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WELCOMETO YOUR
TECHNOLOGY WORKBOOK!

Welcome! We're so glad you're here. This
workbook is designed to help seniors or anyone
who may feel uncertain or overwhelmed by
today’s fast-changing technology. Whether you're
just getting started with your iPhone or iPad, or
you've been using these devices for a while but
want to learn more, this guide is here to make
technology easier, more understandable, and
even fun.

We know that learning something new can
sometimes feel intimidating, but don't worry —
we've created step-by-step instructions that are
clear and simple to follow. You'll be able to learn
at your own pace and build confidence with every
step you take.
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= In this workbook, you'll find easy-to-follow
‘E,Linstructions on how to:

e Navigate your iPhone or iPad

e Download and organize apps
{446 » Make video calls with family and friends using
N """ FaceTime

e Manage photos and create albums
(), * Setup important health features like Medical

N A |

% . Use everyday tools like messaging, email, and




WHY THIS WORKBOOK
MATTERS

Technology is an incredible tool that can connect
us with loved ones, provide entertainment, and
even help us manage our health. It’s never too
late to learn, and with the right guidance, you'll
discover just how much your devices can enrich
your life.

This workbook is here to empower you to take
control of your digital world — so let’s get started!
We're here to support you every step of the way.
Take your time, enjoy the learning process, and
know that each page you turn will bring you
closer to mastering the technology that
surrounds you.



CHAPTERT:

GETTING TO KNOW YOUR
IPAD/IPHONE



Turning 01t/On Your Device

How to restart your device if it has a home button

1. Click the button power button that is located either on
the top half of the right side of your device

2. Hold the power button until you see “slide to power
off” appear on your screen.
3. Slide the slider to the right, and then let go.



Turning O1tf/On Your Device

How to restart your device if it has a home button

4. Your phone will now shut down.
5. When you want to turn it back on, hold the power
button until you see the Apple logo appear, then let go.
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Turning 01t/On Your Device

How to restart your device if it does not have a
home button

1. Hold the power button and the volume up button until
you see “slide to power off” appear on your screen.

2. Hold the power button until you see “slide to power
off” appear on your screen.
3. Slide the slider to the right, and then let go.
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Turning O1tf/On Your Device

How to restart your device if it does not have a
home button

4. Your phone will now shut down.
5. When you want to turn it back on, hold the power
button until you see the Apple logo appear, then let go.
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Restarting Device

How to restart your device if it has a home button

1. Hold the power and home buttons until you see the
apple logo on your screen.

2. Release the buttons when the Apple logo appears.
Restart should start automatically.
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Restarting Device

How to restart your device if it does not have a
home button

1. Hold the power button and volume up button until
you see “slide to power off” appear on your screen.

2. Slide the slider to the right, and then let go.
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Restarting Device

How to restart your device if it does not have a
home button

3. Wait 30 seconds for your phone to fully turn off.

t 30

4. After 30 seconds, hold the power button until you see
the apple logo appear, then let go.
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Navigating the Home
Screen

1.Unlock the iPhone: Press the home button (if your
iPhone has one) or swipe up from the bottom of the
screen if you have a newer iPhone model.

2. Swipe Between Pages: The iPhone’'s home screen
can have multiple pages of apps. To move between
these pages, simply swipe left or right on the screen.
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Navigating the Home
Screen

3. Find Apps: Apps are organized in rows and columns
across the screen. If you can't find a particular app,
swipe down from the middle of the screen to reveal the
search bar. Type in the app’s hame to locate it quickly.
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Understanding Icons,
Apps, and Folders

1.App Icons: Each icon on the screen represents
an app. Tap an icon to open the app.

2. Folders: Sometimes, you'll see icons that look like
a small square with multiple smaller icons inside it.
These are folders containing several apps. Tap on
the folder to open it and reveal the apps inside. Tap
on any dpp inside the folder to openit.
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Understanding Icons,
Apps, and Folders

3. App Labels: Under each app icon is a label that
tells you the app’s name. This helps identify the
apps at a glance.
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Notifications

1.Notification Badges: Some app icons might
show a small red circle with a number. This is a
‘badge” that indicates the number of
notifications or alerts for that app. For example,
the "Mail" app might show a badge if you have
new emails.

2. Viewing Notifications: To see more details about
notifications, swipe down from the top of the screen.
This will reveal the Notification Center, where you can
read all your recent alerts.

