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Skills to be covered during “iPad Basics” seminar:

Exterior Tour

A. If you have a cover, make sure it is on securely – one was not and fell to the floor, while the cover remained in user’s hands
B. Top – headphone jack – sleep/wake button – microphone (tiny dot, top, center) – Careful when headphones attached… don’t pull iPad off table!
C. Bottom – speaker(s) – 30-pin connector for charging / docking / interface

D. Right Side – volume control – slide switch (either mute, or screen rotation lock)
iPad 3G would have a MicroSIM card slot

E. Back – camera

F. Front – home button (press at any time to display home screen) – front camera – touch screen (hi-res)

G. Screen – Hi res, glass touch screen – can install a "screen protector".  To clean, turn iPad off, clean with damp "lint-free" cloth.  Use water only, no chemicals!
Turning the iPad On and Off
If  iPad is asleep, tapping the sleep/wake button, or the home button, will wake the iPad.  If it “off”, holding the sleep/wake button in will power it on.
If iPad is on, tapping the sleep/wake button will put it into “sleep” mode.  Hold sleep/wake until red arrow appears at top of screen and you can turn it off.

Hard Reset

If your iPad doesn’t seem to be working right, hold the home and wake button until you see the apple logo.  This usually will fix misbehaving apps.

Sync with iCloud
iCloud is Apple’s free service for keeping your iPad synchronized.  

Settings > Mail, Contacts, Calendars > iCloud


Account:  Your apple ID account, and you can upgrade your storage plan (for a fee)


Turn on the items you want to synchronize

Find my iPad 
Settings > Mail, Contacts, Calendars > iCloud


Turn on “Find My iPad” (it is off by default) – Using your iCloud account you will be able to locate your iPad on a map, remotely lock it, send a message to it, sound an alarm, or erase it
iPad Status Bar
Tiny icons are displayed a the top of the iPad screen, which provide information about the current state of your iPad:
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 WI-FI:  If you see this icon, it means your iPad is connected to the internet, over a WI-FI network.  The more lines you see (up to 3) the stronger the WI-FI signal.
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This icon tells you that some netowrk or other activity is occurring, such as sending or receivein e-mail or loading a web page.
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 Lock:  the lock icon tells you when your iPad is locked.  
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 Bluetooth:  indicates the state of your iPad’s Bluetooth connection.  Gray indicates bluetooth is on but no device is connected.  White indicates onr or more devices are connected.  If you do not have a bluetooth icon at all, bluetooth is turned off.
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 Screen orientation lock.  Icon appears when screen rotation lock is engaged
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 Battery:  Reflects the level of your battery’s charge.

Home Screen
To get to your Home screen, tap the Home button.  If the iPad was asleep, the “unlock” screen will appear.  After it is unloacked, you see whichever page / app was on the screen when the iPad went to sleep.  If it’s not the home screen, tap the Home button again.

Rearrange icons on your Home Screens:  Press and hold any icon until all the icons begin to “wiggle”.  Rearrange / delete as desired.  To put icons into a folder, drag one on top of the other, then name the created folder.
The “Home” Double Tap

Tapping your Home button twice will open a window which will display all of your open programs/apps.  If you find your iPad running slowly, perhaps closing some of these will restore its speed.  Scroll right to see more apps.  Scroll left to see brightness/volume/mute control buttons.  To close an app, press and hold an icon until icons start to wiggle.  Pressing the minus sign will close the app.  Pressing the home button again will stop the wiggling.
Requiring Passcode to unlock

1. Settings > General>Passcode Lock

Require Passcode – select the time period before a passcode will be required

Simple Passcode (a 4 digit number) – Turn on

Lock screen so it does not flip

1.  Settings > General



Under “Use Side Switch to:”, select either “Lock Rotation” or “Mute”



Note:  You can always use the “volume” rocker switch to mute sound, by turning it all the way down.

