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The device used to create this document is an iPad mini with iPadOS 15.8 and an iPhone 14 with iOS
26. If you are using a phone or a different version of the Apple operating system, some things may be

different, although most steps should be similar.

What happened to iOS 19-25?! Apple decided to realign its naming conventions to match the year.



Anatomy of an iPhone
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In 2023 the iPhone came in line with industry standards and switched to USB-C. Previously, starting
with the iPhone 5, it used a lightning connector.
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Anatomy of an iPad
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The location of buttons and cameras will vary from model to model.

Older iPads will still have a lighting port, while newer iPads should
have a USB-C port and a newer iPad Pro should have a Thunderbolt
port.

USB-C  Lightning
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Common Gestures

Drag an icon already on the Dock

Rearrange or remove dock icons

Drag an icon to the Dock

Place the apps you want on the dock

Grab the handle icon on the right app and pull down. Once
the app is detached, swipe to the right.

Stop viewing two apps side by side

In multi-tasking view, drag off the top of the screen

Force close apps

Open an app. Open the dock. Drag an icon onto the screen.

View two apps side by side

Pull down with one finger Refresh
Swipe down from the middle of the screen Search

Swipe down from top right corner Quick toggles
Swipe from the bottom Go Home
Swipe up to the center of the screen App switcher

Swipe from top

Bring up notifications

Two finger pinch

Zoom

When in doubt about where you are or what you are doing, tap the Home button and start over.

Common Buttons

4+ Q

4 ®

Create New Add / New Search Delete Air Drop More Info
Add Contact Audio Message Video Email Browse /

Move




Keyboard

On almost all tablet computers, the virtual keyboard is context sensitive; it does not appear until
needed and disappears when you don’t need it. When you need to enter text or numbers into a form
or text box it should come up, but if it doesn’t, tapping inside a text box will make the keyboard

appear.
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Shift Enter Delete
To enter a number or character, tape the numbers (123) key, and then tap the desired character.
W o R On an iPad, to enter an alternate
L _‘4 _ | character from the keyboard, press the Al
desired key and drag down slightly.
° - - Heading Subheading M
To erase, tap the Delete key in the top right corner.

Bold and Italic are not available in all apps, but when formatting
is an option (such as in the body of an email) a small icon appears
along the top right of the keyboard. When tapped, it provides
options for bold, italic, underline, and other formatting options.

Predictive Text

To use predictive text, start to type, and then tap the desired word from the list that runs parallel to
the top of the keyboard.
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Settings

Changing the behavior of your device is done in Settings.

If you have an iPad, settings is divided into two panes. The left pane displays the
available options, and the pane gives you further details for the option you selected,
as well as various toggles for these options. If you have an iPhone or device with a
smaller screen, there is only a single pane that changes with each selection.

Checking Your Settings
1. From the Home screen, tap the Settings icon.

2. Tap an icon to display options for that item. If you have
an iPhone or iPod, you will only see a single pane at a
time, not two panes are shown on the right.

Checking for Updates SQttings

1. In Settings tap General.

2. Tap Software Update. - Michelle K

3. Ifyou have a data connection (cellular or Wi-Fi) the =.. Apple Account, iCloud,

device will check for available updates, and prompt you and more
to install if applicable.

Changing Sounds
1. In Settings tap Sounds. Airplane Mode
2. Alist of options is displayed, including alerts for various

events, keyboard clicks, and lock sounds. Wi-Fi
Notifications

When you have updates or other
notifications, a red circle with a number
will appear to the right of the settings (or
other) icon.

' Bluetooth

Cellular

Personal Hotspot

Battery

General

Tﬁ Accessibility

Q Search




Wireless

iPads generally only connect to the internet using a wireless internet connection. This means that if
you're riding in the car or somewhere else that you don’t have a wireless connection, you cannot use
items that require internet, such as Safari or Face Time. Without a data or wireless connection, you

can only look at things that are already stored on your computer, like pictures or notes.

Although places like coffee shops often have free wireless available for their customers, you should be
extremely careful when connecting to open wireless connections—any information you pass over that

connection could be visible to anyone who cares to look.

NOTE: You will not be able to access apps and settings that use the Apple server when on the OLLI

Wireless.

Logging into Wireless
1. In Settings tap Wi-Fi.

2. At the top is the toggle to turn wireless on and off. Beneath that is a list of available wireless

connections.
Tap the available connection to which you want to connect.
If needed, enter the password for that wireless access point.

OR

Swipe down from the top right.

Tap and hold the wireless icon.

Tap in the wi-fi box (not on the icon).

Tap the connection you want to use.

If needed, enter the password for that wireless access point.

B ®

A ol A

Airplane Mode

Toggling on Airplane Mode turns off your mobile data, Bluetooth,
wireless, and GPS if applicable. Once you have turned on Airplane
mode, you have the option to selectively turn on wireless or Bluetooth.

Green beside the toggle means Airplane Mode is ON. Your device
cannot connect to the internet or Bluetooth devices.

Grey beside the toggle means Airplane
Mode is OFF. If you cannot connect to data Airplane Mode L
or Wi-Fi or Bluetooth, check those B wir
individual settings. o

Using Airplane Mode Bluetooth off

iPad

Settings

&= Michelle K
. Apple ID, iCloud, iTunes & A...

Airplane Mode

Wi-Fi

Bluetooth

olli

On

1. In Settings tap the toggle beside
Airplane Mode.

OR
1. Swipe down from the top right.
2. Press and hold the wireless icon.
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Bluetooth
Bluetooth is a near-field wireless technology that allows communication between devices
over a very short distance.

Some common Bluetooth devices are speakers and headphones, smart watches, and
wireless mice, but Bluetooth can also be used to transfer files between devices.

You must put your Bluetooth device into pairing mode for this process. This often involves holding
the power button for several seconds, or a combination of buttons for several seconds. Usually, a light
will flash once the device is available to pair.

** If you do not know how to do this, go to a search engine, and enter the name and model of your
device and the text Bluetooth pairing. **

Google bose noise cancelling headphones bluetooth pairing

Connecting a Bluetooth® device - Bose

People also ask

How do | put my Bose headphones in pairing mode?

How do | pair my Bluetooth noise cancelling headphones?

Adding a Bluetooth Device
1. In Settings tap Bluetooth.
Settings

A MichelleK

. Airplane Mode

& wi-Fi

f? Bluetooth
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2. If the button is not green, toggle on Bluetooth. Once Bluetooth Bluetooth
is on, the device should automatically scan to look for available

Bluetooth devices. Bluetooth
3. Place your unconnected device into “pairing mode”. This iPad i
4. When the device appears under “Other Devices” tap the name Bluetooth <

of the device to start pairing. MY DEVICES
Different devices have different protocols. You may need to tap

acceptance on the screen of one or both devices to complete
the pairing. Michelle’s AirPods... Not Connected (1)

Galaxy Buds2 (99... Not Connected ‘@J

OTHER DEVICES

EDIFIER D12

OontZ Angle

Most devices should reconnect automatically when in range of your phone / tablet. If you have linked
a speaker or headphones to multiple devices, you may need to select it from settings to actively link it
to your phone / iPad.

iOS Version vs Model Version

i0S is the Operating System (OS) for Apple handheld devices.
This is the operating system that runs in iPhones, iPads, and
iPods. The model is the version of hardware that comprises the 4 About
device. The model and the version number are rarely the same.

. . . . Name OLLI at WVU
10S Operating System Current Version 10S 26

iPhone Device Current Model iPhone 17 iOS Version 26.2
iPad Device Current Model iPad

i i . . Model N iPhone 14
iPadOS Operating System Current Version iPadOS 26 edelTame rhone

Finding your Device Model and Operating System Version Heceltmbe AR

1. In Settings, tap General.
2. Tap About.

3. Scroll down until you see Software Version and Model
Name. Coverage Expired

Serial Number

This screen also shows the capacity of your device and how much
space you have left as well as WiFi, Bluetooth, and SIM Songs

information.
Videos

Photos

Applications

Capacity

12



Security

Security is the most important thing to be aware of on all electronic devices. There are several
important ways to keep your Apple device secure and I recommend doing all of them.

e Passcode: This is the secret code to get into a specific device.
e Apple ID: This is the username and password that you create with Apple to link a specific
device to your Apple account. You can have multiple devices associated with a single Apple ID.

e Two-Factor Authentication: This is a way to make both your device and your account more
secure by verifying YOU are the person attempting to access your account.

The next important settings to check are your Privacy settings (see page 47) since this is how you
control what information is shared with apps.

Checking Apple ID & Security Settings

1. In Settings (page 8) tap your name (underneath the text
should say Apple ID, iCloud, iTunes...)

2. Tap the setting to be checked or modified.

Personal Information: These are what they say on the tin—

your display name, your phone numbers, and the email address é

associated with your Apple ID. Subscriptions are where you can Vo

turn off the various emails that Apple wants to send you.

Apple Account

Sign-In & Security Michelle K
Change Password: Where you can change your Apple ID emailaddress @yahoo.com
password.
Two-Factor Authentication: If you forget your login @ Personal Information
information, you will receive a message to the designated
phone number with a security code to enter. ® sign-In & Security
Trusted Phone Number: The number used with two-factor
authentication. You can receive either a text message or a @ Payment & Shipping

phone call to this number.

. Subscriptions

Payment & Shipping: If you use iTunes to purchase music, or
want to purchase apps, this is where you can enter or change @ icloud
credit card information.

a Family
iCloud: This section shows you how much of your cloud storage
space you are currently using, and allows you to specify what ® Findmy
apps are allowed to sync to iCloud. Items that sync to iCloud are

saved on your device AND on Apple’s servers. (For more on ® Media & Purchases
iCloud, see page 46)

Media & Purchases

Password Settings: This is where you require a password for all purchases. If you think you will
accidentally make purchases OR if you ever give your phone to someone else (especially a
child) it is best to have this turned ON.