3. Clearing Notifications: In the Notification Center,
swipe left on a notification to clear it or tap "Clear All’
to remove all notifications at once.
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Using the Touchscreen

1. Tap: To select or open an app, gently tap on its
icon with your finger. This is the most common
gesture used on the iPhone.

2. Swipe: To move between screens or scroll
through a list, place your finger on the screen and
swipe in the direction you want to go:
o Swipe left or right to navigate between home
screen pages.
o Swipe up or down to scroll through a
webpage, list, or settings menu.
3. Pinch: Place two fingers on the screen and bring
them closer together to "pinch” and zoom out on
photos, maps, or webpages.

4.Zoom: To zoom in, place two fingers close
together on the screen and move them apart. This
works well for photos, maps, or anything you need a
closer look at.
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Accessing Control Center

1. Open Control Center:

o For iPhones without a home button: Swipe
down from the top-right corner of the
screen.

o For older iPhone models with a home
button: Swipe up from the bottom edge of
the screen.
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Accessing Control Center

* Key Controls:
o Brightness: Adjust screen brightness by
sliding the brightness bar up or down.
o Volume: Use the volume slider to increase or
decrease the sound.

o Wi-Fi and Bluetooth: Tap the icons to turn
Wi-Fi or Bluetooth on (blue) or off (gray).

o Airplane Mode: Tap the airplane icon to
disable all wireless communication (useful
during flights).

o Flashlight: Tap the flashlight icon to turn it on
or off.

o Do Not Disturb: Tap the crescent moon icon
to enable "Do Not Disturb” mode, which
silences notifications.
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Introduction to Key
Settings

1.Open Settings: Find and tap the "Settings” app
(it looks like a gear) on your home screen.
2. Wi-Fi:

o In "Settings,” tap "Wi-Fi.’

o Ensure Wi-Fiis turned on (the switch will be
green).

o Tap the network name you want to connect
to and enter the password if required.
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Silent Mode and Do Not
Disturb

Silent Mode:
* Locate the physical switch on the left side of the
iPhone.
* Flip the switch down so you see an orange stripe.
This puts the phone in silent mode, which silences
ringtones and alerts.

Do Not Disturb:

e To use ‘Do Not Disturb,” swipe down from the top-
right corner of the screen (or swipe up from the
bottom on older iPhones) to open Control Center.

e Tap the crescent moon icon. This will silence all
notifications and calls until you turn it off.

e For more options, go to "Settings” > 'Focus” > 'Do
Not Disturb.” Here, you can schedule times for ‘Do

Not Disturb” and allow calls from certain contacts.

25



Updating your iPhone

1. Open Settings

e Locate and tap the "Settings” app on your home
screen. It looks like a gray gear icon.

2. Navigate to Software Update
e Scroll down and tap on "General.”
e In the "General’ menu, find and tap on "Software

Update.” This is where you can check for new iOS
updates.

3. Check for Updates
e The iPhone will automatically start checking for
available updates. If an update is available, you
will see details about the new software version.
e If it says "Your software is up to date,” you do not
need to do anything further.

Update” screen, tap "Automatic Updates.”
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Updating your iPhone

4. Install the Update

e If an update is available, tap "Download and
Install.”

e If prompted, enter your iPhone's passcode to
start the installation.

e Important: Ensure your iPhone is connected to
Wi-Fi and has enough battery (preferably 50%
or more). It's also recommended to plug your
iPhone into a charger during the update.

* The update will begin downloading. Once
downloaded, tap “Install Now.” Your iPhone will
restart and install the update, which can take
several minutes.

5. Automatic Updates (Optional)

 To make future updates easier, you can enable
automatic updates.

e In the "Software Update” screen, tap "Automatic
Updates.’

e Toggle on "Download iOS Updates” and “Install
iOS Updates.” Your iPhone will then
automatically download and install updates
overnight when it's charging and connected to
Wi-Fi.
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CHAPTER 2:

CONNECTING TO WI-FIAND
SETTINGUP ACCOUNTS

28



Connecting to Wi-F1

Open the "Settings” app on your iPhone. This is
represented by a gray gear icon.
Tap on "Wi-Fi" at the top of the list.

Make sure the "Wi-Fi" switch is turned on (the
switch will be green). This will display a list of
available Wi-Fi networks.

Find your network in the list and tap on its name.

If the network is password-protected, a box will
appear asking for the password. Type in the Wi-
Fi password using the on-screen keyboard.

