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Summary of the 2 hour lesson:
•
•
•
•
•
•
•
•

Overview of the Home Screen
Moving Apps
Creating Folders
Turning on Wi-Fi and connecting to Bcc Libraries Wi-Fi
Typing text into internet browser address bar (Google)
Conducting Google search for Brimbank Libraries, following link
Copying and pasting text from one app to another (eg. Copy from Address bar of
Safari and into Notes app.)
App Store – downloading and installing an app (BorrowBox)

Advanced – if there is time left over we will cover the following:
•
•
•
•

Changing Wallpaper
Securing your iPad
Downloading the iPad User Guide
Updating Apps

3

Introduction to iPad – August 2016

What is a Tablet?
A tablet is flat portable touchscreen computer around the size of the book, such as an
iPad. Tablets can be used to browse the web, play games, send and receive emails, and
read e-books and magazines. It is different from a computer because you don’t need to
plug in a mouse or keyboard.

What is an iPad?
The iPad is a tablet device first released in 2010. While all iPads can connect to the
internet using Wi-Fi, some also allow you to insert a SIM card inside of them so that you
can use the internet and data over mobile phone networks, just like on a smartphone.
There are now several different models, in different sizes to meet your needs, including:
iPad – The original iPad with a 25cm display.
iPad Air – A thinner and lighter version of the iPad
iPad Mini – A smaller version of the iPad with a 20cm display.
iPad Pro – A larger version of the iPad, with a 33cm display.

What is iOS?
iOS is an operating system designed by Apple for touchscreen mobile devices such as
iPhones and iPads. iOS uses touch inputs like swiping, tapping, pinching, and reverse
pinching to manipulate on-screen objects, and a virtual keyboard.
iOS is free and comes installed on iPhones, iPads and the Ipod Touch.
The latest version of iOS is called iOS 9.

What is an App?
The word ‘app’ is short for application. It is a piece of software designed to help you
complete a task. iPads come with many apps preinstalled, such as Calendar, Maps,
Camera, and Notes. You can download more apps from the App Store, such as Facebook,
Netflix and games. Some apps are free but others cost money. Some apps (free and
paid) allow you to purchase upgrades or extra options. These extras you buy from inside
an app are called "In-app Purchases".

By the end of this class, you will know how to:
•
•
•
•
•

Navigate and customise your device
Control Wi-Fi and mobile data settings
Type and edit text using a virtual keyboard
Use the Internet
Search for and install apps
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Navigating your device – Buttons
There are only four buttons on the iPad

Front. At the bottom of the screen is the Home button. This is the main button for the
iPad which will help you close Apps and return to the Home screen.

Right-hand Side. At the top is the Mute button, you can click this up or down the mute the
sound on your iPad. In the Settings page you can change this button’s function to lock
the screen orientation.

Top. This is the Power button. Pressing this will turn your display off, or you can press
down on the button and it will let you turn off your device completely.
(The round dot on the right hand side above is the hole for plugging in headphones.)

Bottom. There are no buttons on the bottom, but the slot in the middle is where you
insert your charger cable when you are charging your device.
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Navigating your device – Icons
At the top of your screen are various icons.

This icon represents the strength of your mobile service if you have a SIM card.
The amount of dots you have represents the strength of your connection.
Wi-Fi – The better your connection is, the more bars will appear.
Airplane Mode – Turns off internet and data.
or

- You are connected to a 4G or 3G network

Syncing – You are syncing with iTunes
Activity – You are using the internet.
Lock – Your iPad is locked and you will need the passcode to unlock again.
Alarm – You have set an alarm.
Do Not Disturb – Stops alerts and notifications from making sounds.
Orientation Lock – The screen’s orientation is locked.
Location services – An app is using your location, for example Maps
Bluetooth - Bluetooth is used to connect to other devices wirelessly, such as a
wireless keyboard or wireless speakers.
Battery - This icon will change depending on your circumstances.
Green means the battery is sufficiently charged.
Yellow means Low Power Mode is turned on.
Red means the battery is running low and needs to be charged.
A lightning bolt means the battery is charging.
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Navigating your device – The Home Screen

This is the Home Screen. When you press the Home button this is where you will be
taken. The Home screen is customisable. You can change the background image
(wallpaper) and move Apps around, put them in folders, or move them to another page.

You can also hold your iPad in Portrait or Landscape mode, depending on your
preference. Some apps only work in only one mode, while others let you choose.
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Navigating your device – Menus
There are hidden menus on the home screen that you can access with gestures.