Automatic Downloads: If you want all the music and apps you purchase to be downloaded to the
device you are on, toggle this setting. Reasons to not turn this on would be if you have multiple
devices, and one does not have very much memory/storage.

13



Video Autoplay: Set whether videos will automatically start playing when you come across them. If
you have a cellular connection, this should be sent to Wi-Fi only. If you hate things
automatically playing, then you should tap Off.

In-App Ratings and Reviews: Whether applications are allowed to ask you for feedback or
reviews.

Offload Unused Apps: If you have a device that does not have a lot of storage/memory this can
help you free up space. But if you have an app that you don’t use often but want to keep, then
you might not want to turn this on.

Family Sharing: Allows you to share music, books, and apps with other designated members of
your family—family members with separate Apple IDs.

Screen Timeout / Lock

Auto-Lock is how quickly your device returns to the lock screen after being ignored. If this time is too
short, it will lock while you’re in the middle of reading something, but if the time is too long, someone
could have access to all the information on your device if you accidentally walk away and leave it on.

Changing the Auto-Lockout
1. In Settings select Display & Brightness.
2. Tap Auto-Lock.

3. Set the desired time. Do NOT choose Never. If you choose a longer time period, get in the habit of
closing your device with the power key when you are done using it.

Face ID

Face ID works best when your iPhone or iPad is approximately 10—20 inches from your face. To
choose features that you want to use Face ID with or reset Face ID, go to Settings, then tap Face ID &
Passcode.

To Set Up Face ID

1. Go to Settings, then tap Face ID & Passcode. If asked, enter your passcode. If you didn’t set a
passcode, you’ll be asked to create one to use as an alternate way to verify your identity.

2. Tap Set Up Face ID.

3. Hold your device in portrait orientation, position your face in front of your device, then tap Get
Started.

4. Position your face inside the frame and gently move your head to complete the circle. If you're
unable to move your head, tap Accessibility Options.

When you finish the first Face ID scan, tap Continue.
. Gently move your head to complete the circle for a second time.
7. Tap Done.

o o

14



Accessibility

iOS allows you to toggle various options to make the device easier to use when you have accessibility

issues. All of these are accessed through Settings (page 9).

Changing Text Size

1. Under Accessibility, tap Display & Text Size.
2. Tap Larger Text.

3. Tap the slider until you find the desired text size.

Changing Brightness
1. Under Settings, tap Display & Brightness.
2. Adjust the slider to set the screen brightness.

Changing Contrast
1. Under Accessibility, tap Display & Text Size.

2. Tap Increase Contrast, Reduce Transparency or any
of the other options.

Turning on Flash Alerts (iPhone Only)

1. Under Accessibility, scroll down to Hearing, then tap
Audio & Visual.

2. Tap Flash for Alerts.
3. Select the desired options.

Changing Touch Accommodations

1. Tap Accessibility.

2. Scroll down to the Physical and Motor section and tap
Touch.

3. Select Touch Accommodations.

a. Hold Duration — Allows the device to ignore
accidental taps; you must touch the screen for a set
duration before a touch is recognized.

b. Ignore Repeat — Allows the device to ignore
accidental multiple taps.

Accessibility

VISION

b VoiceOver
Zoom
Display & Text Size
Motion
Spoken Content

Audio Descriptions

PHYSICAL AND MOTOR

¥ Touch

. Face ID & Attention

Switch Control
s> Voice Control

J« Side Button

{] ControlNearby Devices

S0S = @2
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Magnifier

The magnifier allows you to use your device like a magnifying glass. Many people have
used the camera for this function, but the magnifier has settings to help with ease of
sight and also you won’t accidentally take pictures of random things.

Magnifier Options

i from energy saving mode when any
o Increase / Decrease Zoom | Chargerwill escape BY:SaviR

device is allocated onto it.

* Capture Troul;igshooting

* Settings B No charging LED lights up

@ Are rechargeable batteries allocated in devices?

@ Are charging contacts covered with dust or deformed?

Settings

B Red LED flashing . ,
® Are Ni-MH rechargeable batteries appliedinthe

device or put in wrong position?
P Are batteries failed?

Activities

F Charger won't do self-test :
) Be sure the power adapter is well connected to drop-i

Hearing Assist

In recent years Apple has pushed out additions to both the iPhone and AirPods that can allow them to
work like hearing aids and has added Beats to the devices that can use Apple’s Listen Live feature on
iOS.

Before you can use Live Listen you must add the Hearing icon to the iOS Control Center.

Requirements
e 10S 14.3 or later
e AirPods Pro or Max

e Beats Pro
Accessibility

Hearing Assist Features
e Hearing Devices
e Hearing Control Center
¢ Sound & Name Recognition
e Audio & Visual
e Subtitles and Captions
e Active Noise Cancellation and Transparency

Hearing Devices
Hearing Control Center

Sound & Name

e Live Captions 2 Recognition
Using Live Listen with iOS
1. Open Control Center ' Audio & Visual
2. Tap the Hearing icon '
3. Tap the Live Listen icon ) Subtitles & Captioning
4. Place your iPhone or iPad in front of the person that

you want to hear. Adjust the volume on your device if
needed.

Live Captions

16



App Library
Starting with iOS 14, you can find and organizes your apps by category.
Viewing the App Library

1. Go to the main screen of your device.

2. Swipe left several times until you see the App Library.

Q App Library

Searching the App Library
1. To find a specific app, tap in the search field.
2. Type in the name of the app you want to find.

Q App Library

Removing an App from the Home Screen
1. Touch and hold the app.
2. Tap Remove App.

3. Tap Remove from Home Screen.

Remove “"Preview"?

Removing from Home Screen
will keep the app in your App
Library.

Remove from Home Screen

Cancel

17



Removing Pages from the Home Screen

When you remove a page from your Home Screen, the apps that were on
that page remain in the App Library.
1. Touch and hold an empty area on your Home Screen.

2. Tap the dots near the bottom of your screen. -

#° 08

Weather Stocks Find My Home

* ©

iTunes Store  Fitness

Contacts Trans!ate Shorteuts Utilities

0-ao

Freeform Journal SwiftKey

- WY

2. m Passwords iNaturalist

@\

Preview

e0®

3. Tap the circle under the page that you want to hide.
4. Tap Done (in the upper right corner).

18



Control Center

Quick toggles in the control center provide you with speedy
access to commands and sliders you use frequently, such as
volume, camera, music player, etc.

Opening the Control Center
1. From the top right corner of the screen, drag down.

Control Center Commands
e Shut down / Power
e Airplane & AirDrop mode, Wireless, Bluetooth & Not Playing

« Pp »

Cellular toggles
e Lock Screen rotation
e Screen mirroring
e Focus (Do Not Disturb)
e Music controls: stop, FFWD, REW
e Brightness
e Volume
e Flashlight
e Alarm
e Timer
e Calculator
e (Camera
e Hearing Assist

Closing Apps

It is a good idea to occasionally close apps that are running in
the background.

Closing Apps

1. Swipe up to the center of the screen and pause without
removing your finger.

2. Drag an app up towards the top of the screen to close it.




Widgets

Widgets allow you to have information—such as a calendar or the weather—visible on your home
screens.

Adding Widgets
1. From the Home Screen, touch and hold a widget OR an
empty area until the apps jiggle.
2. Tap the Edit button in the upper-left corner.
26505

28°

36° 27°

Weather Photos

LR %00

FaceTime  Calendar Photos

3. Scroll or search to find a specific widget or select one of the
suggested widgets. Tap on the widget you want to use.

Q. Search Widgets

Reminde... 0

No Reminders
e No Reminders

125 - A Door...
» 28m

Reminders

20



. Choose the widget size you prefer by scrolling from right to left
(the dots should you how many options you have).

. Tap Add Widget.
. Tap Done.

MONDAY, JAN 19

) Martin Luth...

© Add Widget

21



Contacts

Contacts is your virtual address book—the location where you save the email
addresses and phone numbers of your friends and acquaintances. You can put as
much or as little information into a single contact as you want: name, physical
address, email address, phone number, etc.

9118

£ Contacts

A= Michelle
~ Mv Card

¥ Edit Selected
Contact

B Brian

‘&. Michelle

R ENE]

Emergency Contact

Brian
®

B Contact Photo & Poster >

iPhone
(304) 555-5555

Q Search

The more information you have for a contact, the quicker it is to do tasks like navigate to someone’s
house or send them an email.

HOWEVER

The more information you have on people in your contact list, the more careful you need to be about
safeguarding your device—if your device is stolen and/or broken into, then you have given away all
that personal information to someone with evil intentions.

Adding a Contact

A new contact can be created manually, from within your contact app, or it can be added from an app
such as email or iMessage.

Adding a Contact Manually

1. Open Contacts.

2. At the bottom right of the window tap the plus sign. _I_
3. Fill in the desired information for the new contact.

22



Adding a Contact from the Email App

1. From within an open email, tap on the name of the sender. <O

2. In the pane that appears, tap View Contact Card. .
MK ii«?m: Michelle K

Michelle K
Wint

Snow! & Copy Address

LetItS Q Search for
"Michelle K"
O Tann
View Contact
® Card

3. Add any additional desired information for the new contact.
4. Tap Create Contact.

UNRNWVYYIN

Michelle K

o] ==

Add Name >

other
emailaddress@gmail.com

Share Contact
Create New Contact

Add to Existing Contact

Adding a Contact from the iMessage App

1. From within a message, tap on the circle over the name of the Current Recipient.
2. In the pane that appears, tap Create New Contact.