After entering the password, tap "Join" in the
top-right corner of the keyboard. If the
password is correct, your iPhone will connect to
the Wi-Fi network.

Once connected, a checkmark will appear next
to the network name, indicating a successful
connection.
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Logging into Accounts

Setting Up Your Apple ID and iCloud Account
e Open the "Settings” app.
e At the top of the Settings menu, tap "Sign in to
your iPhone.”

e Enter your Apple ID (email address) and
password. If you do not have an Apple ID, tap
‘Don’t have an Apple ID or forgot it?" and follow
the prompts to create a new one.

e Once signed in, you'll be asked if you want to
use iCloud. Tap "Merge" to sync your iPhone with
iCloud, which backs up important information
like contacts and photos.

e You may be prompted to enter your device's
passcode or set up two-factor authentication
for added security. Follow the on-screen

instructions to complete these steps.
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Logging into Accounts

Setting Up an Email Account
e Step 1: Open the "Settings” app.
e Step 2: Scroll down and tap on "Mail,” then tap
"Accounts.”
e Step 3: Tap "Add Account,” then select your
email provider (e.g., Gmail, Yahoo, Outlook).

e Step 4: Enter your email address and password,
then tap "Next.’

e Step 5: Depending on your email provider, you
might see additional options to enable syncing
for mail, contacts, calendars, etc. Adjust these
options as desired, then tap "Save.”

e Step 6: Your email account is now set up, and
you can access it through the "Mail” app on your
home screen.
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Managing Accounts

e Accessing Accounts: To manage your Apple
ID, email, or other accounts, open the
"Settings” app and tap on "Apps” at the
bottom, then select mail.

Here, you can add new
accounts, remove existing
ones, or update passwords.

e iCloud Settings: To manage iCloud settings,
tap your name at the top of the "Settings” app,
then select "iCloud.” You can choose what
information you want to sync with iCloud, such
as photos, contacts, and more.
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CHAPTER 3:

MANAGING CONTACTS
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Setting Your Contact
Information

e Step 1: Open the "Contacts” app on your iPhone.
You can also access this through the "Phone’
app by tapping "Contacts” at the bottom.

e Step 2: Scroll to the top of the "Contacts” list and
tap "My Card" (it may say "Your Name" or "My
Info").

e Step 3: Tap "Edit" in the top-right corner to add
or update your personal information, such as

your phone number, email, address, and photo.

e Step 4: After entering the information, tap "Done’
in the top-right corner to save it.
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Adding and Saving
Contacts

Step 1: Open the "Contacts” app or the "Phone’
app and then tap on "Contacts.’

Step 2: Tap the "+" sign in the top-right corner to
add a new contact.

Step 3: Enter the contact's details:

Name: Enter the first and last name.

Phone Number: Tap on "‘add phone” and enter
their phone number.

Email: Tap on "add email” to include their email
address (optional).

Additional Info: Add other details like address,
birthday, or notes if needed.

Step 4: Once you've filled in the information, tap
‘Done’ in the top-right corner to save the
contact.



Organizing Your
Contacts

e Groups: If you have many contacts, you can
organize them into groups (e.g., Family, Friends,
Work). This is done through the iCloud website
(iCloud.com) rather than directly on the iPhone.
Log in with your Apple ID, go to "Contacts,” and
create groups that will sync to your phone.

* Favorites: For quick access to frequently
contacted people, open the "Phone” app, tap
"Favorites” at the bottom, and tap the "+ to add
contacts to your Favorites list.
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Updating Contact
Information

Step 1. Open the "Contacts’ app and find the
contact you want to update.

Step 2: Tap on the contact's name to view their
details.

Step 3: Tap "Edit" in the top-right corner.

Step 4: Make the necessary changes, such as
updating their phone number, email, or address.

Step 5: Tap 'Done’ to save your changes.
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Deleting a Contact

Step 1: Open the "Contacts” app and find the
contact you wish to delete.

Step 2: Tap on the contact's name.

Step 3: Tap "Edit" in the top-right corner.

Step 4: Scroll to the bottom and tap "Delete
Contact.” Confirm by tapping "Delete Contact’
again.
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Setting Up Emergency
Contacts

Step 1: Open the "Health™ app on your iPhone.

Step 2: Tap on your profile picture in the top-
right corner, then tap "Medical ID."

Step 3: Tap "Edit" in the top-right corner.

Step 4: Scroll down to the "Emergency Contacts”

section and tap "add emergency contact.’

Step b: Choose a contact from your list and
specify their relationship to you.

