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iPad Air 
 
Important Notice:  The instructions and screen captures used throughout this 
document are based on the current version of the software installed on each 
device - iPad Air - iOS 8.1.2 and the Alcatel onetouch - Android V 4.2.2. 

Level 1 - Beginner Tablet Training 
 

GETTING STARTED 
 
¶ Welcome the client to the training session and introduce 

yourself, if the client is new to you. 
 
¶ Confirm that the client has completed the Level 1 - Beginner 

Tablet Training Assessment form which is available online at 
http://nscap.ca/2013-07-16-17-08-46/mobile-device-training, 
before proceeding. 
 

OVERVIEW OF TABLET FEATURES AND CONNECTORS 
 
¶ App icons - multiple 

images displayed on 
Home screen 

 
¶ Camera ɀfront 

(FaceTime HD) & rear 
(iSight) cameras allows 
for pictures or video to 
be captured. 

 
¶ Headset jack ɀ located 

top left of this device.  
Allows client to plug in a 
headset, if desired. Figure 1 ipad_user_guide.pdf 
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¶ Home button/Touch ID sensor ɀthis button when pressed will 

return to the Home screen at any time. 
 

¶ Microphones -  
 
¶ Multi-touch display ɀ allows the client to touch the screen using 

fingers gestures and/or a 
stylus. 

 
¶ Mute button ɀ  
 
¶ Power button ɀ located 

top right of this device.  
Press and hold down the 
button until the device 
turns on. 

 
¶ Speakers - - 
 
¶ Volume buttons ɀlocated 

right side of the device and 
allows for adjusting the volume on the device.  
 

POWERING ON/OFF THE TABLET 
 

Powering on the tablet 
 
¶ The Sleep/Wake button is located on the top of device, right side. 

 
¶ Hold down the Sleep/Wake button 

until the Apple logo displays. 
 

Powering off the tablet 
 
¶ The Sleep/Wake button is located on the top of the device, right 
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side. 
 

¶ Hold down the Sleep/Wake button until the slider displays. 
 

¶ Drag the slider to the right to turn off. 
 

USING THE TOUCH SCREEN 
 
Unlike your computer where you had a keyboard and mouse, tablets are 
equipped with a glass screen surface that you touch with your finger(s) 
or a stylus to initiate an action, control the elements on your screen, and 
manipulate data. 
 
iPad Gestures 
 
Tap ɀ tap an app to open it. 
 
Drag ɀ drag an app up to close 
it.  Drag a photo, map, or 
webpage in any direction to see 
more.  Drag a list up or down to 
see more. 
 
Double –tap ɀ double tap a 
photo or webpage to zoom in 
and out. 
 
Swipe ɀ Swipe left or right to 
display additional screens; 
swipe to scroll quickly and then 
touch the screen to stop it. 

 
Pinch and Stretch ɀ Spread a 
photo, webpage, or map for a close up ɀ then pinch to zoom back out.  In 
ÐÈÏÔÏÓȟ ËÅÅÐ ÐÉÎÃÈÉÎÇ ÔÏ ÓÅÅ ÔÈÅ ÃÏÌÌÅÃÔÉÏÎ ÏÒ ÁÌÂÕÍ ÔÈÅ ÐÈÏÔÏȭÓ ÉÎȢ

Figure 2 - ipad_user_guide.pdf 
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LOCKING AND UNLOCKING THE HOME SCREEN 
 
To protect your data and privacy, you can choose to activate a screen 
lock. 
 
To Unlock the screen 
 
¶ SÌÉÄÅ ÔÈÅ ×ÏÒÄÓ Ȱslide to unlockȱ ÌÏÃÁÔÅÄ ÁÔ ÔÈÅ 

bottom of the screen to the right. 
 

¶ The Home screen displays. 
 
To Lock the screen 
 
¶ Press the Sleep/Wake button once. 

 

SLEEP MODE AND ITS USE 
 
Sleep mode 1means that your computer is in a temporary low-power 
mode.  Doing this saves your battery life and electricity if you have your 
device plugged in.   Your apps are still open.  When you are ready to 
return to using your device simply press the Home Key or tap the 
screen.  If you have a password security set, you will be prompted to 
enter your password. 
 
