
Keyboard Shortcuts for iPhone & iPad  
 
Master these keyboard shortcuts to speed up touch typing on your iPad, iPhone or iPod  
 
Tip #1: If you want to type special characters with accent 
marks (like the letters à or è), simply hold down the 
corresponding alphabet key for a while and it will pop-up a list 
of related accented characters for you to choose from.   Keep the 
key held down while making a selection or the choices will 
disappear. 
 
Tip #2: When you are done typing a sentence, double-tap the space bar on the keyboard 
and it will automatically insert a dot followed by a space. The next letter that you type will 
be written in uppercase without you having to press the Shift key. 
 
Tip #3: The iOS keyboard is pretty smart at adding apostrophes. For instance, if you need 
to type “doesn’t”, just forget the apostrophe and quickly type “doesnt” – the keyboard will 
automatically insert the apostrophe at the appropriate place. You can also press and hold 
the comma key to get the apostrophe without switching to the numeric keyboard. 
 
Tip #4: The numeric keyboard (.?123) on your iOS device 
shows the dollar ($) symbol by default. However, if you need to 
type the Pound or the Euro currency symbol, just hold the $ key 
and you’ll see a long list of alternative currency symbols. 
 
Tip #5: If you want to change the style of quotation marks or 
need to use a longer dash punctuation mark instead of the default 
hyphen, press and hold the corresponding key.  For typing the 
degree symbol in your email message, switch to the numeric 
keyboard and hold the ’0′ key for a while.  
 
More tips next month. 
 
 

Submitted by IT for the Terrified : 

The Old Cowshed, Station Road, Cheddar BS27 3AG 

01934 741751        www.itfortheterrified.co.uk   itfortheterrified@btconnect.com  
Closed for the whole of August – reopens Thursday, 4

th
 September 

Call in to one of our Open House sessions to find out more –  

Thursday, 11th September 10am or Friday, 12th September at 1.30. 

We also run a Computer Club Drop in session 1.30-3.30 Thursday afternoons.  Call in for a quick word of 

advice/help/info. 
This article is for guidance only, and the opinion of the writer.  For more in depth information, please contact us. 

We offer individual training, at a pace to suit you; a session lasts 2 hours and costs £10. We can cover a range of 
subjects – including absolute basics; photo management; shopping online; emailing; Word processing, 

spreadsheets; basic web design; etc. on a range of devices, including Windows XP/Vista/W7/W8: Macs: Tablets: 
iPads: smartphones.  

See our web site or contact us for further details. 

Or if you can spare two hours and week have skills on any level – especially iPad – that you would like to share 

with others, please get in touch. 
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