3. Add any additional desired information for the new contact.

Adding a Contact from the Recent Call List

1. Open the recent call list.

2. Tap theiicon to the right of the number you want to add.

3. Tap Create New Contact.

4. Add any additional desired information for the new contact.

23



Setting an Emergency Contact

1. Open your contacts and select the contact you want to set as your

emergency contact.
2. In the top right corner tap Edit.

3. Tap Add to Emergency Contacts.

4. Select your relationship with the person.

‘@

T Contact Photo & Poster

iPhone
(907)555-5555

Notes

Send Message
Share Contact

Add to Favorites
Add to Emergency Contacts

Share My Location

X Relationship
mother

father

parent

brother

sister

son

daughter

child

>
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5. Add any additional information as desired. : sos = -
6. When finished, tap the blue checkmark in the top right corner.

)

brother
Brian

When you use Emergency SOS to call
emergency services, it also sends a
message with your current location to
your emergency contacts with a mobile
number.

Merging Contacts

Open Contacts.

Select one of the duplicated contacts.

In the top right corner tap Edit.

Scroll down to the bottom and select link contacts.

A pop up window displays your contact list; select the duplicated contact.

The information for the selected contact is displayed. If this is the contact you want to merge, tap
Link in the upper right corner.

ovp PR

Messages

On an Apple device, text messaging is done through the Messages app. Text
messages are a form of asynchronous communication that may not require a data
connection. The nice thing about text messages is that even if the recipient is not
available when you send the message, they will receive it as soon as they connect
their device to the cellular network. Additionally, if you do not have strong cell
signal, text messages will frequently go through when a phone call will not.

Messages allows cell phone users to send two types of messages: SMS (Short Messaging Service)
messages to other cell phones OR MMS and iMessages to other Apple devices. With an iPad you can
only use iMessage to send to Apple devices. A cellular connection is required to send a message to
someone without an Apple device.

SMS uses a cellular connection and can be sent to any cell phone.
MMS uses a data or Wi-Fi connection and can be sent to any cell phone.
iMessage uses data or Wi-Fi and can only be sent to devices in the Apple ecosystem.

25



Within Messages, an SMS message will have a green text bubble; iMessage text balloons will be
blue. This is important if you have a limited cell phone plan: SMS messages count against your text
message limit; iMessages not sent over wireless count against your data limit.

Turning on iMessages 4 Messages
1. Open Settings.
2. Tap Apps and then Messages. Default Messaging App
3. Toggle iMessage. Messages
Finding your iMessage Address
1. Open Settings. .
iMessage -
2. Tap Apps and then Messages. 9

3. Tap Send & Receive. Send & Receive 2 Email Addresses

4. Your iMessage address is listed. _ )
iMessage uses wireless data to send

Texting MUltlple Recipients messages between Apple devices.

There are situations when you want to send a single message to
multiple recipients. Be cautious when using group messages. If
you want to wish multiple people Happy Halloween or tell them iMessage Apps
that your plane arrived safely, you should NOT send it as a group
message, because every response will go to every single person

you sent the message to. It’s like using Reply All in email. Share Name and Photo Off
When should you want to use group message? Group message, To personalize your messages, choose

. . . . . your hame and photo, and who can see
also called MMS (Multimedia Messaging Service) is for when what you share.

several people not in the same place want to have a text
conversation about a group activity. A good example is: when and
where do we want to meet for dinner? Every recipient receives
every Sil’lgle message every person Sends. Allow content shared with you in

Messages to automatically appearin
selected apps.

Shared with You On

Unfortunately, turning off group messages in iMessage is NOT
straightforward, and cannot be done for a single message but only
for the entire app, so be aware of how you are sending your messages.
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Sending a New Text Message

1. Tap the Messages icon to open the Messages program.
2. Tap the New Message icon and in the To field, @

Brian

enter the name of the person in your contact group

with who you want to exchange messages. .
| hope you're having a

OR lovely day.
Tap on an existing message.

3. At the bottom of the screen, click in the iMessage box. The
keyboard automatically appears.

4. Type in the message, then press

the blue arrow icon. Moy

OR R

Press the Return key on your

keypad. ¢ @ Emoi & ©

O © ® B %

15 29103 14| 5 (61 17| 8 19 0

Q_ search emoji

2 & 6 @

QWERTYU I OFP
e & © & o

AY 1SH IDA BEY NG MHY 2N Ni< B

® & v Vv °?

abc

4 528 X8 0GR IO BER BN IV

123 @; [.;_j,

@

Attaching a Picture to a Message —
1. Open your photos and find the picture you want to share. @ . ' .
2. Tap the Share button. — —

3. Select the Messages app.

4. Add text if you want, then send the message.

Alternatives to SMS Texting @ 6] oJ 9
Texting allows you only to reach people who have cell phone numbers, and generally plans charge
extra for international texting. Many people also have limited texting plans, and the ability to send
text messages over WiFi is an important option. There are plenty of alternatives to regular texting
from Skype to Whatsapp, you just have to make sure that you and the person you want to chat with
are both using the same program.

AirDrop Messages ET! Notes

Texting Apps that Work over WiFi

Signal: https://signal.org (non-profit)

Snapchat: https://www.snapchat.com

Skype: https://www.skype.com (owned by Microsoft)
Telegram: https://telegram.org

Viber: https://www.viber.com (owned by Rakuten)
Whatsapp: https://www.whatsapp.com (owned by Meta)
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Face Time

Face Time allows you to video chat with people who are also in the Apple ecosystem.

If you want to video chat with people NOT in the Apple ecosystem, you will need to
install and use a different program, such as Skype or WhatsApp.

If you are not using wireless, then FaceTime uses your cellular data connection.

Using Face Time
1. Launch Face Time.

2:41PM Mon Oct 1

2. Tap the + (plus) sign to initiate a new
FaceTime session.

Edit

OR FaceTime
Tap on a person with whom you have @ Tenia

already chatted. -

3. Asearch box appears. Type in the name
of the person with whom you want to
chat.

4. Tap to select the correct person.

5. You have the option to video or audio
chat with the selected person. Tap on the
Audio button to talk with someone, Tap
on the Video button for a video call.

6. When the person answers, the video takes
up the whole screen, and a small window
with you appears in the top right corner.

7. When you have completed your chat, tap
the screen, and click on the red handset
icon to close the call.

Search

1. Tap the Search button at the bottom of the Home
Screen (on models with Face ID)
OR

Swipe down from the middle of the Home Screen or o . n
Lock Screen. S Le o8

Q Search




Email

Mail is Apple’s email program. Using it requires that you know your account
information: always your username and password, and sometimes the POP or IMAP

server. If additional information is required, you can find it on the website of the
service provider. u
Examples:

e username@gmail.com Google

e username@yahoo.com Yahoo

e username@hotmail.com Outlook

You can access multiple email accounts from the Mail program. For example, you can view your mail
from Yahoo, Google, and your ISP all in one place.

Apple Mail can be a bit confusing and clunky to work with. You can find an alternate email program
using the App Store (page 37) and searching the term “email”.

Adding an Email Account
1. In Settings tap Accounts & Passwords.

S0S 7 @m
2. Tap Add Account.
3. Select type of email account you would like to add. 4 Select oo
4. Follow the prompts to enter your account information.
Sending an Email Message Inbox
1. Open your Email App. iCloud - 2 Unread
2. Tap the New Message icon. v Michelle K
3. Tap the plus sign to view your contacts. Tap on Winter Music
the intended recipient. Snow! Let It Snow! O
4. To add additional recipients, tap on the plus sign again Tannenbaum
and then select another recipient from the list. Michelle 1242 PM
OR iCloud and Apple Mail

Type in the full email address of the intended recipient.
iCloud 5/10/19

5. Tapin the Sl,leeCt box. ) Welcome to iCloud Mail.

6. Create a subject for the email message. Welcome to iCloud Mail. Your
7. Tap in the body of the message and type in your message. email address is

8.

When the message is complete, click the blue Send in the
top right corner.

NOTE: If you do not have a data connection (either
wireless or cellular) the message cannot be sent!

A Michelle 7/30/18
~ Student Move in Date
Saturday, August 11

Q Search

Replying to an Email Message

1. Open the email message.

2. Tap the Reply icon.

3. From the drop-down menu select Reply.
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Filing an Email Message

1. Open the Email message.

2. Tap the Browse / Folder icon.

3. Tap the folder into which you want to move the message.

Email Folders
Open your Mail.

In the top right corner, tap Edit.
At the bottom tap New Mailbox which is different from Add Mailbox.
Create a name for your folder.

AR S

email account under which you want to create the new folder.

Go to the view that displays all your mailboxes. It should display Inbox or All Inboxes.

If you have multiple email accounts, tap the white box under Mailbox location and select the

NOTE: If you select a folder within an email account, you'll be creating a subfolder instead of a

primary folder.
7. Tap Save.
8. Tap Done.

To File an Email Message

1. Open the message.

2. Along the top tap the “folder” icon.

3. Select the folder into which you want to move the open message.

Calendar

The calendar app is just what it says—a digital calendar. But unlike a paper calendar,
a digital calendar can be shared with others, and set to send you reminders of
upcoming events, from birthdays to dentist appointments. For instance, I use alerts
to remind me a week before a kid has a birthday so I can get them their gift on time,
and I have reminders for doctor appointments that pop up thirty minutes prior so
that I have time to get across town.

Adding an Event 12:13
Long press on the date/time, then enter the event information. € January
OR S M T

Tap the plus sign in the top right corner. 8 19 (20

Adding a Reminder

Tap on the event to open it.