To set the device to sleep 
 
¶ Press the Sleep/Wake button 

 
To wake-up the device 
 
¶ Press Sleep/Wake button. 

 
¶ Slide to unlock. 

 

                                                
1 Microsoft Windows 8.1, Teach Yourself Visually, Paul McFedries, John Wiley @Sons, Inc. 2014, pg  



 Connecting Older Adults with Mobile Technology 

 

Mobile Devices – Trainer Manual iPad Air - 5 
 

¶ Enter passcode, if required. 
 

ENTERING TEXT WITH THE ONSCREEN KEYBOARD 
 
Unlike you computer that has a keyboard attached to it, the iPad has an 
onscreen keyboard for entering text. 
 

Setting up the Keyboard 
 
¶ Tap the Settings icon on the Home screen. 

 
¶ Tap General on the right-side of the Settings 

screen. 
 
¶ Locate Keyboard on the left-side of the screen. 

 
¶ Review and Select the options desired.  

 

Entering Text 
 
¶ Tap a text field. 

 
¶ The Onscreen keyboard displays at the bottom of the screen.  

 
¶ Start typing the text for field selected. 

 
V Tap the Shift key to type uppercase. 
V Double-tap the Shift key for caps lock. 
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V Tap the Number/Symbol key to enter numbers, punctuation, 
or symbols. 

V Tap the Emoticons key to add an 
Emoticon to the message.  Select from 
the Emoticons displayed or selected 
another type of Emoticon.  Tap the 
World symbol to return to the 
keyboard. 

V To add a period and space at the end of a sentence, double-tap 
the space bar. 

 
Note:  If you press an incorrect key, before releasing your finger, 
simply slide your finger to the correct key.  The letter is not 
entered until you release your finger. 

 
¶ Continue filling in all the text fields, as required. 

 
¶ When finished, select Done, Send, or other command for that 

particular feature. 

SETTING UP AN APPLE ID 
 
An Apple ID is required for many features such as FaceTime, the App 
Store, iTunes Stores, and much more.  When you setup an iPad the client 
will be asked to link it to an Apple ID. 
 
Advise the client that they should record pertinent information, such as 
client name, passwords, etc. and stored them in a safe place. 
 

Determine if the client has an Apple ID 
 
Ask the client if they currently have an Apple ID.  If not, they will have to 
create one. 
 

Setting up the iPad 
 
¶ To setup an Apple ID during setup of a new iPad follow the Setup 



 Connecting Older Adults with Mobile Technology 

 

Mobile Devices – Trainer Manual iPad Air - 7 
 

Assistant prompts. 
 

Creation of an Apple ID if Skipped During Setup 
 
If the client chose to skip creating an Apple ID during setup follow the 
below steps: 
 
¶ Tap Settings. 

 
¶ Tap iTunes & App 

Store located on 
the left-hand side of 
the screen. 
 

¶ Tap Create New 
Apple ID located on 
the right side of the 
screen. 

 
¶ Follow on-screen prompts  

 

Setting up and Apple ID without using iTunes or an iPad 
 
¶ Go to - https://appleid.apple.com/account. 

 
¶ Fill in the information requested. 
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WHAT IS AN APP 
 
App is an abbreviation for application and is simply a software 
program. 
 
Facebook, Twitter, and Skype are three of the most popular apps that 
can be added to the mobile device.  There are many to choice from and 
they are broken into categories for ease of use. 
 

App Store & Installing App 
 
¶ Tap App Store icon on Home screen to open the App Store. 

 

Browsing Categories 
 

¶ Tap Categories, top-left of the screen, to display a 
drop-down list. 
 

¶ Scroll through the list. 
 

¶ Tap a category topic to display all the iPad apps within 
that category. 
 

¶ Scroll through all the available apps for this category. 
 

Using Search 
 

¶ Tap Search, located top-right of the screen. 
 
¶ Type the topic using the keypad displayed at the bottom of the 

screen.  Touch Search when done. 
 
Note:  If text is displayed in the Search box, tap on the entry and 
drag the text indicator(s) to highlight all the text.  Select Cut. 
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¶ A list of apps will display in a drop-down list. 
 