Swiping up from the very bottom of your screen reveals the Control Centre where you can
adjust the volume, turn on or off Airplane Mode, Wi-Fi, Bluetooth, Do Not Disturb and
Orientation lock. You can also adjust Brightness, and open the Clock and Camera apps.
The Control Centre can be accessed even when using apps.

Swiping down from the top shows Notification Centre, this can also be accessed when
using apps. This area is split up between two sections called Today and Notifications.
If you are viewing the Notification Centre in Portrait mode you can switch between these
sections by tapping the Today and Notification buttons near the top of the screen.
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If you are holding your iPad in Landscape Mode both areas will be displayed side by side.
In Landscape mode the left side shows your Widgets. These are mini versions of your
apps such as the Calendar. If you tap the Edit button you can choose what apps display
information here.
In Landscape mode the right side of this area is where recent notifications from your
Apps are kept, such as when you receive new E-mails or Calendar events.

On the Home Screen swiping down from the middle of the screen allows you to search
your iPad. This is useful if you have lots of apps installed and need to find them. You can
also search the App Store or the internet from here too.
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On your Home Screen swiping left takes you to Spotlight. This area lets you search just
like on the previous page, but it also shows other information.
Siri Suggestions shows apps that you often use.
Nearby allows you to search for things to do using your location. You can tap the Coffee
button to show nearby places to get coffee. Doing this will open the Maps app.
News shows top stories from various news sources such as The Age. Tapping any of
these stories will open the News app where you will be able to read the full story.

Back on the Home Screen, swiping right will take you to the next page of your Home
Screen if you have more than one page available.
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Customising your Home screen
You can customise your Home screen so that all of your favourite apps are easily within
reach. Some useful apps which come with your device include the Clock, Calendar, and
Camera. We will start by moving these around the Home screen.
Exercise 1 - Moving an App (Settings App)
1. Place your finger on the Settings App (or whichever app you want to move).
2. Hold your finger there for 1-2 seconds until all of the Apps start jiggling.

NOTE: Some apps have a small X on them. This means they can be deleted. If you
accidently delete an app you can download it again from the App Store.
3. Drag your finger to the right-hand side of the screen. This will move the App with
you.
A new page of the Home screen will appear.
4. Drop the App here by removing your finger off the screen.
5. Press the home button. This will stop the Apps from jiggling.
Repeat Exercise 1 to get the “Settings” app back onto your home screen.

Exercise 2 - Creating Folders
1.
2.
3.
4.
5.
6.
7.

On the Home screen, tap and hold your finger down on the “Camera” app.
Hold your finger there for 1-2 seconds until all of the Apps start jiggling.
Drag the app until it is on top of another app.
Wait 1-2 seconds.
A folder will open. Drop the App inside the folder.
Tap the text and rename the folder “Photos”.
Press the home button. This will stop the Apps from jiggling.

Exercise 3 - Removing Folders
1. In the folder, tap and hold your finger down on the “Camera” app.
2. Hold your finger there for 1-2 seconds until all of the Apps start jiggling.
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3.
4.
5.
6.

Drag the app outside of the folder.
Wait 1-2 seconds.
The folder will now close and the apps will all be back on the Home screen.
Press the home button. This will stop the Apps from jiggling.

NOTE: A folder can’t have only one app inside of it. There needs to be at least two apps
inside a folder. So if you have two apps in a folder and remove one, the other app will
also return to the home screen.

