retake it.

OCR Software Creates Title From Scanned Content 

Rotate or choose what type of scan
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You can narrow down 
your search by tapping 
one of the preselected 
forms of documents.

Tapping in a blank 
Search field should show 
this as a first option.

You can instantly see all 
Shared Notes, Locked 
Notes, Notes with 
Checklists, Notes with 
Drawings, Notes with 
Scanned Documents and 
Notes with Attachments 
(Like website links or 
photos)

You can search for any 
word within your Notes 
be they…

Typed,
Handwritten,
Scanned,

Or whether they are in 
the Title, Heading or body 
of the Note.

In this example I have 
seared for blueprint and 
the scanned document 
has shown in the result 
even though I never 
typed a word.

Filter Your Search

Search Notes
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I recommend having 
“Save to Photos” turned 
off so that if you use 
Notes to take photos of 
a room or furniture for 
reference or idea that 
they do not fill up your 
Photos App.

You wouldn’t put photos 
of the lounges you are 
looking at in your Family 
photo album.

“Lines & Grids” and 
"Accessing Notes from 
Lock Screen” are only 
for owners of an Apple 
Pencil (see next page)

Open the Settings App 
and then scroll down the 
left side until you find 
Notes.

You can choose the 
default behaviour of your 
Notes App.

Choose if you want your 
Notes sorted by Title, 
Date Created or Date 
Edited.

Turn Off Save To Photos

Notes Settings

mailto:support@ipadlessons.com.au
http://www.ipadlessons.com.au
http://facebook.com/theipadman


iPad Lessons
for Seniors!

1300 12 12 59 
support@ipadlessons.com.au


ipadlessons.com.au

facebook.com/theipadman

© 2020 Colin Dunkerley - The iPad Man Page  of 22 23

For security reasons it 
is worth considering 
how you leave this set 
up but generally I find 
that if I am at a meeting 
I take notes and then 
the screen goes off and 
I want to start again so I 
leave this reasonably 
open for convenience.

At worst someone could 
use you Apple Pencil so 
see your last Note even 
when your iPad is 
locked.

If you do like to take a lot 
of hand written Notes 
with your Apple Pencil 
then I recommend using 
lines to keep your writing 
neater.

You have other choices 
based on the type of 
Notes you take. You may 
be someone who likes to 
draw shapes and prefers 
the small grid option.

You can always override 
the default setting in each 
individual Note.  

Access Notes From Lock Screen Settings 

Lines and Grids
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BECOME A GOLD 
MEMBER 

Receive 2 x 1 hour 
lessons just like this 
every month including 
notes like this for

ONLY $29/mth

OR pay annually and 
SAVE 45%

SPECIAL 
ONLY $190/yr

That’s only $7.92 per 
lesson

Join The iPad Man’s Online School 

TheiPadMan.com.au

EXCLUSIVE LINK TO SPECIAL: iPadLessons.com.au/TheiPadMan
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