¶ Touch one of the listed entries to open. 

 
Installing an App 
 
¶ Once you have decided on an App to install, tap the Get icon. 

 
Note:  Touch the app picture to read more information about the 
app. 
 
Tap Install. 
 

¶ User will be prompted to sign in to the iTunes Store and needs to 
enter the Apple ID password for: email address: displayed. 
 

¶ Touch OK when done. 
 
Browsing and Locating Apps previously installed: 
 
To view the apps currently installed 
 
¶ Slide a finger across the Home screen(s) to view apps. 

 
To view all apps purchased (free & paid) 
  
¶ Tap App Store icon. 

 
¶ Tap Purchased tab located at the bottom of the 

screen. 
 

¶ A list of all installed and uninstalled apps will appear. 
 
¶ Apps that are installed will have an Open icon. 

 
Note:  Apps no longer installed but are still available for download 
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will have icon. 

¶ Tap  to reinstall app. 
 
To open an App 
 
¶ Tap app icon to open.  

 

To close an App 
 
¶ Press home key twice. 

 
¶ The windows for all open apps will be displayed. 

 
¶ Press and slide your finger in an upward motion on each window 

to close each app. 
 

 
 
To delete an App 
 
¶ Press and hold the App icon that you want to delete. 

 
¶ All icons will appear to shake and an x will appear on the top left 
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of the icon. 
 

¶ Tap x to delete app. 
 

¶ Tap home key once to stop icons from shaking. 
 

To move an App 
 
¶ Press and drag the icon of the App you would like to move to a 

new location. 
 
Note:  All the icons will begin to shake. 
 

¶ Tap home key once to stop icons from shaking. 
 

ACCESSIBILITY 
 
Sooner or later, everyone will develop at least some limitations in 
vision, hearing, dexterity or learning.  To improve usability for those of 
us with sensory or physical limitations, phones and tablets have 
features for accessibility, which are continually improving and 
becoming more prevalent as technologies advance.2 
 
Ask the client.... 
 
¶ Do you know what a mobile assistant is? 

 
¶ Do you know how to launch the mobile assistant? 

 
¶ Many tablets come with built-in accessibility features, such as 

Font adjustments, screen readers and many more.  Would you like 
to learn more on these features? 

 
More information is available in the Accessibility Section of the 
Trainer's Manual or online at http://nscap.ca/2013-07-16-17-08-
46/mobile-device-training. 

                                                
2 Global Accessibility Reporting Initiative, Mobile Manufacturing Forum, http://www.gari.info/ 
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Online Exit Interview 
 
When all the training for Level 1 is complete: 
 
¶ Congratulate the client on completing Level 1 - Beginner Tablet 

Training. 
 
¶ Ask the client to complete the online Exit Interview available at: 

 
http://nscap.ca/2013-07-16-17-08-46/mobile-device-training. 

 
¶ Give the client a stylus to assist them in filling out the evaluation 

form. 
 
¶ When completed, advise the client that the stylus is now theirs to 

keep. 

Certificate of Completion 
 
¶ Complete the Certificate of Completion for Level 1 provided online 

(http://nscap.ca/2013-07-16-17-08-46/mobile-device-
training) filling in the clients name and date. 

 
¶ Print the Certificate of Completion. 

 
¶ Present the client with the Certificate. 
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iPad Air - Level 2 - Basic Tablet Training 

Next Steps 
 
Welcome the client to the training session and introduce yourself, if the 
client is new to you. 
 
Confirm that the client has completed Level 1 - Beginner Tablet 
Training before proceeding. 
 
Complete the Level 2 - Basic Tablet Training Assessment to ascertain 
the knowledge that the client already has.  This assessment form is 
available online at http://nscap.ca/2013-07-16-17-08-46/mobile-
device-training. 
 

Creating a contact  
 

¶ Tap Contacts on Home screen. 
 

¶ Tap the + sign to add a new contact. 
  

¶ Fill in the required fields. 
  

¶ Click Done to save.  
 

Note:  Adding a picture to each contact makes it 
easier for the client to recognize the contact. 

 

Adding an event to the calendar 
 
¶ Tap Calendar App on Home screen. 