2. Double tap Home button, scroll left, tap [image: image7.png]


, which will lock the screen, changing this icon to: [image: image8.png]


.
Tap again, to unlock.
Connect to WiFi
How to connect to another wifi network (Have an additional wireless network in the room for demonstration)


Tools>General>Network>Wi-Fi>Choose a Network
Basic Apps Tour (the apps which come with the iPad)
	App
	Description

	Messages
	Send and receive unlimited messages with iPad, IPhone, IPod (any iOS 5 device)

	Calendar
	Can be used to synchronize with your school "MS Exchange" calendar

	Notes
	Type notes to yourself.
First line becomes Note "title"

+ (Upper right corner) Starts a new note page

"Search" – look for notes which contain search string

	Reminders
	To do Lists, reminders, synch with Mac Computers

	Maps
	Street maps, satellite imagery, directions, nearby restaurants, attractions

	YouTube
	View / Search for videos from YouTube.com

	Videos
	Repository for your movies, TV shows and Music videos


Connect to Saint X Email  (Charley or Frank has to change a setting on server for this to work)

Settings>Mail, Contacts, Calendars>>Add Account…

Microsoft Exchange… example values:


Email:  hulsmanf@saintxfac.com

Domain:  stxacad for teachers or stx for administration


Username:  hulsmanf


Password:  the one used for email


Description:  St X Email (or whatever you choose)

Email Settings


Settings>Mail, Contacts, Calendars>>Select the Saint X Exchange email account


Account:  - change password or other connection settings


Select the items you want to synchronize between your Saint X email account and your iPad



Choices:  Mail, Contacts, Calendars, Reminders


Mail Days to Sync:  How far back do you want to be able to read your Saint X email on your iPad?


Mail Folders to Push:  Which folders do you want their contents pushed to the iPad?

Connect to another email account



Settings>Mail, Contacts, Calendars>>Add Account…


Select the type of email account you want to connect to
Reading / Sending Mail

Run the “Mail” app


In landscape view your list of inbox emails will be listed on the left, and the selected email will be displayed on the right.


In “portrait” view, selected email is displayed, scroll left side to the right to see folders on the left.
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 move email to folder
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  Delete 
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 Reply to email
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 - compose  email


Upper Left corner:  [image: image13.png]Mailboxes I



  go to list of mailboxes connected to your iPad
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 - Select message to delete, move, or mark
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 click to select list folder you want to open
“Search” feature

Sending an email with an attachment – open the item you want to attach, then click the “share” button, then select “email”

Multi-touch Gestures 


Return to Home Screen – pinch four or five fingers together


Reveal the multitasking bar – swipe up with four or five fingers


Switch Apps – Swipe left or right fith four or five fingers


Turn Multitasking gestures on / off – Settings>General>Multitasking Getures.  Tap on or off.

Split the keyboard into two keyboards by putting two fingers in the middle of the keyboard and “spreading” them open.
Calendar

Can view multiple calendars, if the corresponding account is setup.


Day/Week/Month/Year/List View


“Flip” to next / previous time period

Add an appointment


Add recurring appointment


Edit existing appointment using touch (Hold, drag, drag handles)
Contacts

Search


Add (use “+” at bottom)


Use contacts to Send Message / Share / FaceTime / Add to Favorites (options on the right)


Edit Contact

App Store


Search


Touch app to see more information


Look at the “Customers Also Bought” list

Install

Quickly review list of popular apps:  dropbox, Tour Wrist, facebook, kindle reader, PBS, NY times, NPR, Weather, calculator, iHeart radio, Pandora, dragon
Notes app

Copy / Paste


Share


Create a new “Note”
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How to use keyboard (shift, shift lock, numbers, etc.)


Some keys have special features if you hold them for a second                 , and e, y, u, i, o, a, s, l, n, c, z



From the number setting:  0, -, $ (multiple currencies!), @, %, and a period (can make dots!).


Holding the “keyboard” key, will allow you to “undock” or “split” the keyboard.

Install iBooks, if it is not already installed

Download a free book


How to read a book – lookup a dictionary word, highlight, leave a note, create a bookmark


How to see notes you’ve left in a book


How to open book to bookmark


How to jump to a page


How to close book, returning to iBookshelf


Collections of books
Demonstrate how to download a book from the Louisville Free Public Library (have to have an Amazon account) – may need to use Kindle reader for this.

Camera 
 take photos / take video 

Switch between front / rear camera

Use “Photos” app to see the images you’ve taken, use “share” button to email, message, print, etc.

Photo booth

Return to lens menu / snap photo / switch between front / back


Review photos at bottom / share

Facetime

Initiate call with partner

Basics on pages, keynote

Other Tips
Hold “Home” button and “sleep” button simultaneously to take a “snapshot” of what is on your screen.[image: image16.png]
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