You may have noticed that during Exercise 1 when we moved an App to a different page
that the Apps at the bottom of the screen didn’t change.
This area is good for placing your most used apps so if you have apps on several
different pages of the Home Screen you will still be able to access them.
While there is a limit to the amount of apps that fit in this area, you can put folders here
too. Just like how we moved the app in Exercise 1 you can move folders around as well.
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Mobile Data
Mobile data networks are a far-ranging signal which you can use to connect to the
internet. Accessing a mobile data network isn’t free. Access is usually included in a plan
from a phone company, and when you exceed the agreed amount of data downloads the
cost may increase.
Users can incur high costs from connecting to mobile data when travelling overseas.
There are few ways to turn off access to mobile data.
Airplane mode – Prevents access to mobile data, which is useful when travelling
overseas. You can still use any of your device’s apps which don’t require internet or
phone access, e.g. Alarm Clock and Camera.
Exercise 4 – Activating /Deactivating Airplane Mode
1. Swipe up on your screen to bring up Control Centre.
2. Tap the Airplane Mode icon
to activate and deactivate Airplane Mode.
When Airplane mode is on you will see this icon in the top left corner
This will replace the mobile reception and Wi-Fi icons because all mobile data and
internet is now turned off.
You can also access Airplane mode in the Settings app.
Exercise 5 – Activating /Deactivating Airplane Mode in Settings
1. On the Home Screen open Settings.
2. Tap the button next to Airplane Mode to activate and deactivate Airplane Mode.
You can also choose which apps you want to be able to use your mobile data.
Exercise 6 – Turning off Mobile Data for apps
1. Tap to open the “Settings” app
2. Tap Mobile Data
At the bottom of the screen is a list of apps that use mobile data, including how much
they have recently used.
3. Tap the button next to Calendar to turn off mobile data for this app.
4. Tap the button again to turn it back on.
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Wi-Fi
Wi-Fi gives you wireless access to the internet, but it is limited to particular locations –
this could be your home, a coffee shop, the library or an airport terminal. Public access
Wi-Fi networks are sometimes free. Wi-Fi networks sometimes require a password.
Some tablets are Wi-Fi only and cannot access a mobile data network. On these devices,
you are more limited to where you can access the internet.
Exercise 7 – Connecting to Brimbank Libraries Wi-Fi
1. Tap to open the “Settings” app
2. Tap Wi-Fi
3. Select “BCC – Libraries WiFi” under ‘Choose A Network’.
The blue tick next to “BCC – Libraries WiFi” means that you are connected to that
network.
Some Wi-Fi networks may require a password. In this case after you have selected the
network you will be asked to type in a password using the onscreen keyboard before you
join.
You can turn off Wi-Fi by tapping the Wi-Fi button. Turn it back on by tapping it again.
You can also turn off Wi-Fi in the Control Centre by swiping up and selecting the Wi-Fi
icon.
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Text and Typing
The onscreen keyboard automatically appears at the bottom of the screen whenever text
or typing is required. It is here that you can input letters, numbers and symbols, as well
as delete text.
Typing text
Let’s practise using the onscreen keyboard.
Exercise 8 – using the onscreen keyboard to type in an internet address
1.
2.
3.
4.
5.
6.
7.

Go to the Home Screen by pressing the Home button.
Open Safari
Tap on the address bar,
Using the onscreen keyboard type “google.com” into the address bar, then
Tap the GO key
Once Google has loaded, tap into the Google search bar,
Type “Brimbank Libraries” into the search bar and tap the Enter/Return key
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Editing text
To cut, copy, and paste text, you will need to learn how to select text.
Exercise 9 – copy and paste the Brimbank Libraries URL from Safari into Notes
1.
2.
3.
4.
5.
6.
7.

Open Safari
Tap on the address bar, the text is automatically highlighted
Tap on the highlighted text
A menu will appear. Tap “Copy”
Press your home button, then open Notes
Tap inside the message area (right section of screen)
Tap “Paste”

Exercise 10 – cut and paste unhighlighted text
1.
2.
3.
4.
5.
6.
7.
8.
9.

Open Notes
Type “Hello how are you”
Press your finger on the word “you” and hold it down for 2 seconds
A menu will appear
Tap on Select, this will only select the word “you”
A new menu will appear. Tap “Cut”
The word “you” has now disappeared, it has been cut.
Tap where the word “you” was and a menu will appear.
Tap “Paste”
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If we wanted two words to be selected we can do that too.
Exercise 11 – Select two words
1.
2.
3.
4.
5.
6.
7.
8.
9.

Open Notes
Type “Hello how are you”
Press your finger on the word “you” and hold it down for 2 seconds
A menu will appear
Tap on Select, this will only select the word “you”
“you” is now highlighted and has small circles on each side
Tap the circle on the left and drag across to the left.
Keep dragging until you highlight “how are you”
Remove your finger

We could now Cut or Copy this text if we wanted to, and could then Paste it in to a new
document or an E-mail etc.
If you need to select all of the text on a page you can do that too.
Exercise 12 – Select All text
1.
2.
3.
4.
5.

