
Using AirDrop to Share Files 

While you can always email files to individuals from your iPad, it may be faster to 
share files using AirDrop. This allows you to immediately send items like photos or 
documents to the people in your immediate vicinity with both Bluetooth and Wifi 
enabled.  

Before You AirDrop 

Even if all recipients are nearby, there are a few set-up steps that need to occur 
before you can share files with AirDrop: 

●​ All recipients should have Bluetooth and Wi-Fi turned on and Personal 
Hotspot turned off. 

●​ All recipients should have their AirDrop receiving functionality set to 
“Everyone for 10 Minutes” assuming they are not already in your contacts. 
See the instructions in the next section to change these settings.  

Changing Your Receiving Settings 

Use the following instructions to receive files from people sharing with AirDrop. 

1.​ Swipe down from the top right corner of your iPad to access your Control 
Center.  

2.​ In the top left box of your Control Center, locate and select the AirDrop 
symbol (beside the Airplane mode symbol and above the Bluetooth 
symbol). 

3.​ Select the “Everyone for 10 Minutes” option from the menu that expands. 
4.​ Tap anywhere outside of the Control Panel to exit these settings and receive 

files. 

This can also be set up in your Settings app by selecting General, then AirDrop, 
and Everyone for 10 Minutes. 

Sharing Files with AirDrop 

After the recipients have allowed files to be received, complete the following 
steps to share with them. 

1.​ Open the photo or document you would like to share.  



2.​ For PDFs, select the three dots symbol and choose Send a Copy. You do not 
need to complete this step for photos. 

3.​ Select the Share button. 
4.​ Locate and choose the AirDrop app from the list in the pop-out menu. If this 

does not appear in your list, scroll all the way to the right and choose More. 
AirDrop should appear in the More menu. 

5.​ Select the individuals you would like to share the file with on the following 
menu. Any recipients you select will receive a notification to accept or 
decline the AirDrop file. 

6.​ When you have finished sharing your file, select Done from the top right 
and continue your workflow. 

If you are sharing from the Photos app, you can select multiple photos by swiping 
left or right and selecting all relevant photos.  
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