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iPad  101 

15 categories with  40  tips  &  tricks 

Part 1  Part 2 Part 3 

1. Getting Started   6. Folders 11. Calendar 

2. Settings   7. Safari 12. iTunes 

3. Sync Zimbra   8. PDF Files 13. Apple ID 

4. Email Signature   9. Cameras 14. FaceTime 

5. Battery 10. Maps 15. Newsstand 
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Online  Handouts 

http://  webclass.org 
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Google  Form 
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40  Tips  and  Tricks 
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Getting  Started 
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19  Built-in  Apps 
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Portrait  Resolution 
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Landscape  Resolution 
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Turn  On 

1. Press  On/off/Sleep/wake  button until 
 Apple icon appears 

 

iPad Basic 1 



11 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Startup 

Apple icon 

appears during 

Startup 
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Slide  to  Turn  On 

Slide to right 
“swish” 
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Home  Screen 

Home button 
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Front  Camera 
Front camera 
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Back  Camera 
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Volume 
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Mute  Sound 

1. Press sound button for 2 secs 

2. Resume sound – press sound button 
  again for 2 seconds 

iPad Basic 2 
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Microphone – Headphone 
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Speaker 
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Dock  Connector 
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Rearrange  Apps 

1. Touch-n-hold app until it wiggles with 

2. Arrange apps by simply moving them 

3. Press  Home  button to save changes 

iPad Basic 3 
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Close  Running  Apps 

1. Press  Home  button twice for taskbar 

2. Touch-n-hold app until it wiggles 

3. Tap        to close each taskbar app 
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Add  Apps  to  Dock 

6 apps max 

iPad Basic  4 
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Add  Apps  to  Dock 

1. Press-n-hold any app until it wiggles 

2. Drag app from home screen to dock 

OR  from dock to home screen 

3. Press Home button to save all moves 
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Press  Home  to  Save 

Home 
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Search  iPad 

Double tap on Shift Key 
to lock for  ALL CAPS 

Slide right to home page 1 
“swish” 

iPad Basic  5 
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Manual  Reboot iPad Basic  6 
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Manual  Reboot 

Release both buttons 
when Apple logo 

appears 
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Turn  Off 

Press  Sleep/wake  button until power 
slide button appears 
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Slide  to  Turn  Off 



iPad  101 
──────────────────────── 

General  Settings 
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Select  Settings 

Settings 



33 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Airplane  Mode 

Turns off both WiFi and 
cell networks when ON 

iPad Basic  7 
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Wireless  Settings 

Select  Settings – Wi-Fi 

iPad Basic  8 
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Notifications iPad Basic  9 
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Notifications 
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Notifications 
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Location  Services iPad Basic 10 
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Brightness iPad Basic 11 
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Wallpaper iPad Basic 12 
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Wallpaper 

Saved pictures divided 

into three categories 
• Wallpaper 

• Camera Roll 

• Photo Library 
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Wallpaper 

Select background image 
for each home screen 
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Camera  Roll iPad Basic  13 
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Camera  Roll 

Saved pictures from 
cameras or screen shots 
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Screen  Shot iPad Basic  14 
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Photo  Library iPad Basic  15 
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Photo  Library 

All saved pictures 
can be found here 
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Using  Camera 
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Camera  Shutter 

Shutter 
tap lightly 
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Grid 

Avoid 
centering 

people 
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Still  or  Video  Shots 

Still or 
video 
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Camera  Switch 

Selects front or 
back camera 
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Camera  Shutter  Closes 
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View  Photos 
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Photos – Album 
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Photos – Photos 

All saved 

pictures 
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Camera  Roll 

Saved still pictures and video 

footage taken with cameras 
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Camera  Roll 

Tap on picture for 

full-screen view 
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Full-Screen  View 
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Camera  Roll  Menu 

Tap anywhere on 

picture for menu 

at top 
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Email  Photo 
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Email  Photo 
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Return  to  Camera  Roll 