Tap Alert and select how far in advance you would like to be
reminded of the event.

Recurring Events

A common kind of recurring event is one that happens every year:
a birthday. It is relatively straight-forward to set up these kinds of
events in i0S.

Thu

S0S = @)




Creating a Recurring Event
1. Create a new event or open an existing event.
2. In the Event dialog box, tap Repeat. v
3. Select the frequency of recurrence.
4. Fine tune the frequency.
e An event that repeats every Tuesday.
e An event that occurs once a year on October 31st.
e An event that occurs every two weeks.

5. Once you have set the frequency, tap the red Repeat in the
top left corner.

Reminder

6. If needed, set the End Repeat for the event. Birthdays All-day @
generally don’t have an end date, but an even such as a class,
would finish at the end of a term etc. Starts Jan 20,2026 1:00PM

7. Once everything has been set, tap Add or Done.

Ends Jan 20,2026 2:00PM

Travel Time None ¢

Repeat Never ¢

Calendar Home &

Invitees None

Calendar FAQs

Calendar Sync Issues
https://support.apple.com/en-us/HT203521
OR

https://www.imobie.com/support/iphone-calendar-problems.htm

Holiday Calendars
https://support.apple.com/en-us/HT208541

Sharing Your Calendar
https://www.imore.com/how-share-calendar-events-iphone-and-ipad
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Camera

The app for taking pictures is called, aptly enough, Camera. Most devices have a front
and a rear camera—the rear camera usually takes higher quality pictures than the
front-facing camera.

Taking a Picture
1.
2. Tap the Camera icon.

3.

4. Using both hands, and with your arms resting on an object if possible, hold the device as still as

Using a soft cloth (ie the hem of a t-shirt), briefly wipe off the camera lens.

Tap on the screen on the area upon which you want to focus.

you can, and tap the White Circle icon to take the picture.

VIDEO PHOTO

Flash Timer Front/ Rear Zoom More settings
Camera Toggle |
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Taking a Selfie

1. Using a soft cloth (ie the hem of a t-shirt), briefly wipe off the camera lens.
2. Tap the Camera icon.

3. Tap the Front / Rear Camera Toggle icon. O
4. Holding the device as still as possible, tap the White Circle icon to take a picture.

Photo Location Data
Location Services tags GPS coordinates to your images. To learn how to turn off location services, see

page 53.

There are several things you can do to get better pictures with your cell phone:
e Wipe off the camera lens before taking pictures.
e Make sure there is light on what you want to photograph.
e Hold the device very still—set your elbows on a table or railing if possible.
e Don’t use the digital zoom.

Another piece of advice regarding cameras in general: remember to put the phone in your pocket
frequently and pay attention to the things and people around you.

Photos

By default, all pictures are stored on your device in a program called Photos. To copy
pictures to another location, you have the ability to save your photos to iCloud. (To
learn more about iCloud, go to page 45.)

Apple creates default folders it populates how it thinks best. However, you can create
your own albums and organize your pictures in a manner that works best for you.

When you open photos, and start to scroll, options appear at the
bottom of the screen allowing you to change how you view your 9:2%

images—all, Months, or Year. Library = Select

S0S = @

© Syncing 61 Items... |

—

You can also click on the Library icon in the lower left corner to

access Collections, where you can create and use albums.
Michelle ICE Brian

Creating an Album . SO00 X

. Shared Name and Phato
ring Of

1. Open the Photos app on your phone. :

2. In the lower left corner of the screen, tap the blue
Library/Collections icon.

=3 B v ] S

&

Years Months All Q
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3. Tap on Albums.

9:22 S0S = -

Collections - ™

© Syncing 59 Items...

Pinned >
L |

Recently
Favorites Saved

Albums >

Library Collections

4. At the top right corner click the + (plus sign).

5. Inthe dialog box that appears, enter the name for the album
you wish to create. < Albums

6. Tab Add Photos.

Personal Shared Activity

Scenic

=™ @

Library Collections
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Scroll through your photos and tap on the pictures you want to
add.

Once you have selected your pictures, tap the blue check in the
upper right corner.

. In the top right corner, click Create.

Deleting Multiple Pictures

1.
2.

3.

Open Photos.
In the top right corner, tap Select.

Tap to select each picture you want to delete. A blue check will
appear at the bottom of each selected picture.

In the lower right corner, click the Delete (trash can) icon.

Setting a Picture as Wallpaper or Lockscreen

Noga ke

Open Settings.

Scroll down to Wallpaper.

Tap the text Add New Wallpaper.
Tap Photos.

S0 = am)

12:35

Library

& Syncing P:

A list of your photos is displayed. Select the picture you would like to set as your wallpaper.
Use one finger to pan around the image, use three fingers to zoom into a specific part of the image.

In the upper right corner, tap Add.
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iCloud is the easiest way to move photos from your phone
to your computer.

Saving Pictures to iCloud

1. Open Settings.

2. Tap on Photos.

3. Toggle iCloud Photo Library to On (green).

Downloading iCloud Photos to your PC

1. Inyour list of Programs (typically from the Start or
Windows icon) launch iCloud Photos, from the
iCloud folder.

2. A set of three commands should appear where the
Windows tab bar used to be. Click on Download
photos and videos.

3. A dialog box will open. Place a check beside the groups
you want to download, and click the Download icon.

4. The photos do NOT appear in this folder! They appear
in a sub-folder of your Pictures folder, named iCloud
Photos. This is silly and confusing! Remember to
check there BEFORE worrying that your photos did not
download!

{iCloud Photos

= 7 96% )

ICLOUD

iCloud Photos O

Automatically upload and safely store all your
photos and videos in iCloud so you can browse,
search, and share from any of your devices.

Optimize iPad Storage v

Download and Keep Originals

If your iPad is low on space, full-resolution
photos and videos are automatically replaced
with smaller, device-sized versions. Full-
resolution versions can be downloaded from
iCloud anytime.

Upload to My Photo Stream

Upload your last 30 days of new photos and view
them on your other devices using My Photo
Stream. Photos from other devices can be
viewed in the My Photo Stream album, but are
not automatically saved to your library.

Shared Albums ()

Create albums to share with other people, and
subscribe to other people’s shared albums.
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App Store

The App Store is where you can purchase or download additional software apps for

your device.

Logging into the App Store

A H

Open the Settings. (page 9)

Tap your name.

Tap Media and Purchases.

Your Apple ID (page 13) should be listed at the top. If it is not, enter your Apple ID and password.

Once you are logged in, tap on Password Settings to require entering your password before
making purchases.

You can search for apps in one to two ways: by knowing the specific type of app you want and
searching via a keyword, or knowing the exact name of the app you want, and searching for that.

Searching the App Store
1.
2,

% 3

@5 Plant Identifier: Pl...

Open the App Store App r Q' | @ Ad-free . Plant ID...
Along the bottom of the window, tap S rexan 2

the Search icon. < Education | Lifestyle @ Plantiary Promoted
Enter the keyword for the type of app you Identify identify cuks App
want, such as “web browser” or “email”. Plants Mushrooms Jl Sick Plants

A list of options appears. If you tap on the
app name or picture under the name, you will
view a description of the app as well as its
ratings.

Once you have found the app you want to
download, click the blue GET.

A pop-up windows appears. Tap Install.

If prompted, enter your Apple ID password.
The app is installed on your device. Some
apps install very quickly, others will take a

few minutes. How quickly this happens Installed
depends both upon the size of the program App
AND the quality of your internet connection.
Available
Q inaturalist © X App
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Music

Music is the app that synchronizes your music across your devices. Music is natively

on all Apple devices and can be installed on Windows devices.

Your Music account uses your Apple ID for your login username and password.

Browsing Music

1. Open Music.

2. Inyour library, select Artists, Albums, or Songs to browse your
music.

Library

Playlists
Artists
Albums
Songs

Downloaded

Recently Added

BLUE £A425 LEGEAD

Greatest Hits I'm a Man of Const..
Billy Idol Clinch Mountain Bo.

7 NotPlaying P Q
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Playing Music
1. Open Music.
2. Find the song, artist, or album you want to listen to.
3. Tap Play to listen to the songs in album order.
OR
Tap Shuffle to listen to the songs in a random order.

Deleting Music from Your Device

1. Open the library to Artists or Albums.

2. Long press on the item you want to remove.

3. From the pop-up menu, tap Delete from Library.

Stay Awake (Various

Interpretations Of Music
From Vintage Disney
Films)

Various Artists
Rock - 1988

/2 Not Playing

i (@)

Home LEL

Stay Awake (Various
Interpre

From s’ Favorite

v £ Addtoa Playlist

CP Suggest Less

Delete from

Heigh Hi Library

39



Music on a Windows Computer

You can install Music on a Windows computer and use it to transfer music you did not purchase

through Music onto your Apple device.

You cannot add music to your Apple device any way except with iTunes on your computer or
purchases through the Apple Music store. You MUST install Apple’s proprietary iTunes on your
computer to transfer your music to your Apple device.

Adding Music to your PC Music Library
Open iTunes on your computer.

A

Uploading Music to Your Device
1. Plug your device into your computer.

2. Your device should appear in the left pane of
Music.

3. Click on the song, artist, or album you want
on your device and drag the item to the left
pane to your device.

4. The music should automatically upload to
the connected device.

From the menu tap File and then Add Folder to Library.
Browse to the location where you saved your music.

Tap the folder that contains the music you want to add.

In the lower right corner of the window, click Select Folder.