Step 6: Tap '‘Done’ to save. These contacts can
be accessed in an emergency by first
responders even if the phone is locked.
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CHAPTERA4:

USING FACETIME
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Introduction to
FaceTime

e Whatis FaceTime? FaceTime is Apple’s video
and audio calling app that allows you to make
free video and audio calls over Wi-Fi or
cellular data to other Apple devices. It's a
great way to stay in touch with family and
friends, especially when you want to see each
other face-to-face.

Why Use FaceTime? FaceTime is built into all
Apple devices (iPhones, iPads, Macs), making
it easy to use without needing to download
anything. It offers high-quality video and
audio, and it allows for group calls, which is
perfect for family gatherings or virtual
meetings.
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Making a FaceTime Call

Step 1: Open the "'FaceTime" app on your iPhone.
If you don’t see it, swipe down on the home
screen and type "'FaceTime" into the search bar.

Step 2: In the FaceTime app, tap the "+" sign in
the top-right corner.

Step 3: Enter the name, phone number, or email
address of the person you want to call. If the
person is in your contacts, you can start typing
their name, and it will appear.

Step 4: Once the contact is entered, tap "Video®
to start a video call or "Audio” to make an audio-
only FaceTime call.

Step 5: During the call, you can switch between
the front and back cameras by tapping the "flip
icon or mute your microphone by tapping the
microphone icon.
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Answering a FaceTime Call

e Step I: When you receive a FaceTime call, a
notification will appear on your screen showing
the caller's name or number.

e Step 2: To answer a video call, tap the green
"Video" button. If it's an audio-only FaceTime
call, tap the green "Audio” button.

e Step 3:If you're unable to take the call, tap the
red "Decline” button. Alternatively, tap 'Remind
Me" or "Message’ to set a reminder or send a
quick text response.
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Using Group FaceTime

e Step I: Open the "FaceTime" app.

e Step 2: Tap the “New Facetime” button on the top

FaceTime

&

Create Link

e Step 3:In the "To:" field, enter the names, phone
numbers, or email addresses of the people you
want to add to the call. You can add up to 32
people on a Group FaceTime call.

e Step 4: Once you've added everyone, tap
"FaceTime’ to start a group video call or the
phone icon for a group audio call.

e Step 5: During the call, the screen will
automatically highlight the person who is
speaking. You can also tap on anyoness tile to
bbring their video to the forefront.
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CHAPTERS:

USING AIRDROP
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Introduction to AirDrop

e Understanding AirDrop: AirDrop is a simple and
fast way to share files wirelessly between Apple
devices, such as iPhones, iPads, and Macs. You
can share photos, documents, videos, contacts,
and even websites instantly with nearby
devices.

e How does AirDrop work? AirDrop uses Bluetooth
to find nearby Apple devices and Wi-Fi to
quickly transfer files. Both devices need to have
AirDrop turned on and be close to each other.
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How to Enable AirDrop

e Step 1: Open Control Center:

o On an iPhone or iPad: Swipe down from the
upper-right corner of the screen (or swipe
up from the bottom if you have an older
iPhone model).
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How to Enable AirDrop

e Step 2: Turn on AirDrop:

o On iPhone/iPad: Tap and hold the section
with the Wi-Fi, Bluetooth, and Airplane Mode
icons, then tap 'AirDrop.

o Select 'Contacts Only' (to share with people

in your contacts) or 'Everyone for 10 minutes'

(to share with anyone nearby).

* Make sure Bluetooth and Wi-Fi are turned on:
AirDrop needs both to function properly.
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Sending Files with AirDrop

1.Select the file you want to share:

o On iPhone/iPad: Open the app with the file
you want to share (Photos, Notes, Files, etc.).
Tap the 'Share’ button (it looks like a square
with an arrow pointing up).

o On a Mac: Right-click the file you want to
share, or click the ‘'Share’ button in the app
you're using.

2.Choose AirDrop:
o In the sharing options, tap "AirDrop.

1.Select the recipient:

o You will see nearby AirDrop-enabled devices.
Tap the device or person you want to send
the file to.