Tap  Camera Roll  to 

return to  Photos  or 

tap  Home 
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About iPad Basic  16 
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Name iPad Basic  17 
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Change  Name 
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Change  Name  in  iTunes 

Double-click on name showing 

below  Devices, re-name, and 

click Sync once again 
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Capacity 
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iOS  Version 



70 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Serial  Number 
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Wi-Fi  Address 

1. Some home WiFi routers provide 
 additional filter for network access 

2. MAC address 
 Media-Access Control address 
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Sounds iPad Basic  18 



73 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Sounds 

Set ring type for each sound 
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Sounds 

Tap to select 
desired ringtone 
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Disable  Keyboard  Clicks 
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Slide  Switch iPad Basic  19 
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Slide  Switch 
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Lock  Rotation 

1. Lock icon appears in middle 
 of screen  
    

Un-mute speaker with Lock Rotation ON 

2. Double-click  Home  button 

3. Flick left-to-right along screen bottom 

4. Slash appears across speaker 

5. Tap speaker icon to un-mute speaker 

lock symbol indicates screen rotation is locked 
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Un-Mute  Speaker 

Tap to un-mute 
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Date  &  Time iPad Basic  20 
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Date  &  Time 

Turn  OFF 
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Time  Zone 

Tap  Denver 
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Time  Zone 

Type desired city 
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Set  Date  Manually 

Select  Date 
manually 

using wheel 
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Set  Time  Manually 

Select  Time 
manually 

using wheel 
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  Auto  Set  Date  &  Time 

Turn  ON 
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Keyboard iPad Basic  21 
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International  Keyboards 
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International  Keyboards 
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International  Keyboards 
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Syncing  EPISD 
Email 
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Syncing  Zimbra 

Select 
Settings 

iPad Basic  31 
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Select  Mail 
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Add  Account 
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Select  Microsoft  Exchange 
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Enter  EPISD  Information 
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Email  Server 

epmail.episd.org  
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Server  Recognized 



99 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Zimbra  Sync  Options 
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Fetch  OFF 

Saves 
battery 
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Fetch  PUSH 
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Push  ON 
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Advanced 
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Advanced 

Tap each account to 

set Push settings 
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Mail  Accounts 
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Default  Account 
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Change  E-mail 
Signature 
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Sent  from  my  iPad iPad Basic  32 
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Change  Signature 

Signature 
Sent from my iPad 
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Add  Business  Signature 

Larry Nelson – Bus Education 

ABC High School 

lnelson @ episd.org 

Sent from my iPad 

Name – Grade or department 

School name 

District email address 
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Lock  and  Unlock 
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Lock  the  iPad 

1. Prevents accidentally starting an app 

2. Prevents undesired use of the iPad 

3. Press  OFF  button 
Let go quickly 
Screen turns off 

4. Sync over Wi-Fi 
 using iTunes 

iPad Basic  22 
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UnLock  the  iPad 

Slide to right 
“swish” 
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Ready  for  Use 
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Auto  Lock 
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Auto  Lock 
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Passcode  Lock 
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Passcode  Lock 
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Passcode  Lock 
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Maximize  Battery 
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Keep  iPad  Out  of  Sun 

1. Heat kills battery 

2. Do not leave in hot car 

3. Expensive to replace battery 
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Airplane  Mode  Off 

• Turns off both WiFi and cell networks 

• Turn off when reading or playing games 
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Screen  Brightness 

• Maximum brightness uses more battery 

• Screen has excellent resolution 
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Lock  Screen  Quickly iPad Basic  23 
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Lock  Screen  Quickly 
1. Automatically turns off screen when not in use 

2. Tap  Home – Unlock  to turn back on 
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Unlock  Screen 

Tap Home 

to turn on 
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Mail – Fetch  OFF 

Saves 
battery 

iPad Basic  24 
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iPad  Basics 