 

Note:  To change the view of the 

calendar, tap Day/Week/Month /Year.  
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¶ Tap the + to create a new event. 

  

¶ Fill in the required fields for the event that is being 
added to the calendar. 

 
¶ Tap Add to save. 

 

To edit event or add a reminder for an event  
 

¶ Tap the event name displayed on the 
Calendar. 

 
¶ Tap edit. 

 
¶ Make required changes or set time duration for reminder. 

 
¶ Tap Done to save. 

 

BROWSING THE INTERNET USING SAFARI 
 
¶ Tap the Safari App icon on the Home screen. 

 
¶ Review components of the browser with the client, such as the 

address the bar/search area. 

¶ Opening a new tab  and opening a new window.    
 
¶ Note:  Safari is the default-installed browser. Clients can add 

others, such as Google Chrome, from the App Store.  
 

EMAIL 
 

Ask the client if they have an email account.  Their existing email 
account can be used on the iPad. 
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Setting up Email on the iPad 
 

¶ Tap the Settings icon on the Home screen. 
 
¶ Tap Mail, Contacts, Calendars from the list of options provided 

on the left-side of the screen. 
 
¶ Choose Add Account. 

 
¶ For a Gmail account (me@gmail.com), tap 

Google and enter the required information: 
 
V Name, 
V Email, and  
V Password. 
V Description - will automatically show the 

Gmail account. 
 
¶ Touch Next to continue and the account information provided will 

be verified by Google. 
 
¶ Tap Save to add this account. 

 
Note:  Clients with an ISP email account (me@bellaliant.net) will 
tap Other. Clients will need their pop and smtp settings 
provided by their Internet Service Provider when they set up their 
account with them. 

Deleting an Email Account 
 
¶ Tap the Settings icon on the Home screen. 

 
¶ Tap Mail, Contacts, Calendars, under the Settings option on the 

left-side of the screen. 
 
¶ Tap the Account to be deleted from the Accounts listed on the 

right-side of the screen. 
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¶ Tap Delete Account. 
 
¶ Tap Delete. 
¶  

Sending an Email 
 
¶ Tap the Mail icon on the Home screen. 

 
¶ Tap the New Message icon. 

 
¶ Tap the To: line and type the 

recipients Email account. 
 
Note:  Recent Email addresses 
will display in the drop-down 
box, tap the name of the recipient 
if it appears in the list. 
 

¶  Tap into Cc (copy) / Bcc (blind copy): if you want to send this 
email to another person. 
 

¶ Tap into Subject: and enter text about the email content. 
 

¶ Tap into the Message are and type the content of the email 
message. 
 

¶ Tap Send when you are ready to transmit the email. 
 

Add Attachment 
 
¶ Double-tap the message area. 

 
¶ Tap Insert Photo or Video. 

 
¶ Tap the Photo Album that contains the photo/video. 

 
¶ Touch the photo/video. 
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¶ Tap Use. 

 
¶ The photo/video will be added to your email. 

 

CAMERA 
 
This tablet is equipped with a camera for taking photos and/or 
capturing videos.  The tablet has two camera and pictures can be taken 
using the back and/or front camera shooting mode. 
 

Taking a Picture 
 
¶ Tap the Camera icon on the Home screen.  

 

¶ Move the tablet around until the screen captures the image you would 

like to take a picture of. 

 

¶ Tap the Shutter button. 

 

¶ The iPad makes a Shutter Sound. 

 

¶ Photos are saved in the Photo app. 

 

Switch between Camera modes 
 

¶ Tap the Camera icon on the Home screen. 

 

¶ Tap the camera icon in the upper-right corner of the 

screen.  
 

¶ Tap to take a picture of you (now called a selfie). 

 

¶ Tap the camera icon in the upper-right corner of the screen to return 

to the back camera mode. 
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Taking a Video 
 

¶ Tap the Camera icon on the Home screen. 

 

¶ Tap the Video option on the right-side of the screen. 

 

¶ Tap the Record button with red center.  
 

¶ Move the tablet around to capture the video. 

 

Note:  The time-lapsing for the video displays on screen. 