L

#

ForYou Browse Rad|

“«« p» =
File Edit Song View Controls

< J1 Music 0

Library ‘
[T Recently Added x All Artists

Account Help

The Dirty D

A Artists - 0

E Albums i/i_ Angélique Kidjo album, 10s0ngs
J' Songs

’L{_l Genres @ The Dirty Dozen B... Fune

()

() Downloaded Jazz » 20
_ i/_i_ Pentatonix & Linds...

Devices

O ww @) > Shuffle
J1 Music “ u2 1 Just A Close
B Movies 2 Ishall Not g
1 TV Shows
— 3 Please Let N
§) Podcasts
AR Books 4 What a Friel
[¥] Audiobooks 5 Jesus On th
.l;l Tones

6 John the Rel

=[ Purchased

7 Il Flv Awavi
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Notes

Notes is a space to quickly jot down things so you don’t forget them. You can use notes
for anything from a grocery list to ideas for your novel.

2:13 PM Tue Oct 1

£ Notes

New note

Bold
talic
Underline

Strikethrough
|

51 B8 Aa

s .

T 7 98% ®A)

W iy -

.

Delete
Current Note

Sketch

\

The I'm @ ®

Al |
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Maps

Devices with a built-in GPS and a cellular connection can use the Maps app to 5 . AN\
navigate while driving, as long as there is a data connection available.

If you do not have GPS and cellular data, you can still use the Maps app to plan your 0
route between two locations.

12:37 PM  Tue Oct 27 4 20%E% )
ol
Q Bearch foraplac..® Cancel
: A
Find Nearby
() Fast Food @ Gas St *
(. Restaurants * . Lunch iz
©
SR -
Editors’ Picks See All = >
o o
% S
¥ Ly -
WE. o
— : S
]
Haunted Graveyards &
of America 2
@
&
Wy
| J.W. H
i Vest Virginia Milan Puskare ~ Mem
‘ Iniversity Stadium Hosp
: willowdale Rd
E >
70 L
%m 2
v 3
&

NOTE: Be extremely cautious when using a cell phone as your only navigation tool. In areas where
you do not have a data connection, navigation WILL NOT WORK unless the data was
downloaded previously. This is especially pertinent if you are traveling in areas of WV with
spotty or no cellular coverage such as the Green Bank Quiet Zone.

Directional Toggle

You can switch between having true north at the top of your screen or having the direction you are
heading at the top of the screen.

If you are navigating in an unfamiliar area, it is easier to have the direction you are heading as “up” on

the screen. If you are looking at a map before heading out, it may be easier to figure things out if you
have true north at the top of your screen.
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Location Toggles

©O 6 0 0O

Bluetooth Wireless Airplane Mode Cellular

Map Search

You can search by address, business name, or use the quick search to find nearby places by category.

Getting Directions

Open Maps.

Type the place or address into the search box.

A list of options appears beneath the search box; tap the option you want.

Tap the blue Directions button.

You should be given a list of possible routes. Tap the desired route and click Go.

e

Planning a Route

Open Maps.

Type in the address or place in the search box.

A list of options appears; select the options you want.
Tap the blue Directions button.

Tap the text From My Location.

Enter the address from which you will be navigating.

ovp PR

If you will be driving into an area without cellular service, you need to make sure your maps are
available offline. This currently cannot be done easily with the native Maps apps. In this case you
should install an app such as Google maps or Waze that allows the downloading of map data to be
used offline.

Getting the Google Maps App
1. Open the App store. (page 37)
2. Search for “Google Maps”.
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Safari

Safari is the web browser that comes preinstalled on Apple devices. A web browser is
a program that allows you to access pages on the Internet; it translates HTML code
into readable text and images. A search engine is a software system designed to find
information on the web (that can take you to a web page).

You can install other web browsers by going to the app store and search for a
different web browser by name, like Firefox or Chrome. This menu is on the bottom on the screen on
the iPhone.

Bookmarks / History Location Bar Open Tabs
iPad ?\ PM % Not Chargin?

< (7] & wunderground.com x [ -+

Back Elev 1115ft 39.65 °N, 79.97 °W \

Morgantown, WV

WVU EVANSDALE NRCCE STATION | REPORT | CHANGE v

New Tab

Air Drop

TODAY HOURLY 10-DAY CALENDAR HISTORY WUNDERMAP

© 2:58 PM EDT on June 27, 2018 (GMT -0400)

Updated 2 minutes ago RADAR
Star City
Granville
79° 1 67° Morganto

/.

Mostly Cloudy

US 119
FEELS LIKE 80°

Wind WSW
Gusts 11 mph

I

@ © Mapbox © OpenStreetMap | Improve this map

WEBCAMS WUNDERMAP | NEXRAD
Today is forecast to be

temperature as yesterday.

Air Drop: Share files with nearby Apple device users if they have AirDrop turned on.

Back: Return from whence you came on the web.

Bookmarks/History: Bookmarks are a list of saved addresses of websites you like to visit (for
example, the weather or gmail). History is a list of websites you have recently visited.

Forward: Return to the page you just left via the back button.

Location Bar: The url of the website you are visiting and where you type in the address of a website
you would like to visit.

New Tab: Opens a brand-new tab that allows you to visit a website will leaving the page you are
currently visiting available in the background.

Open Tabs: Shows you all the tabs (or pages) you currently have open. If you aren’t careful you can
end up with a lot of open tabs.
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Closing Browser Tabs

It is not obvious how many tabs might be open in your web browser, so it is a good idea to

occasionally make a point to close tabs you are not using.

Closing Open Browser Tabs
1. Open Safari.

2. In the right corner, click the Open tabs button. The window displays all your open

tabs.

3. Swipe an open tab to the left of the screen to close it. Keep swiping until all tabs no

longer in use are closed.

Files

Files are where documents files that you downloaded onto your device appear. If you
choose to use iCloud, you can sync your files across multiple devices by placing them
into the iCloud subfolder. By default, Apple wants you to save files to iCloud, so you
may need to change your Location to find files you have saved locally..

Viewing Files on Your Device

1. Tap the Files icon.

2. To browse all files, along the bottom of the screen tap
Browse.

3. Inthe browse view, you can check different locations
for your files. In the top right corner, tap the
Locations text.

4. Alist of files downloaded on your device is displayed.

Tags are a way of organizing your files so you can find them
more easily. For example, a map of Audra State Park trails
could be tagged green because it’s a map, and blue because it’s
WV—or whatever your personal tagging system would be.

Moving Files
Open Files.
At the bottom of the screen, tap Browse.

Tap a folder to view its files.

At the top right corner of the screen, tap Select.
Tap on the files you want to select them.

At the bottom of the screen, tap Move.

Tap to select the destination folder.

At the top right corner of the screen, tap Move.

© O gk

(S

iPad T 2:14 PM

£ Locations On My iPad

2

Firefox

4 100% -

Select

|

In the Locations section, tap the place where the files are.

Pad ¥
edit  On My iPad

Browse

Locations

% iCloud Drive

O onmyirad

[} Recently Deleted

Favorites

Tags

® Red
Orange
Yellow
Green

® Biue
Purple

® Gray
Work
Home

Important

]
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AirDrop

AirDrop is a way to transfer files between i0S and Mac OS devices that are in close proximity. For
AirDrop to work, you must have BOTH WiFi and Bluetooth turned on, because AirDrop uses a
Bluetooth connection to set up a wireless peer-to-peer connection. (Translation: It uses both Wi-Fi
and Bluetooth to let two devices to talk each other and only to each other.)

Turning on AirDrop

1. In Settings tap General.

2. Tap AirDrop.

3. Select either Contacts Only or Everyone.

Contacts only means that only people who are already in your contact list can send you thinks via
AirDrop. This is the default setting you should pick if you want to leave AirDrop on all the time.
Everyone means that anyone with an Apple device can attempt to send you a file. If you want to
AirDrop a file with someone who is not in your contact list, you can either add them to your contacts
or temporarily change your AirDrop settings to Everyone.

By default, you can send files and data between devices that use the same Apple ID. If someone else
wants to use AirDrop to send you a file, you will receive a prompt asking you to Accept or Decline the
proffered file.

If you do not know the sender, do NOT accept the file.
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Siri
Siri is Apple’s personal assistant that is available on i0OS and macOS devices. Siri
allows you to make voice queries and searches.

Some of the things you can do with Siri:
e Set an alarm
e Check the weather

e Make phone calls Siri & Search
e Make text messages
e Search the web ASK SIRI

Turning Siri On/Off Listen for

1. In Settings (See page 8) tap Siri & Search.
2. Select how you would like Siri to respond:
e Listen for “Hey Siri” — this opens Siri when you use the Messaging with Siri

above phrase (it means your phone is always listening for Siri can help you get things done just by
the phrase). asking.

e Press Home/Side Button for Siri — this launches Siri when
you press the home icon/side button.

Press Side Button for Siri

BEFORE SEARCHING

Show Suggestions

Show Recents

CONTENT FROM APPLE
Show in Look Up

Show in Spotlight

Apple can show content when looking up
text or objects in photos, or when searching.

3. You'll be prompted to enable Siri, if you have not already. You’ll then
receive a notice of all the things Apple will then have access to on Enable Siri?
your device. Siri sends information like your
voice input, contacts, and

location to Apple to process

If you have concerns about security and tracking, you may not want to
your requests.

leave Siri listening all the time.

Cancel Enable Siri

Apple’s Privacy Policy: https://www.apple.com/privacy/approach-to-

privacy/

47


https://www.apple.com/privacy/approach-to-privacy/
https://www.apple.com/privacy/approach-to-privacy/

Voice Commands

If you use Siri to send emails and text messages, it is useful to know the voice commands to add
punctuation etc.

