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Use the Files app on your iPhone & iPad. 
View and manage your files from any iPhone, iPad or Mac. The 
Files app makes it simple to find what you're looking for, no matter 
what device you're currently using.

 iCloud brings it all together



The best cloud storage services for Apple users 

Access all your stuff, anywhere, anytime. 

Staff  Writer Jason Cross Macworld Mar 11, 2021
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https://www.macworld.com/article/231363/the-best-cloud-
storage-services-for-apple-users-2.html

https://www.macworld.com/article/231363/the-best-cloud-storage-services-for-apple-users-2.html
https://www.macworld.com/article/231363/the-best-cloud-storage-services-for-apple-users-2.html
https://www.macworld.com/article/231363/the-best-cloud-storage-services-for-apple-users-2.html
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Best 
Cloud 

Services



5

Note: Full features of organizing files and folders iPad must be in 

landscape mode

Set up iCloud Drive ……………………………………..… 

Documents that you store in iCloud Drive stay up to date across all 

of your devices, and you can access them from your iPhone, iPad, 

iPod touch, Mac, or PC, and on iCloud.com.

https://support.apple.com/en-us/HT204025

https://support.apple.com/en-us/HT204025


• Where is the “File App” on the iPad 
• Organize Files and Folders on iPad 
• Get to know your files on your iPad  
• How to Add/Delete files to your files app 
• How to add tags- color-coded or custom-named tags 
• Share and collaborate with others 
• Reference Summary

What we will discuss…
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Files is a file management app 

https://en.wikipedia.org/wiki/File_manager
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persistent  
search bar 
allows for 

finding files 
inside folders, 

though not 
inside other 

apps.  
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Files & Folders 
stored locally  
on the iPad

Suppose 
you had no 

Wi-fi or  
iCloud was 

Off line?
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Looking 
for the 

App File if 
you don’t 

see it.

Search

To Reveal  
Search 

Two fingers 
Swipe down 

On Home 
screen 



The iPad Dock

13 Apps Max 
On the 
Dock
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Where is 
the files 

App?

Bonus tip
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Scan Documents 
 in Camera app

Scan Documents

Tap Ellipses 

Side Bar 

Bonus tip Shows Menu
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Add a Folder

Tap Folder with + sign 
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Nam
e y

ou
r fo

lderZelda Shmidlap file.

Nam
e y

our fo
lder

Adding a 
Folder  

& 
Name it 
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Change between icon, 
list and column view

Change how the items 
are sorted

Locations Change how files and folders are sorted
Tap...
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To open a file 
Get details 

Options 
 Tap Info 

Press & Hold

Tap 

Shows 
Menu
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Opens the file Tap

Additional Info 
Shows File Path 

“Where”
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… Select items

Share       Duplicate      Move          Delete              More

Choose from 
the five 

Choices below
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Tap Ellipse
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Press Hold Drag
Rearrange  Folders 
 press  
 hold  
 drag 

Edit Side Bar
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Tap minus 

Delete 

Tags 

Folders 
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Favorite

Press & Hold

Example of 
Favorite
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Unfavorite

Press & Hold

Example of 
Unfavorite
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 Tags

Press & Hold

Naming
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Tapping on 
Tags 

Reveals 
Colored-Coded 

Menu

To Add New Tag
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Naming the Tag 
With a Color 

Or 
Replace 
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Adding 
additional 

Tags

Press Hold
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Sharing File- Step #1
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  Want to share or collaborate live with someone?

Share            Duplicate        Move            Delete           More

Tap Share 

Sharing - Step #2
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Tap  
More

Using the 
More option

Share              Duplicate               Move                  Delete           More                                                   

,
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Files is a file management app 

Files allows users to browse local files stored within apps, as well as files 
stored in cloud storage services, including iCloud, Dropbox, Google Drive, 
and OneDrive.  
It allows for the saving, opening and organization of files, including 
placement into structured folders and sub-folders. 
iPads are able to drag-and-drop files between Files and other apps, while 
iPhone users are limited to drag-and-drop inside Files itself.  

Files App Overview

Further organization can be done through the use of color-coded or custom-
named tags, and a persistent search bar allows for finding files inside folders, 
though not inside other apps.  

https://en.wikipedia.org/wiki/Dropbox_(service)
https://en.wikipedia.org/wiki/OneDrive
https://en.wikipedia.org/wiki/IPhone


• Where is the “File App” on the iPad 
• Organize Files and Folders on iPad 
• Get to know your files on your iPad  
• How to Add/Delete files to your files app 
• How to add tags - color-coded or custom-named tags 
• Share and collaborate with others 
• Finally - Reference Summary
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Today we covered. . . 
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Reference Summary:

Organize files and folders in Files on iPad
https://support.apple.com/guide/ipad/organize-files-and-folders-ipadeb120505/ipados

See also
Change how files and folders are sorted

Change to icon, list, or column view
iPad User Guide

About collaboration for Pages, Numbers, and Keynote
https://support.apple.com/en-us/HT206181

Link: 
Link: 

 .App File Overview Source:

https://en.wikipedia.org/wiki/Files_(Apple)

Link: 

Link: 

https://support.apple.com/guide/ipad/organize-files-and-folders-ipadeb120505/ipados
https://support.apple.com/guide/ipad/view-files-and-folders-ipad49b77901/14.0/ipados/14.0#iPad7706af4a
http://Change%20to%20icon,%20list,%20or%20column%20view
https://support.apple.com/en-us/HT206181
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Silver Platter Serving Home work assignment 
Due in May

The End 
????

Thank You 
for 

Your attention

Learn,Share,Teach