Open Notes
Type “Hello how are you”
Press your finger on the word “you” and hold it down for 2 seconds
A menu will appear
Tap on Select All, this will select all of the text in the current active area
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Apps

We will now download BorrowBox, an app which allows you to borrow e-books and e-audio
from your local library

Exercise 13 – Download BorrowBox app
1. Go to the Home Screen
2. Tap the “App Store” app
3. At the top right side of the screen, tap on the Search field, this will open a search
box
4. Type “BorrowBox” into the search box, then hit the return/search button.
5. Tap on “BorrowBox Library
6. Tap on “Get”. The app is automatically downloaded and installed. It will be
available on your Home Screen.
7. Go to the Home Screen and open BorrowBox by tapping on it.
8. Set up the BorrowBox app by tapping on “Library”.
9. Start typing “Brimbank” and you will see “Brimbank Libraries” automatically
appear. Tap on this text to select.
10. Tap in the “ID/Barcode” area and type in your Brimbank library card number e.g.
“P190…..”
11. Then tap in the PIN/Password area and type in your Brimbank library card
password.
12. You can now borrow e-books and e-audio books on your device.
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Advanced – Switching between apps
When you want to change apps you can simply close them by pressing the Home button and
then open a new app. But there is another way to switch between recently used apps.

Exercise 14 – Switching Apps
1. Open the “Settings” app
2. Double-tap the Home button
There is now a list of your most recently used apps that you can swipe through and tap to
select the app you need.
All of your recently used apps will be available in the order of when you last used them.
If you swipe up on any of the apps this will close the app and it will be removed from this
list.
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Advanced – Change Wallpaper
The iPad’s wallpaper (the picture that sits behind the apps on your home screen) can be
customized to any picture.

Exercise 15 – Change Home Screen Wallpaper
1.
2.
3.
4.
5.
6.
7.

Go to the Home Screen
Open the “Settings” app
Scroll down the menu on the left side and tap “Wallpaper”
Tap “Choose a New Wallpaper”
Tap “Stills”
Tap a picture you like
Tap “Set Home Screen” at bottom of screen.

Press the Home button to see your new wallpaper.
You can use any photo on your iPad as a wallpaper, even photos you’ve taken with the
Camera. Next we will change the wallpaper that displays when the iPad is locked.
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Exercise 16 – Change Lock Screen Wallpaper to a photo
1.
2.
3.
4.
5.

Open the “Settings” app
Scroll down the menu on the left side and tap “Wallpaper”
Tap “Camera Roll”
Tap a photo you like
Tap “Set Lock Screen” at bottom of screen.

If you lock your iPad now you will see the photo you set on the lock screen.
Instead of “Set Lock Screen”, if we selected “Set Both” this would set the same photo for
both the Lock Screen and Home Screen.

Lock Screen

Home Screen

Advanced – Change Brightness
The iPad’s screen brightness should adjust automatically but if you find it is too bright or too
dark you can change it yourself.

Exercise 17 – Change Brightness
1. Swipe up on your screen to bring up Control Centre.
2. On the right side of the menu, hold your finger on the Brightness slider.
3. Move your finger left to make the screen darker, or right to make it brighter.
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Advanced – Securing your iPad
Passcode
It is a good idea to secure your iPad in case you ever lose it, this will stop anyone else from
using it. This means that if you lock your iPad you will need to type in a passcode to use it.

Exercise 18 – Creating a Passcode
1.
2.
3.
4.

Open the “Settings” app
Scroll down the menu on the left side and tap “Passcode”
Tap “Turn Passcode On”
Enter a six-digit passcode. Or tap Passcode Options to switch to a four-digit
numeric code, a custom numeric code, or a custom alphanumeric code.
5. Enter your Passcode again to confirm the passcode.
6. Press the “Power” button on top of your iPad to turn off the screen
7. Press the “Power” button again.
You will now be asked to enter your passcode. Once you have entered it you will be at the
Home screen like normal.

Exercise 19 – Change Passcode Prompt Frequency
1.
2.
3.
4.
5.
6.

Open the “Settings” app
Scroll down the menu on the left side and tap “Passcode”
Enter your passcode
Tap “Require Passcode”
Change to “After 5 Minutes”
Tap “Back”

Your iPad will now remain unlocked for 5 minutes after you have used it. After this time
you will be required to enter your Passcode again. You can set a longer time but with
anything longer than 5 minutes you have the risk of someone else using your iPad.
Touch ID
Touch ID is an added level of security available for newer models of the iPad. This can be
set up so that you use your fingerprint to unlock your iPad as an extra security measure.
NOTE: If you ad Touch ID you will not be able to alter the passcode prompt frequency like
we did in Exercise 19. It will instead be set to lock “Immediately”.
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Advanced – iBooks
Much like how you can download apps through the app store and music through the iTunes
store, you can download and read books through iBooks.
While many classics such as Jane Austen or Shakespeare are free to download, iBooks also
have new release books that you can buy, including Audio Book versions that you can listen
to.
In the next exercise we will be downloading the manual for your iPad.