2.File transfer:

o Once the person accepts the file, it will be
sent instantly. A confirmation message will
appedar once the transfer is complete.
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Receiving Files with
AirDrop

1.Accept the AirDrop transfer:
a.When someone sends you a file via AirDrop,
a notification will appear on your screen
asking if you want to accept or decline.
2.Tap '‘Accept:
a.lf you tap ‘Accept, the file will be downloaded
to your device.
b.Photos and videos will be saved to your
Photos app, documents will appear in Files or
the relevant app, and websites will open in
Safari.
3.Decline the transfer:
a.lf you do not want to receive the file, tap
'Decline, and the transfer will be canceled.
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CHAPTERG:

ORGANIZING AND MANAGING
PHOTOS
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Taking Photos and Videos

* Open the Camera app: Tap the Camera icon on
your home screen or swipe left from the lock
screen.

e Take a photo: Frame your shot by pointing your
phone’s camera at the subject. Tap the shutter
button (white circle) to take a picture.

e Record a video: To switch to video mode, swipe
left or right until "Video" is selected. Tap the red
circle to start recording and tap it again to stop.

* View your photos and videos: After taking a
picture or video, tap the small thumbnail in the
bottom-left corner to view it in the Photos app.
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Editing Photos

e Open the photo you want to edit: In the Photos
app, tap the photo to bring it up.

e Tap Edit: In the top-right corner, tap the 'Edit
button.

* Basic edits: Adjust lighting and color by tapping
the 'Magic Wand' icon (Auto), or use sliders to
change brightness, contrast, and more.

* You can also crop or rotate the photo by
tapping the crop icon (square with arrows).
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Editing Photos

e Apply filters: Tap the filter icon (three circles) to
choose a preset filter like Vivid or 'Dramatic.

e Save your edits: Once you're satisfied with your
edits, tap Done’ to save the changes.
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Sharing Photos

Sharing photos via AirDrop, Messages, or Email:
e Open the Photos app: Tap the photo or video
you want to share.

e Tap the ‘Share’ button: This is the icon that looks
like a square with an arrow pointing up.

e Choose how to share: Select ‘AirDrop’ to send to
nearby Apple devices, Messages' to text the
photo, or ‘Mail to send via email.

Follow the prompts to complete the share:
e For AirDrop, tap the person’s device name.
e For Messages or Email, type the recipient’'s name
and send it as you would normally.
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Backing Up Photos to
iCloud

How to ensure your photos are safely stored in the
cloud:
1.Enable iCloud Photos:

o Go to ‘Settings, tap your name at the top,
then tap ‘iCloud.’

2.Turn on 'iCloud Photos".

o Under Photos, toggle the switch next to
iCloud Photos' to enable backup.

3.Automatic backup:

o Your photos and videos will automatically
back up to iCloud when your device is
connected to Wi-Fi.

4.Access your photos anywhere:

o You can view your photos on any Apple
device signed in to your iCloud account by
opening the Photos app.
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Saving Photos from Text
Messages

How to save photos shared in Messages:
a.0Open the Messages app:
= Find the conversation with the photo you
want to save.
b.Tap and hold the photo:
= When the options appear, tap 'Save.
c.Find the photo in your Photos app:
= The saved photo will now appear in your
Photos app under Recents.
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CHAPTERT:

How 1o

Set up your
Medical ID

SETTING UP AND USING
MEDICAL ID
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What is Medical ID?

Medical ID is a feature available on iPhones that
provides essential health and emergency contact
information. It can be accessed directly from the
lock screen, even when your phone is locked,
allowing emergency responders to quickly learn
about your medical conditions, allergies, blood
type, and contact your emergency contacts if
needed.

e Why is Medical ID important?

o |In case of a medical emergency, first
responders can use your Medical ID to
understand your health conditions,
medications, or allergies, which could be life-
saving.

o |t also allows others to notify your loved ones
quickly without needing to unlock your
phone.

&
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Creating Your Medical ID

e Step-by-step guide to setting up Medical ID:
a.Open the Health app:
= Find the 'Health' app on your iPhone (it
looks like a white icon with a red heart)
and tap to open it.
b.Go to the 'Medical ID’ section:
= At the bottom of the screen, tap the
'Summary’ or Browse' tab, then tap
‘Medical ID.
c.Tap Edit"
= In the top right corner, tap ‘Edit’ to start
entering your information.
d.Enter your health details:
= Medical conditions: Add any chronic or
significant medical conditions (e.g.,
diabetes, heart disease).
= Allergies & reactions: List any allergies,
particularly to medications.
= Medications: Enter important
medications you're currently taking.
= Blood type: If you know your blood type,
add it here.