 

¶ Touch the Stop button to save the video.  
 

Photos App 
 

¶ To locate pictures, tap the Photos icon on the Home 
screen.  
 

¶ Select the Album that contains the photos/videos. 

 

Sharing Photos 
 

 
¶ Tap the Photo icon on the Home screen. 

 
¶ Scroll through the pictures - touch one of the 

icons located at the bottom of the screen, such 
as Albums. 
 

¶ Touch Select, located top-right of the screen. 
 

¶ Touch Photo(s) to be shared - a check mark will display on each 
selection. 
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¶ Touch the share icon located on the top-left of 
the screen. 
 

¶ Select from the options listed. 
 

CONNECTING TO WI-FI AT HOME 
 

Many clients already have a wireless (Wi-Fi) network at home.  This 

connection enables them to transmit data and communicate with other 

devices using radio frequency signals sent out from one device to another.  

 
If the client is interested in borrowing a device, ask them: 
 
¶ Do you have Wi-Fi at home? 

 
¶ Would you like instructions on how to connect to your Wi-Fi at 

home? 
 
More information on Connecting to Wi-Fi at Home is available for each 
device in the Trainer's Manual or online at http://nscap.ca/2013-07-
16-17-08-46/mobile-device-training. 

Online Exit Interview 
 
¶ Congratulate the client on completing Level 2 - Basic Tablet 

Training. 
 
¶ Ask the client to complete the online Exit Interview available at: 

 
http://nscap.ca/2013-07-16-17-08-46/mobile-device-training. 

Certificate of Completion 
 
¶ Complete the Certificate of Completion for Level 2 provided online 

(http://nscap.ca/2013-07-16-17-08-46/mobile-device-
training) filling in the clients name and date. 
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¶ Print the Certificate of Completion. 

 
¶ Present the client with the Certificate. 
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iPad Air - Level 3 - Advanced Training 
 

FINISHING STEPS 
 
Welcome the client to the training session and introduce yourself, if the client 
is new to you. 
 
Confirm that the client has completed Level 2 - Basic Tablet Training before 
proceeding. 
 
Complete the Level 3 - Advanced Tablet Training Assessment to ascertain 
the knowledge that the client already has. This assessment form is available 
online at http://nscap.ca/2013-07-16-17-08-46/mobile-device-training. 
 

INSTALLING NEWS APPS 
 

Many clients like to install news apps on their devices to keep current of events 

happening either locally, nationally or worldwide.  There are many apps that can 

be installed. 

 

¶ Touch the Apps Store icon on the Home screen. 

 

¶ Touch Categories and scroll through the list of topics. 

 

¶ Tap the News topic to display all the iPad apps within that category. 

 

¶ Search for the news apps, such as CBC or CTV.  
 

¶ Tap Get. 

 

¶ Tap Install . 

 

Note:  The Chronicle Herald is a paid service, but allows for a few daily 

headlines. 
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READING IBOOKS ON THE TABLET 
 

You iPad can be used as an eReader.  There are many free books that are available 

for downloading from your library, or if preferred, that can be purchased, 

downloaded and managed on the tablet. 

 

OverDrive 
 

To borrow library books or audiobooks, the OverDrive app needs to be installed.  

Additionally, the client will need an Email address, library card and pin number. 

 

OverDrive Setup 

 

¶ Tap the App Store icon on the Home screen. 

 

¶ Search for the OverDrive app. 

 

¶ Tap Get when found. 

 

¶ Tap Install .  

 

¶ Once the app is installed, tap once to open. 

 

¶ An email address is required to setup a free 

OverDrive account. 

 

Note:  Facebook is not required, it is just an 

option. 

 

¶ Once the account is setup go to Add a 

Library . 

 

¶ Search for Public Library; Nova Scotia 

Public Library, Halifax or Cape Breton 

for example.  

 

¶ After the library has been added, tap listed Library. This will take the client 

to a Public Library website. 
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¶ Tap Account. 

 

¶ Select Local Library  listing. Client will be prompted for library card 

number and pin (generally the last four digits of the client's phone number). 

 

¶ Client is now setup to borrow books and audiobooks. 

 

Add a Book 
 

¶ With OverDrive open, touch Bookshelf. 