Punctuation Commands
, Comma New line
. Period New paragraph (or Next Paragraph)
! Exclamation point Space bar
? | Question mark Caps on
Pound sign Caps off
: Colon All caps on
; Semi-colon All caps off
- Dash (or hyphen) No caps on
= | Equal sign No caps off
/ | Forward slash No space
“ Open quote/begin quote No space on
“ | Close quote/end quote No space off
Open parenthesis/left
parenthesis
) Close parenthesis/right
parenthesis
$ | Dollar sign
% | Percent sign
:-) | Smiley face
® | Registered sign
© | Copyright sign
™ |'Trademark sign
* | Asterisk




iCloud

iCloud is Apple’s cloud service. Cloud services allow you to transfer files across

multiple devices. What this means is that any files you sync with iCloud are copied to y ‘
an Apple server, where they can be synced across all devices you have connected to '
iCloud.

The advantage of this is that the same files can appear on multiple devices and
changes made on one device should sync to all other devices.

A major DISadvantage of this is that your files will live on Apple’s servers, as well as on any devices in
your possession. Only you can decide if you are okay with this—the security of your data is wholly
dependent upon Apple’s security and the security of ALL your devices. A second disadvantage is that
you must sync all or none of your pictures. If your device is older or smaller, you may run out of space
if you sync all your pictures to iCloud, since the sync works both ways.

Your iCloud account uses your Apple ID for your login username and password.

Turning On iCloud for a Device

1. In Settings (See page 8) tap on your name (or your account name) underneath of which should
say Apple ID, iCloud, iTunes...

2. Tap iCloud.
3. Swipe to turn on iCloud.

Setting Which Apps Use iCloud

1. In Settings (See page 8) tap on your name (or your account name) underneath of which should
say Apple ID, iCloud, iTunes...

2. Tap iCloud.

3. Alist of apps that use iCloud are listed. Tap the slider to the right of a listed app, to toggle whether
it syncs to iCloud or not.

Using iCloud.com

To access iCloud, go to the website https://www.icloud.com and when prompted enter your Apple ID
username and password.

NOTE: You cannot access iCloud from the OLLI wireless.

Other Free Storage Options

It can be useful to spread the documents you want to sync around various free cloud storage
applications. Most cloud storage services will give you a couple of gigs of space for free, with the
ability to gain more space if you perform certain tasks.

Some other reputable services are:

Dropbox (https://www.dropbox.com)

Google Drive (https://www.google.com/drive)
OneDrive (https://onedrive.live.com)
Sync.com (https://www.sync.com)

Remember that using cloud storage places YOUR information on someone ELSE’S servers, which
makes it vulnerable, so don’t save your tax forms or other sensitive information on any cloud service.
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Multitasking (iPad)

iPadOS has a multitasking option that allows you to easily navigate between windows, display
multiple windows and once, and have one window sitting atop another window.

Accessing the Multitasking Window
1. Open an app.
2. At the top of the app touch the three dots.

10:39 AM Thu Jul 28 .
& K
N

3. The menu appears to show you three options: Full
Screen, Split View, and Slide Over.

Notes
Q, Search

New Note
10:39 AM No g

9 =T 100%

10:39 AM  Thu Jul 28

e

m @O O

4. You will also see an option towards the bottom of the

Notes
Q Search

New Note
10:39 AM No adi

screen to open a new instances of the current app.

N

¥ = 100% .

!
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Split View

Once you tap Split View, you are given the option to choose another app or window.

7 = 100% .|
Split View

L Choose another app

THURSDAY

2 & @ s

events today 4
FaceTime Contacts Firefox

B B @

Google Maps Maps Home Reminders

S  JCY

Notes App Store Chrome Safari Music Magnifier

NO=P@®0 @QT

While viewing the home screen, tap the app you want to multi task with.

10:54 AM  Thu Jul 28

B

=2

& wunderground.com

Start a Meeting

Start or join a video meeting on the go

'L Wl Search Locaticns © I

\‘ZJ I “ ”.6) -
- +
s s
Pittsburgh, PA
+

Full Forecast
Join a Meeting

Sign Up SignIn

Split View allows you to view two apps / windows side by side.

Touching the three dots brings the multitasking menu back so you can change |

views.
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Slide Over

Once you tap Slide View, you are given the option to choose another app or window

10:46 AM Thu Jul 28

o Slide Over
Choose another app

THURSDAY

No more !
events today d

FaceTime Contacts

B & 0

Calendar Clock Google Maps Maps

8| 2~ @

Notes App Store Chrome

+y

Firefox

Home Reminders

‘e PISY

Music Magnifier

While viewing the home screen, tap the app you want to multi task with.

10:54 AM  Thu Ju| 28

o0 [ https:/fwvstateparks.cx [ The+Internet+connecx

& > X U B wystateparks.com/park/pipestem-resort-state-pa

ﬂ :
EST VIRGINIA

state y¢ parks

PIPESTEM RESORT STATE PARK ~ History Dining Shopping Spa Trails Nearby Attracti

Start a Meeting

go

Start or join a video meeting on the ’

C Q\ E‘

Sign Up Sign In

The Slide Over view hovers the smaller window over the larger window.

views.

Touching the three dots brings the multitasking menu back so you can change
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Privacy

Computers are awesome and amazing devices in many ways, but there are a good number of privacy
and security concerns to consider. I highly recommend going through the Privacy options to see what
apps have what access. If you're unsure, turn off access. If something breaks, you can always turn the
access back on.

These are all set from Settings (page 8).

Checking Your Privacy Settings
1. Tap on Privacy.

2. Tap on an app, and the pane changes to display a list of
apps that have access to whatever you selected (ie
Photos or Microphone).

Privacy & Security

Location Services

To Toggle Location Services

1. Tap on Privacy.

2. Select Location Services.

3. Tap the toggle to turn location services on or off.

Tracking

) ) Contacts
If you allow your camera to use location services, the

pictures you take can have GPS coordinates attached to
them. This means someone could use your pictures to find
your home or the homes of your children on grandchildren.

Calendars

Reminders
Turning Off/On Camera Location Services
1. Tap on Privacy.

2. Tap Location Services.

3. Tap on Camera and toggle whether the camera can use
location services Never or While Using the App.

Photos

Bluetooth

P
Y
a
&
B
3
@

Local Network

Siri & Privacy

_ ) Nearby Interactions
https://www.apple.com/privacy/approach-to-privacy/

Microphone
Speech Recognition

Camera

B8 @

Health
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Miscellaneous

Autocorrect

Autocorrect is a “feature” that changes what you typed into what
the device things you meant to type. It is meant to correct typos,
but sometimes autocorrect does its own thing and is more of a
hassle than a benefit.

Turning Off Autocorrect

1. In Settings (page 8) tap on General.
2. Tap on Keyboard.

3. Toggle Auto-Correction to Off.

Predictive Text

~ Are you doing the
nutcracker this year?

"Yep! I'm auctioning kids ‘
| tomorrow. )

__L-Suctic-ning kids. )

) ‘Ridiculous auto cat rectal )

| Birdseed! )
e RS N

' | AM AUDITIONING KIDS
| FORPLAY

[Wow I am sorry | asked! ‘]

Hahahahahah

)

Predictive text is the text that appears above your keyboard. It is your devices best guess as to what it
thinks the next word you want to type will be. Predictive text is different from Autocorrect.

(O A)

This weekend

Delivered

S Cco
q W e r t y u 0 o &
a s d f g h i k | fEE L
< 4 X C Vv b n m I ! &
123 ¢ 123 o
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Force-Restarting an iPhone

Quickly press the release the volume up button

Quickly press the release the volume down button

Press and hold the Power button (on the other side) until you see the Apple logo.
Press and hold the side button to turn the phone back on.

Enter your passcode at start up, even if you usually use a fingerprint for ID

AH PN

Force-Restarting an iPad

1. Press and quickly release the volume button nearest to the top button.

2. Press and quickly release the volume button farthest from the top button.
3. Press and hold the top button.

4. When the Apple logo appears, release the top button.

Force-restarting the iPhone 7 (or Older)

1. Press the power/lock key on the right side of the phone

2. At the same time press and holding the volume down key on the left

3. Wait for the Apple logo to appear (you may see the Slide to Power Off slider, but keep holding the
side buttons while the iPhone skips this step), the phone will then go through its startup sequence

4. Enter your passcode at startup, even if you usually use a fingerprint for ID

To Close ALL Open Safari Tabs at Once
1. Press and hold the Tab button. A menu appears asking if you want to Close (#) Tabs

Creating Contact Groups

https://www.digitaltrends.com/mobile/how-to-make-a-contact-group-on-iphone/
https://support.apple.com/kb/ph2667?locale=en US

Removing the WVU-AD Address Book from Your Contacts
Open Settings > Select “Passwords & Accounts” > Select “Exchange” > Toggle off “Contacts”

Exporting Your Contact List

You can export from iCloud, and then import the resulting file into another email program.
https://www.ubergizmo.com/how-to/how-to-transfer-contacts-from-iphone-to-android-5-ways/

iMail Flags
https://support.apple.com/guide/mail /flag-emails-mlhlp1052/mac

How to Disable Incoming Calls on the iPad

Go to Settings > FaceTime and tap the toggle switch to turn it off for Calls from iPhone.
https://www.cnet.com/how-to/how-to-disable-phone-calls-on-your-ipad/

Downloading a Goggle Map for Use Offline
https://support.google.com/maps/answer/6291838?co=GENIE.Platform%3DiOS&hl=en

iPhone User Guide

Alternatives to Face Time

Signal: https://signal.org (non-profit)

Snapchat: https://www.snapchat.com

Skype: https://www.skype.com (owned by Microsoft)
Telegram: https://telegram.org

Viber: https://www.viber.com (owned by Rakuten)
Whatsapp: https://www.whatsapp.com (owned by Meta)
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Technology Glossary

2FA

Two-Factor Authentication. Electronic authentication method that creates and extra layer of security
of computer logins and access.