Exercise 20 – Downloading a book through iBooks
1.
2.
3.
4.
5.
6.
7.
8.
9.

Go to the Home Screen
Open the “iBooks” app
On the bottom of your screen tap “Featured”
At the top right side of the screen tap ”Search”
Type “iPad”
Press “Search”
Tap “iPad User Guide for iOS 9.3
Tap “Get” to start your download
Tap “Get Book” to start your download

10. You can now read your book from the My Books area.
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When reading your books you can tap the AA button to adjust the brightness, adjust the size
of the text, and change the colour of the pages. You can also search your book and add
bookmarks using the buttons next to the AA.
To turn the pages you can swipe across the screen, or use the bottom slider to any page.
You can use the iPad User Guide to help you learn more about your iPad and its many
features. There are sections on how to use many of the apps that we haven’t covered in this
class, such as Facetime and Siri.
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Advanced – Updating apps
Occasionally your apps will need to be updated; these updates will fix problems and include
new features.

Exercise 21 – Update an app
1.
2.
3.
4.

Go to the Home Screen
Open “App Store”
Tap “Updates”
If there are updates available tap “Update”
or
5. If there are lots of updates available tap “Update All”
Your updates will now download and install.
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You can set updates to install automatically when you are connected to Wi-Fi. This way you
don’t have to remember to update them.

Exercise 22 – Turning on Automatic Updates
1.
2.
3.
4.

Open “Settings”
Tap “iTunes & App Stores”
Tap on the “Updates” switch
Tap off the “Use Mobile Data” switch

This will ensure that automatic updates don’t use your mobile data.
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Advanced – Updating iOS
Your iPad will sometimes have updates for iOS as well. Just like the updates for apps, these
updates will fix problems and sometimes include new features as well.

Note: Your iPad will shut down to install the updates, but will restart again once the
updates are installed
Exercise 23 –Updating iOS
1.
2.
3.
4.
5.
6.
7.
8.

Open “Settings”
Tap “General”
Tap “Software Update”
Your iPad will now check for updates
If there are updates tap “Download and Install”
Enter your passcode
Tap “Agree”
Tap “Agree” again

Your iPad will now download and install the iOS update.
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Advanced – Further Reading
The iPad User Guide http://help.apple.com/ipad
This is an up to date user guide by Apple, the same as the one we downloaded through
iBooks. You can search through it to learn more about the many features of your iPad.
Apple Support https://getsupport.apple.com/
This is Apple’s website to help you with any problems you may have, including apps not
working, or even organising repairs to a broken iPad.
Apple courses at your local Apple Store http://www.apple.com/au/retail/learn/
Find courses to learn more about your iPad or other Apple device.
Apple Support by phone 1300 321 456
You can call this number for support regarding your Apple device.
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Where to from here?
Well done on completing the Introduction to iPad class! Hopefully you have learnt new
skills and feel ready to keep practising and improving your computer skills.

Internet and Computer Access
Brimbank library members can use computers with internet access at no charge. There is
a limit of one hour per day of computer use for each library member.
Wireless internet access is also available at no charge and with no time limits.

Computer Classes
There are many other classes you might be interested in joining to broaden your
computer knowledge and skills.
Basic Classes
Basic Computer Skills
Basic Internet
Introductory Specialist Classes
Introduction to eBay
Introduction to Email
Introduction to Excel
Introduction to Photoshop
Introduction to PowerPoint
Introduction to Web Design
Drop In Resume Help
Open to anyone wanting basic advice and helpful tips on how to present their resume.
Bring in your current resume for formatting tips, assistance with saving it for future
editing, adding as an attachment to an email or uploading to a job seeking website.
Deer Park: Fridays, 11:30 am – 1 pm
St Albans: Tuesdays, 2 - 4 pm
Sunshine: Mondays, 11:30 am – 1 pm
Sydenham: Thursdays, 5:30 – 7:30 pm
Cyber Seniors Computer Group
For seniors interested in learning more about computers and computer applications in a
friendly and informal setting. A basic understanding of how to use a computer is
required.
Sunshine: Last Monday of the month, 11:30 am – 12:30 pm
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•
•
•
•
•
•
•
•

iPad Tips and Tricks
iPhone & iPad Security Fundamentals
iPad For Business
Office For iPad & iPhone Essential Training
Become A Digital Painter
iPad Photography for iOS 9
Managing Your Digital Photos
Learn iPad Music Production
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