 

¶ Touch the Add a Title icon. 

 

¶ Scroll/swipe through the selection of books. 

 

¶ Touch the title of the book to be downloaded. 

 

V Depending on its availability you may be prompted to place a hold - if 

so, you will be emailed when the book is available. 

 

V If the book is available for download, you be prompted to download the 

book and will be required to sign in with your library card and pin. 

 

¶ Touch Sign Out when finished using the OverDrive app. 

 

¶ Enjoy reading the downloaded book! 

 

FACETIME 
 

FaceTime is included on all iPads, iPhones and Mac Computers. It will allow 
iPad clients to connect with other iPad, iPhone and Mac clients via video or 
audio chat. 
 
 The client will need their Apple ID login information for setup; as well as, the 
email addresses of anyone they would like to contact. 
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Setting up FaceTime 

 
¶ Tap the Settings icon on the Home screen. 

 
¶ Tap the FaceTime icon to open. 

 
¶ Slide finger to turn FaceTime on. 

 
¶ TÁÐ Ȱ5ÓÅ ÙÏÕÒ !ÐÐÌÅ )$ ÆÏÒ &ÁÃÅ4ÉÍÅȱȢ 

 
¶ Enter required information. 

 
¶ Tap Next. 

 
¶ Select the email address or phone number the client would like others 

to use to reach them.  

Using FaceTime 
 
¶ Tap the FaceTime icon on the Home screen. 

 
¶ Tap the + sign to view contacts. 

 
¶ Tap the name of the person to be contacted. 

 
Note:  If there are no contacts listed, create a new contact. 

 
¶ Tap Video icon for a video call. 

 
¶ Tap Phone icon for an audio call that is listed under FaceTime 

not mobile. 
 
¶ FaceTime will launch immediately when either icon is tapped. 

 
¶ Tap End to disconnect. 
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ITUNES STORE 
 
The iTunes Store can be used to add music, movies, TV shows and more on the 
iPad. 
 

Setting up iTunes Store 
 
¶ Tap the Settings icon on the Home screen. 

 
¶ Tap iTunes & App Store displayed on the 

left-side of the Settings screen. 
 
Note:  Review the options for iTunes & App 
Store displayed on the right-side of the 
screen. 

 
¶ Tap the Apple ID to view and sign in. 

 

USING ITUNES STORE 
 
¶ Tap the iTunes Store icon on the Home Screen.  

 
¶ Tap Genres, located top-left of the screen, to display a drop-down list of 

categories to select from. 
 

Note:  At the bottom of the screen, you can select Movies, TV Shows, 
Audiobooks, Top-Charts, Genius and/or Purchased. 

 
¶ Scroll/swipe through the titles. 

 
¶ Tap a title to display more information on the selection. 

 
¶ Tap on the item's price (or Tap free). 

 
¶ Tap again to Buy Song.  

Note:  If the item has already been bought a  icon 
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will be displayed. The item can be downloaded again without a charge. 
 
¶ Sign in with an Apple ID password to continue with your purchase. 

 
Note:  A credit card or iTunes card will be needed. 

 
IMPORTANT:  As a trainer, DO NOT take the clients credit card 
information.  Let the client enter that information on their OWN device. 

 
¶ Once transaction is complete, download the item. 

 

Using Search 
 
¶ Tap Search, if you know what you want. 

 
¶ Enter the information into the search field using the keyboard, 

displayed at the bottom of the screen. 
 
¶ Tap Search on the keyboard. 

 

Online Exit Interview 
 
¶ Congratulate the client on completing Level 3 - Advanced Tablet 

Training. 
 
¶ Ask the client to complete the online Exit Interview available at: 

 
http://nscap.ca/2013-07-16-17-08-46/mobile-device-training. 

 

Certificate of Completion 
 
¶ Complete the Certificate of Completion for Level 3 provided online 

(http://nscap.ca/2013-07-16-17-08-46/mobile-device-training) 
filling in the clients name and date. 
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¶ Print the Certificate of Completion. 

 
¶ Present the client with the Certificate. 

 
¶ Ask the client if there is any additional training that they would like to 

undertake. 
 