5G

The fifth-generation technology standard for cellular networks. It can support up to 10,000 devices
per cell and have download rates up to 10 gigabits per second.

Add-on

An accessory piece of software designed to increase the capability of the software to which it is
appended.

Address Bar

In a web browser or windows explorer, it is a rectangle, usually towards the top of the window, that
shows you the current location or address of your web page or file.

Address Book

See Contacts

Adobe Digital Editions (ADE)

Adobe proprietary format for eBooks.

Alexa

Amazon’s virtual assistant.

Algorithm

A set-of rules to be followed in calculations or problem-solving operations. Algorithms are frequently
used to manipulate data sets.

Android

Googles mobile operating system, built on open-source software.

Anti-Virus

A program that protects you from malicious software. Most anti-virus programs have options for
purchasing additional security measures such as firewalls, email scanning, etc.

App
Short for Application.
Apple ID

This is the username and password that you create with Apple to link a specific device to your Apple
account. If you have an iPad and an iPhone, you use the same Apple ID with both of those devices.
Apple

Technology company that designs and develops hardware and software.

Application

An application is a piece of software that lets your device do something, like play music or give
directions. An application is the same thing is a program.

ARPANET

Advanced Research Projects Agency NETwork. The first true internet, it connected military
installations, a handful of universities, and some third-party contractors together.

Autocorrect

Auto correct is when your phone automatically changes what you were typing to what it thought you
wanted to type.

Autoplay

When you visit a website and music or video starts playing without asking.

AVI

Audio Video Interleave. A multimedia format for audio and video files.

AZW /| AZW3

Amazon proprietary eBook format.

56



Backbone

Long-distance networks that carry data between data centers and consumers

Backup

A copy of computer data that is taken and stored somewhere else, to be used in the event of data loss.
Bandwidth

The amount of data that can be transmitted at one time. It is measured in bits per second.

BCC

Blind carbon copy. Covertly send a copy of the message to a third party. The primary recipient cannot
see the person was added.

Biometric

Unique physical characteristics that are be used for recognition. The most common types of biometric
identifiers are fingerprints, voice, face, iris, and palm/finger veins.

Bit

A single binary number. Computer data is stored in Os and 1s and that single binary is called a bit.
Blockchain

Also Block Chain. A list of records (blocks) linked using cryptography. These records are a
cryptographic hash of the previous block, a timestamp, and transaction data. Blockchains are
generally used on a peer-to-peer network. Data in one block cannot be altered without changing all
other blocks.

Bluetooth

A wireless technology that allows data to be shared over short distances using short-wave UHF radio
signal. The name comes from Harald "Bluetooth" Gormsson, king of Denmark and Norway, who
united the Scandinavians.

Boolean

A system of logical propositions. Common Boolean operators: AND, OR, NOT, ““, () . Based on the
work of George Boole.

Broadband

A fast, reliable, always-on connection to the internet.

Browser Add-on

See Browser Extension.

Browser Extension

A small software module that is used to customize a web browser.

Browser Hijack

Where a malicious piece of software modifies a web browser’s settings without your permission.
Browser

Short for Web Browser.

Brute Force Attack

Where a hacker tries many passwords for passphrases in an attempt to break into an account. The
longer the password (or passphrase) the harder it is for someone to succeed with this type of attack.
Byte

A unit of digital information that consists of eight bits. A byte is the number of bits used to encode a
single character of text.

Cache

Temporary storage space that allows your computer to quickly bring up information, such as
previously viewed web pages.

Cambridge Analytica

A British political consulting firm that used misappropriated digital assets, data mining, and other
processes to influence political elections around the world.

Causation

Relation that holds between two temporally simultaneous or successive events when the first event
(the cause) brings about the other (the effect). NOT the same as correlation.
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CC

Carbon copy. Send a copy of the message to someone else. The primary recipient can see this person
received the message.

CD

Compact Disk

Cellular Data

The connection a cell phone makes to a cell tower that allows you to do things like surf the internet,
download emails, and send MMS messages.

Circuit Board

Electrical connections made with thin lines of metal affixed to a surface.

Cloud

Storage that is physically somewhere other than where you are. Cloud storage is generally accessible
from multiple devices, because those files are stored on a hard drive that belongs to a company that
hosts the cloud service. Cloud storage is like a self-storage unit for your electronic files, except you can
access your stuff from anywhere.

Cloud Service

A service provided by a third party or company that allows you to provide access to files and
applications remotely.

Codec

A device or program that encodes/decodes a data stream, such as an audio file, for storage.
Contacts / Contact List

A collection of screen names and the various data associated with them, such as email addresses and
telephone numbers.

Cookie

A piece of data that a website saves on your computer. Cookies were designed to save user
information such as preferences or logins but can sometimes be read by third parties. Cookies are also
used to collect browsing data long-term.

Correlation

A mutual relationship or connection between two or more things. See also Causation.

Cortana

Microsoft’s virtual assistant.

CPU

Central Processing Unit. The bit of a computer or electronic device that processes information.
CRT

Cathode-Ray Tube

Cryptocurrency

A digital asset that uses strong cryptography and is designed to work as a form of money. They used
decentralized control, or a public financial database to keep track of who owns what.
Cryptography

Greek for “hidden writing”, it is the study of secure communication—creating protocols to keep third
parties from reading private messages.

Data Breach

The release of secure or private information. A data breach can be accidental or malicious, such as
when an individual hacks into a system to steal information.

Database

An organized collection of information. Complicated databases link information between multiple
tables allowing for analysis of the contained information. An address book is a basic database.

Data Center

Room(s) full of servers that store user data and host online apps and content.
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Denial of Service Attack (DOS)

A cyber-attack where the malefactor seeks to make a network resource (such as a website) unavailable
by flooding the target with requests or visits.

Dial-up

An early way to connect a home computer to the internet. A phone line was used to connect a personal
computer to the Internet Service Provider.

Directory

A system that catalogs / organizes computer files.

DisplayPort

A high-quality audio-visual cable capable of transmitting HD and 4k.

DMCA

Digital Millennium Copyright Act. The 1998 United States copyright law that criminalizes production
and dissemination of technology, devices, or services that circumvent measures to control access to
copyrighted works (DRM).

DNS

Domain Name System. The phonebook of the Internet.

DNS Hijacking

Where a malefactor redirects visitors from a valid website to a different destination—often one that
exists to steal data.

Docking Station

A device, typically connected to a laptop via a Thunderbolt port, that gives a quick and easy
connection to multiple peripherals.

Domain Name

The string of text that identifies a place on the Web. A basic domain name is a word or abbreviation
followed by a period followed by the domain extension: wvu.edu

Domain

The sometimes arbitrary grouping that designates what a website does or where it is based. The most
common domains are .com .net .edu and .org. The domain is what you should check first when you
want to verify the authenticity of a website.

Download

To move data and files from the internet or a server to your computer or mobile device.

DRM

Digital Rights Management. A format that protects electronic media from being illegally copied.
DVD

Digital Video Disc / Digital Versatile Disc. A digital optical disc data storage system.

DSL

Digital Subscriber Line. A fixed connection to the internet that runs through copper phone lines.
DSLR

Digital Single-Lens Reflex. A camera type that has both a physical lens component and digital storage.
DVI

Digital Video Interface. A video display interface that connects your computer to your monitor.
Dvorak

More efficient layout alternative to the QWERTY keyboard

eBook

An electronic file formatted (for the most part) to be read on a small handheld device, or on a
computer screen in an eReader program / app.

elnk

A brand of electronic paper (e-paper) display technology from the E Ink Corporation (1997)

Email Header

The portion of an email message that contains the routing information. The header can be used to
help determine if a message is fraudulent.
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Email

Email is an electronic letter sent from one email address to another email address. Email addresses
always have an @ (at sign) in them. Sending an email on your phone requires the use of cellular data.
Each email address is unique, and email addresses are often used as unique identifiers or login
credentials by databases.

Emoji

Small images used to represent emotions, ideas, or expressions. (2}

Emoticons

Representations of facial expressions using keyboard characters. These are used to portray moods or
feelings. For example, a smiling face could be :) or ©

Encryption

The encoding of data so that only authorized persons or devices can read/view the information. The
stronger the encryption, the more unlikely it is that a malfeasant could decode the intercepted data
through a brute force attack.

EPUB

Electronic Publication. A digital book format that allows you to read your eBook on any electronic
device. EPUB files are reflowable.

eReader

eBook device that uses eInk screens which have a similar reading experience to physical books.
Ethernet

Wired networking technology that allows multiple computers to talk to one another via a protocol (set
of rules). Ethernet is used when speed, stability, and security are needed.

EULA

End-User License Agreement. The legal contract between a software vendor and the user of that
software. It specifies the rights and restrictions which apply to the use of the software.

External Storage

Devices that store data outside of a computer or other electronic device. They are often removable,
such as USB thumb drives.

Facebook

An online media and networking company.

Facial Recognition

Technology capable of identifying or verifying a person from a digital image. Facial recognition can be
used to unlock an electronic device.

Fiber Optic

A flexible glass or plastic fiber that can transmit light signals with very little loss of strength.

File Extension

Also called a filename extension or file type, is the identifier suffix for a computer file name, and tells
you the kind of program needed to open the file. By default, these extensions are hidden, but can still
be used in search. If you change a file extension, that file will most often break.

Firewall

A security system that monitors incoming and outgoing network traffic to prevent unauthorized
access to a system.