Health

60



Creating Your Medical ID

o Go to the 'Medical ID' section:
= At the bottom of the screen, tap the
'Summary’ or Browse' tab, then tap

'‘Medical ID.
4 Search = 1:17 PM 4 4 Search 9 1:17 PM %)
Done
Summary Q)
Favorites Edit @

8 Liam

Show All Health Data

Health Details

Get More From Health Medical ID

Features

Health Checklist

Health Records
Set Up Your Medical ID

In an emergency, first responders can
look at your Medical ID to get life-saving
infarmation.

. Privacy

Summary

Organ Donation
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Creating Your Medical ID

o Enter your health details:

= Medical conditions: Add any chronic or
significant medical conditions (e.g.,
diabetes, heart disease).

= Allergies & reactions: List any allergies,
particularly to medications.

= Medications: Enter important
medications you're currently taking.

= Blood type: If you know your blood type,
add it here.

r 1

Cancel Medical ID Done

Information

add Liam
photo

add date of birth

Medical Conditions
Medical Notes
Allergies & Reactions
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Creating Your Medical ID

o Add emergency contacts:
= Scroll down to the 'Emergency Contacts'
section and tap '‘Add Emergency Contact.
= Select a contact from your phone’s
contact list and indicate your relationship
with them (e.g., spouse, child, friend).

Medical ID

Emergency Contacts
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Creating Your Medical ID

o Enable 'Show When Locked"
= Make sure the 'Show When Locked' option
is turned on. This ensures that your
Medical ID can be accessed from the lock
screen in dn emergency.
» Tap Done’
o Once you've filled in your information, tap
'Done’ in the top right corner to save your
Medical ID.

r N
Cancel Medical ID Done

&9 add weight
add height

add primary language

Emergency Contacts

add emergency contact

Emergency Access

Show When Locked
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Accessing Medical ID in
Emergencies

How to access Medical ID from the lock screen:
o Access Medical ID on an iPhone:

= |f you find yourself in an emergency or
need to help someone, access the
Medical ID by following these steps:

= From the lock screen, press the 'Side’ or
'Home' button (depending on your
iPhone model).

= On the password entry screen, tap
Emergency’ in the bottom-left corner.

= Then tap ‘Medical ID"in the bottom-left
corner. You will now see all the health
information entered in the Medical ID,
including emergency contacts.

o For emergency responders:

= Medical personnel or bystanders can
access this information without
unlocking the phone, helping them make
informed decisions and contact family
members.



Customizing Notifications

Managing which apps can send you
notifications: Notifications are alerts that appear
on your iPhone, such as messages, dpp updates,
or reminders. Here’'s how to manage them:
1.0Open ‘Settings:
Tap the ‘Settings' icon on your home
screen (it looks like a gear).
1.Go to 'Notifications”.
Scroll down and tap ‘Notifications.

Settings

Airplane Mode

Cellular

Notifications

Sounds & Haptics
Do Not Disturb
Screen Time
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Customizing Notifications

1.Select an app:
You'll see a list of all the apps on your device.
Tap any app to customize its notifications.
2.Turn notifications on or off:
Toggle ‘Allow Notifications' to enable or
disable notifications for that app.
3.Choose how notifications appear:
You can decide if notifications show on
your lock screen, in the notification center,
or as banners when the app sends an
alert.
You can also adjust the sound and
badges (numbers that appear on app
icons) for each app.

Allow Notifications

Lock Screen Notification Center Banners

Banner Style



Adjusting Privacy Settings

Ensuring your information is protected: Your
iPhone has several privacy features to help you
control what information apps and services can
access. Here’'s how to check and adjust your
privacy settings:

1.0Open ‘Settings:
= Go to Settings' and scroll
down to Privacy & Security.
2.Review privacy options:
= You'll see categories like
‘Location Services, ‘Contacts,
'Photos, and more. Tap each
one to see which apps have
access to that information.
3.Turn off access to personal data:
= For each category, you can
decide whether to allow apps
to access certain data. For
example, in ‘Location Services,
you can choose whether an
app can always, never, or only
use your location while the
app is in use.
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Adjusting Privacy Settings

Understanding app permissions:
1.What are app permissions?
= When you download an app, it may ask for
permission to access parts of your phone,
like the camera, microphone, or contacts.
2.How to manage app permissions:
= Go to Settings' > Privacy & Security, then
tap the permission category (like 'Camera’
or 'Microphone') to see which apps have
requested access. You can toggle each
app's permission on or off.
3.Why it's important:
= Limiting access to personal data ensures
that apps can’t collect or misuse your
information without your consent. Only
grant permissions to apps you trust.
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Using Do Not Disturb

How to enable and schedule Do Not Disturb mode for
peace and quiet: Do Not Disturb mode silences calls,
messages, and notifications so you can enjoy
uninterrupted time. Here’s how to use it:

1.Enable Do Not Disturb:

o Open the Control Center by swiping down from
the upper-right corner of your screen (or up from
the bottom if you have an older iPhone).

o Tap the crescent moon icon to enable Do Not
Disturb.