15 categories with  40  tips  &  tricks 

Part 1  Part 2 Part 3 

1. Getting Started   6. Folders 11. Calendar 

2. Settings   7. Safari 12. iTunes 

3. Sync Zimbra   8. PDF Files 13. Apple ID 

4. Email Signature   9. Cameras 14. FaceTime 

5. Battery 10. Maps 15. Newsstand 
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──────────────────────── 

Add  Folders 
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Create  Folders iPad Basic  27 



132 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Create  Folders 
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Name  the  Folder 
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Social  Studies  Folder 
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Social  Studies  Folder 
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Using  Safari 
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Using  Safari iPad Basic  33 
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Using  Safari 
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Scroll  to  Top 

Title 
bar 

Tap  Title Bar  to return to 

top of web page quickly 
 

iPad Basic  34 
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Scroll  to  Top 
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Bookmark  Bar  &  Debug 

Bookmark Bar 
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Settings – Safari 
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Debug  Console 

Turn 
OFF 
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Add  Bookmark 
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Edit  Bookmark 

Double tap on Shift Key 
to lock for  ALL CAPS 
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Bookmarks 
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Add  to  Home  Screen 
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Add  to  Home  Screen 
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Adding  PDF  Files 
to  iBooks 



150 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Viewing  PDF  in  Safari iPad Basic  25 
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Open  in  iBooks 

1. Tap for menu 

2. Select Open in iBooks 
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PDFs  in  iBooks  App 

PDF files shown with spiral binding 

iPad Basic  26 
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Using  both 
Cameras 
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Using  Camera iPad Basic  29 
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Camera  App 

Shutter 
tap lightly 

Selects front or 
back camera 

Still or 
video 
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Grid 

Avoid 
centering 

people 

Shutter 
tap lightly 
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Camera  Shutter  Closes 
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View  Camera  Photos 

Click 

Photos 
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Camera  Roll 
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Camera  Roll 
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Back  Camera – Outdoors 
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Camera  Roll – Slideshow 
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Back  Camera – Indoors 
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Front  Camera – Indoors 
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Grid  Helps 

Shutter 
tap lightly 
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Using  Maps 
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Using  Maps iPad Basic  30 
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Traffic  Map 

Location Services 
 - Location Services ON 
 - Maps ON 

Tap 

curl 
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Zoom  Out 
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Traffic  Map 
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Location  Services 
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Drop  a  Pin 
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Dropped  Pin 
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Current  Location 
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Current  Location 
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Street  View 
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Street  View 
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Street  View 
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Street  View 
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Street  View 
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Compass  View 

Tap Find My Location arrow twice 

to display compass at top right 
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Compass  View 

Tap Find My Location arrow once 

to return to map view 
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Magnify 
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Magnify  Text iPad Basic  28 
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Notes 
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iPad  Basics 

15 categories with  40  tips  &  tricks 

Part 1  Part 2 Part 3 

1. Getting Started   6. Folders 11. Calendar 

2. Settings   7. Safari 12. iTunes 

3. Sync Zimbra   8. PDF files 13. Apple ID 

4. Email Signature   9. Cameras 14. FaceTime 

5. Battery 10. Maps 15. Newsstand 
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Calendar 
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Using  Calendar iPad Basic  35 
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Month  View 

Next month Previous month 
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Day  View 
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Show  Calendars 
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Add  Event 
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Add  Event  Title 
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Start  Date  &  Time 
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End  Date  &  Time 
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Repeat 
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Begin  Repeat 
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End  Repeat 
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Calendar  with  Events 
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Sync  Zimbra  Calendar 

Tap  Settings – Mail 
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Turn-ON  Calendars 
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Select  Calendars 
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Zimbra  Calendar 
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Create  Apple  ID 
using  iPad 
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Tap  App  Store 

Use  App Store  when creating Apple ID 

w/o credit card information 



207 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Tap  Categories 
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Search  Free  Apps 