1.Schedule Do Not Disturb:

o To schedule it, go to ‘Settings, tap Focus, then ‘Do
Not Disturb.

o Tap 'Add Schedule or Automation' to set specific
times when Do Not Disturb automatically turns on,
like during bedtime or meetings.

2.Customize Do Not Disturb:

o You can choose to allow calls from certain
contacts even when Do Not Disturb is on. In the
‘Allowed Notifications’ section, tap 'People’ and add
the contacts you still want to hear from while the
mode is active.

o You can also allow notifications from specific apps

or choose to silence everything.
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Common Issues and Fixes

Solutions to common problems: Here are some
simple solutions to common issues you might
encounter with your iPhone or iPad:
e Wi-Fiissues:
o If your device won't connect to Wi-Fi, go to
'Settings’ > 'Wi-Fi' and make sure it's turned
IS on.

-~

= o Tap the Wi-Fi network you're trying to
connect to and select Forget This Network,
then reconnect by re-entering the Wi-Fi
password.
e App crashes:

o If an app keeps crashing, try closing it and
reopening it. Double-tap the Home button (or
swipe up from the bottom of the screen) and
swipe the app away.

o Ensure the app is up to date by visiting the
App Store and checking for updates.

o If that doesn’t work, try deleting the app and
reinstalling it.

e Battery drains quickly:

o Check which apps are using the most battery
by going to ‘Settings’ > ‘Battery.’

D| o Turn off background app refresh for
unnecessary apps in ‘Settings' > ‘General >
‘Background App Refresh.

= Lower screen brightness or turn on ‘Low
Power Mode' in ‘Settings’ > ‘Battery.’ 72



How to Restart Your Device

e Steps for restarting an iPad or iPhone:
a.For iPhones with Face ID (or iPad without a
home button):
= Press and hold the 'Side’ button and either
volume button until the 'Power Off slider
appears.
= Drag the slider to turn off the device, then
wait about 30 seconds.
= To turn it back on, press and hold the ‘Side’
button until the Apple logo appears.
b.For iPhones with a Home button:
= Press and hold the 'Power’ button (usually
on the side or top) until the 'Power Off’
slider appears.
= Drag the slider, wait 30 seconds, and then
press and hold the ‘Power button again
until the Apple logo appears.
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How to Update Your Device

e Here's how to check for updates:
1.Open ‘Settings:
o Tap the ‘Settings'icon on your
home screen.

2.Go to ‘General:
o Scroll down and tap ‘General.

3. Check for updates:

o Tap ‘Software Update. If an
update is available, you'll see the
option to 'Download and Install.

4. Install the update:

o Tap Download and Install, then
follow the on-screen instructions.
Make sure your device is plugged
in or has enough battery for the
update.
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Internet Safety Basics

Understanding phishing, scams, and how to avoid
them:

e Phishing: This is when scammers try to trick you
into providing personal information, such as
passwords or credit card numbers, by
pretending to be legitimate companies (like your
bank or email provider).

o How to spot phishing attempts: Be cautious
of emails or messages that ask for personal
details or contain suspicious links. Scammers
may use urgent language (e.g., "Your
account is at risk!") to make you act quickly.

o What to do:

e Don't click on links in emails or text
messages from unknown senders.

e Verify the sender's email address or
phone number—scammers often use
addresses that look very similar to
legitimate ones.

e If you're unsure, contact the company
directly using a verified phone number
or website to check if the message is
legitimate.
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Internet Safety Basics

Understanding phishing, scams, and how to avoid
them:
e Avoiding scams:

o Unfamiliar requests: Ignore any request for
money, prizes, or personal information that
seems out of the ordinary.

o Fake websites: Always check the URL of
welbsites before entering sensitive
information. Look for 'https://" at the
beginning of the address and a padlock
symbol, indicating a secure connection.

e Unsolicited downloads: Never
download attachments or software
from unknown sources, as they may
contain viruses or malware.