• Type free in search 
 window 

• Tap Search key 
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Select  Free  App 

• Tap         on any app 

• Then tap 
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Select  Create New Apple ID 
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Store  United States 
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Terms  and  Conditions 
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Terms  and  Conditions 
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Apple  ID  Email  Address 

• Use any email address 

• Your EPISD email  OK 

 lnelson @ episd.org 
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Apple  ID  Password 

1. Use at least 8 characters 

2. Include a number 

3. An upper case letter 

4. A lower case letter 

 Example:  myPassword1 
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Complete  Security Info 
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Complete  Date  of  Birth 
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Subscribe  to  Emails 
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Billing  Information 
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Billing  Address 
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Phone 
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Verification  Email 

lnelson @ episd.org 

• Login to email used for Apple ID 

• Look for verification email 

• Click on verification link 
 



iPad  101 
──────────────────────── 

Create  Apple  ID 
using  iTunes 
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Create  Apple  ID 

Create Apple ID 

w/o  Credit Card   

iPad Basic  38 
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Select  Great Free Apps 
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Select  Free  App 
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Click  Free App  Button 
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Click  Create New Account 
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Click  Continue 
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Terms  &  Conditions 
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Apple  ID  Details 

Use personal email 

for registration   
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Payment  Method 

Select  None 
Credit card information 

will need to be provided 

when purchasing apps 
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Verify  Apple  ID 

Check verification email from 

Apple before clicking OK 
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Email  from  Apple 
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Click  Start Shopping 

Click  Start Shopping 

after verifying email address 

in the email from Apple 



Authorizing  a  Computer 

1. Apple requires each computer 

 to be authorized – MAC / PC 

2. Allows up to 5 computers for: 
• Syncing mobile devices 

• Purchasing and using Apps 

• Using content from iTunes Store 

3. Click  Store  on top menu bar 
 

 



Authorize  this  Computer 



Click  Authorize 

Apple ID required 



Authorization  Successful 



iPad  101 
───────────────────────── 

Apple  ID  Accounts 
T L I  Grant 

http://www.epsilen.com/LandingSite/Home.aspx
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EPISD  Apple  ID  Accounts 

Grades PreK–2 
Apple ID:  tlipk2t @ episd.org 

Password: Teacherk2 

 

Grades 3–5 
Apple ID:  tli35t @ episd.org 

Password: Teacher35t 

Grades 6–8 
Apple ID:  tli68t @ episd.org 

Password: Teacher68t 

 

Grades 9–12 
Apple ID:  tli912t @ episd.org 

Password: Teacher912t 



iPad  101 
──────────────────────── 

Face Time 
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Using  Face Time iPad Basic  39 
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All  Contacts 
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Add  Contacts 
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Complete  Info  Fields 
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New  Contacts 

Tap name for 
FaceTime call 
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Make  Call 

Tap blue star 
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Calling 
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Failed  Contact 
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Newsstand 
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Using  Newsstand iPad Basic  40 
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Empty  Newsstand 
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Newsstand  Store 
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Newsstand  Store 
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Magazines  Added 



iPad  101 
──────────────────────── 

Manage  in 
iTunes 
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Docking  Cable 

iTunes 

Plug into 
any 

USB port 

iPad Basic  36 
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Devices 
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Capacity 

16 GB 
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Check  for  Update 
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Restore 
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Backup 

It is best to have iTunes sync 

and backup to one computer 
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Sync  over  Wireless iPad Basic  37 
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Sync  over  WiFi 
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Sync  only  Checked  Songs 

iTunes will sync entire music 

and video library if not checked 
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Sync  Apps 
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Sort  Apps 



269 Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 

Arrange  Apps 
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Sync  or  Apply 
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Syncing  iPad 
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Eject  iPad 
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Returns  to  Library 
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Online  Handouts 

http://  webclass.org 