Staying Safe with Emails and

Text Messages

How to handle suspicious emails and texts:
1.Be cautious of unexpected messages:

o If you receive an email or text message from an
unknown sender, do not click on any links or
attachments.

2.Look out for strange requests:

o Banks, government agencies, or legitimate
companies will never ask for your password, PIN, or
social security number via email or text. If you
receive a message asking for sensitive
information, it's likely a scam.

3.Verify sender details:

o Scammers often use email addresses or phone
numbers that are very similar to legitimate ones.
Always double-check the sender's details, and
when in doubt, contact the company directly.

4.Block and report spam:

o Most email providers and messaging apps allow
you to block and report suspicious emails or texts.
Doing this helps protect you and others from
future scams.
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Avoid Clicking on Unknown
Links

e Common Scam: You might receive
messages claiming your package couldn't
be delivered or that you need to “verify” your
information for a shipment. If you didn’t
specifically request a delivery update, these
messages are often fake.

e What to Do: Don't click on any links in
messages from unknown numbers or emails.
Instead, check the status of any legitimate
orders by visiting the official website (like
usps.com) and tracking your package
directly.
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Identify Fake Text Messages
and Emails

Scammers will often send fake messages
pretending to be USPS, UPS, or FedEx. Look for
signs like:

Poor grammar or spelling errors.
Urgent requests (e.g., “Act now!” or “Your
account will be locked”).

Unusual web addresses that don’t match the
company’s actual URL.

Don’t Give Personal Information
Over Text or Email

e Reputable companies like USPS or your bank
will never ask you to provide sensitive
information (like your Social Security
number, passwords, or credit card details)
through a text message or emaiil.

e If a message asks for this info, it's a red flag.

Ignore the request and delete the message.




Install a Security App on Your
Phone

e Use a trusted mobile security app that can
help detect suspicious links and protect
against malware.

e Some popular and reliable options include
Norton Mobile Security, McAfee Mobile
Security, or Lookout.

Use Two-Factor Authentication
(2FA)

e Many accounts now offer 2FA, which adds an
extra layer of security by requiring a unique
code (usually sent to your phone) in addition
to your password.

e This way, even if a scammer gets your
password, they won’t be able to access your
account without the second form of
verification.
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Regularly Update Your Phone’s
Software

Updates often include security patches that
protect your device from new threats. Make it a
habit to keep your phone’s operating system
and apps up to date.

Learn to Block and Report
Suspicious Contacts

If you receive a suspicious text or call, you can
block the number and report it as spam. Most
smartphones have an option to report

messages as “junk” or “spam” in the message

app.

You can also report scam attempts to the
Federal Trade Commission (FTC) at

reportfraud.ftc.gov. “
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Downloading Apps from
the App Store

Step 1: Open the App Store
e Find the App Store icon on your home screen. It
looks like a blue box with a white "A" made of
three sticks.
e Tap the App Store icon once to open it.

Step 2: Search for an App
e Once the App Store is open, you'll see a menu at
the bottom of the screen with different options
like Today, Games, Apps, and Search.
e Tap on the Search option in the bottom-right
corner.
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Downloading Apps from
the App Store

Step 3: Type in the Name of the App
e At the top of the screen, you'll see a search bar
that says "Games, Apps, Stories, and More". Tap
in the search bar to type.
e Type the name of the app you want to download
(for example, "Facebook” or "Netflix").
After typing, press the Search button on your
keyboard.
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Downloading Apps from
the App Store

Step 4: Select the App You Want
e A list of apps related to your search will appear.
e Look for the app you want, and tap on its icon or name
to open its page for more details.

Step 5: Download the App

e Once you're on the app’s page,
you'll see a button that either
says Get (for free apps) or shows
a price (for paid apps).

e Tap on the Get button (or the
price if it's a paid app).

e The button will change to show a
spinning circle, meaning the app
is downloading.
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Downloading Apps from
the App Store

Step 6: Use Your Apple ID to Confirm
e Depending on your device settings, you may be asked
to sign in using your Apple ID or use Face ID/Touch ID
(your face or fingerprint) to confirm the download.
o If prompted, enter your Apple ID password or use
Face ID/Touch ID to authorize the download.
o If you don't remember your password, you can
reset it by following the prompts or asking for help.

Step 7: Wait for the App to Download
e Once you've confirmed the download, you'll see a
spinning circle that fills up as the app downloads. This
usually takes just a few moments, depending on your
internet connection.
e When the download is finished, the button will change
to Open.
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