Fixed-layout

Content remains locked in a specific place, when the document is enlarged you often have to scroll
around to read the entire thing. A pdf is a fixed-layout document.

Folder

See Directory.

Follow

Choose to see another user’s posts in their content feed.
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Force Stop

A way to completely stop an app that is running in the background. An app that has been closed may
still have bits active and collecting data.

GB

Gigabyte. A computer memory unit equal to 1000 megabytes. The prefix giga means 109.

GIF

Graphics Interchange Format. An image format that is often used in logos and animated pictures.
Google

A technology company that specializes in services and products related to the internet.

GPS

Global Positioning System is a piece of hardware that allows a device to contact a satellite to
determine the location of the device in latitude and longitude. On most devices, software makes these
data points usable to the end user by placing them on a map.

GPU

Graphics Processing Unit. Also: Video card. Part of the motherboard that processes digital images and
accelerates computer graphics.

GUI

Graphical User Interface (pronounced gooey). The windows, icons, menus, and pictures that allow
you to interact with your computer using your mouse. Windows 10 and Mac OS (Big Sur) are
operating system GUTIs.

Hard Drive

A data storage device that stores and retrieves digital data. In your computer, this is where all your
programs are installed and files saved.

Hardware

The electronic components of a device; the bits you can touch. A cell phone, a keyboard, and a CPU
are all hardware.

HD

High Definition. Generally a higher resolution and quality than standard definition video.

HDD

Hard Disk Drive.

HDMI

High-Definition Multimedia Interface. Audio/video interface for transmitting uncompressed data.
Cable that connects your computer to your monitor, or your DVD player to your TV.

HDR

High Dynamic Range. A photographic process where a camera takes multiple pictures at different
exposures and combines them into a single image—this allows all areas of your image to be well-
exposed, but can also look unreal if used too much.

Heat Map

A heat map is a visual representation of data that allows you to see phenomenon as clusters or over
space.

Home Screen

The main screen of a computer or mobile device. Home screens are typically personalized by the user
so that no two home screens will look alike.

Hotspot

A type of Wireless Access Point. A device that allows you access the internet from a public place.
Hotspots are generally open and unsecured and you should assume any data you submit is visible to
people with ill-intent.

Hover text

When you hold your cursor over a hyperlink, the document should display the URL for that link. This
allows you to verify links.

61



http

Hypertext Transfer Protocol is how data is moved between a website and an end user.

https

Hypertext Transfer Protocol (Secure) is an encrypted form of http. This protects against interference
or snooping by third parties.

iCloud

Apple’s cloud service.

Icon

A graphic representation of a program, file, or function.

Information Security

The protection of data and the mitigation of risks, generally on computer networks.

Install

A process that writes the code used to run the program (application) onto the hard drive of your
device. Installing a piece of software embeds it into the device and allows it to work.

Internet

A system of inter-connected computer networks.

iOS

Apple’s mobile operating system.

iPad

Apple’s tablet computer, running iOS.

iPhone

Apple’s cellular phone, running iOS.

iPod

Apple’s music player. The iPod is generally similar to an iPhone, only without cellular service.
I/0

Input/Output. Communication between a computer and connected peripherals, such as keyboards
(input) and monitors (output).

ISBN

International Standard Book Number. A numeric commercial book identifier that is unique for every
edition and variation of a book.

ISP

Internet Service Provider. Company you pay so you can have internet at home.

iTunes

Apple’s music service.

JPG / JPEG

Joint Photographic Experts Group. A lossy compression format for digital images.

Keyboard

Input device for computers. Physical keyboards are generally membrane or mechanical.
Keylogger

Keystroke logger (also keyboard capture). A piece of hardware or a software program that can record
every key struck on the keyboard.

LAN

Local Area Network. A group of computers / devices that share a common communications line.
Last Mile

The service from your local provider to your home.

Latency

The time delay between the sending and receiving computer.

LCD

Liquid-Crystal Display

LED

Light-Emitting Diode
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Location Bar

See address bar.

Location Services

Information from GPS, wireless access points, cell towers, and Bluetooth devices that helps your
phone know where you are.

Lock Screen

The opening screen or interface of an operating system. A lock screen keeps unauthorized users from
accessing the data and information on a device.

Lossless Compression

A form of data encoding that maintains the original quality of the file but at the cost of having a large
file size.

Lossy Compression

A form of data encoding used to reduce file size at the cost of data quality.

LTE

Long-Term Evolution, A technology for mobile wireless broadband communication.

Malware

Software is specifically designed to disrupt, damage, or gain unauthorized access to a computer
system.

Mbps

Megabits Per Second. The speed of your internet service.

Messenger

An app that allows users to send text messages and images to other users in a system.

Metadata

A data set that gives you information about other data. A card catalog contains metadata.

MFA

Multi-Factor Authentication

Micro-SD

Micro-Secure Digital Card. Smaller size SD card, used in phones and lightweight devices. Comes with
an adapter that allows for the transfer for files from a portable device to a computer.

MMS

Multimedia Messaging Service is a kind of text messaging that allows you to send text messages that
contain pictures or audio, as well as messages longer than 160 characters or to multiple people.
MOBI

Mobipocket. The proprietary ebook format for the Amazon Kindle. MOBI files are reflowable.
Mobile Carrier

A wireless service provider that allows users to connect portable devices (such as phones) to the
internet through a cellular service.

Mobile Data

Wireless internet access through a cellular data connection.

Modem

Modulator-demodulator. A device that converts data from a digital format to a format for analog
transmission.

Motherboard

Printed circuit board that holds and connects different electronic parts.

Mouse

A small hand device that allows users to use a GUI (Graphical User Interface) by moving the device
and then clicking a button to control the computer.

MP3

Moving Pictures Experts Group Layer-3. A coding format for digital audio.

MP4 /| MPEG4

Moving Pictures Experts Group Layer-4. A coding format for digital multi-media, commonly video.
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MPEG

Motion Picture Experts Group. A standard for encoding and compressing video.

NDA

Non-Disclosure Agreement. A legally binding contract where parties agree not to share sensitive or
confidential information.

Near Field Communication (NFC)

a wireless personal area network (PAN) technology that connects two compatible devices in very close
proximity to each other, in order to enable slow but reliable data transfer. It is based on RFID and
uses induction coupling to enable communication between two compatible devices that are close.
Network

A group of computers connected for the purpose of sharing resources. A network can be as small as
two computers or as vast as the Internet.

News Feed

The main page of Facebook, where you see content posted by users you have chosen to follow. These
content can be text or images.

NIC

Network Interface Card / Controller.

Notification

A message displayed by an electronic device to provide an alert, reminder, or other communication.
Online Chat

Real time communication over the internet through (generally short) text messages.

Operating System

The base upon which software and apps are added. An Apple device generally uses iOS (iPhones) or
macOS (laptop computers). PCs typically used the Windows OS, but there are other operating
systems, such as Linux that can be installed. Non-Apple cell phones frequently use some form of the
Android OS. How your device looks and works is dependent upon the operating system installed.
OS

Operating System.

P2P

Peer-to-Peer

Passcode

This is the secret code to get into a specific device. If you have an iPhone and an iPad, they can have
different passcodes. You can sometimes use a fingerprint instead of a passcode to get into a device.
Password Manager

A program that stores electronic passwords.

Password

The secret code to access a restricted resource. Passwords are usually required to use a minimum of
eight characters, and contain special characters, such as numbers or upper-case letters.

PayPal

A method of online money transfer and payments.

PCle

Peripheral Component Interconnect Express. A high-speed standard to connect computer
components.

PDF

Portable Document Format. Once an Adobe proprietary format, now one of the most common
formats for sharing digital documents.

Peer-to-Peer

A distributed that shares tasks or work between devices of the same level.

Peripheral

A hardware component that is accessible to a computer but is not an integrated part of the computer.
Mice, printers, and speakers are examples of peripherals.
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Phishing

A fraudulent attempt to gain personal or sensitive information, by sending an email or creating a
website that pretends to be from a real company or person, but is not.

Phreaking

An attack on the telephone system

PIN

Personal Identification Number.

Play Store

Goggle’s app store, where users can download or purchase programs to run on their Android devices.
PNG

Portable Network Graphics. A lossless compression type for digital images.

Podcast

A digital audio file made available on the Internet for downloading to a computer or mobile device,
typically available as a series, new installments of which can be received by subscribers automatically.
Post

A message, comment, image, or other item that is placed on the internet, generally on a website.
Predictive Text

An input technology that guesses what you want to type both from what you are currently typing and,
if you have allowed the software to learn, from what you have typed in the past. Predictive text makes
typing faster and easier if you have good software on the back end.

Privacy

The information that is shared between your device and the external resources to which it is
connected, as well as how that information is used, and with whom that information is shared.
Program

A program is a piece of software that lets your device do something like send a text message or video
chat. A program is the same thing as an application.

PSU

Power Supply Unit.

Public Network

An electronic connection where the traffic between devices is visible to anyone.

QWERTY

Standard layout on English language keyboards. Those are the first letters on the top row.

RAM

Random Access Memory. A computer’s working memory and temporary storage.

Reflowable

An ebook format that changes layout depending upon the output device. MOBI and EPUB are
reflowable formats, which means the number of words on the page change, depending upon the page
/ text size.

Repeater

A device that extends the range of Wi-Fi signal.

Reply All

A response to an electronic message that is returned to ALL recipients of the original message.
Reply

A response to an electronic message.

RFID

Radio Frequency Identification. A wireless, non-contact transfer of data used to identify objects,
animals, or humans.

Ripping

Extracting digital content from a container, such as a CD or DVD. Ripping a CD means that the music
is copied without loss from the CD to your computer.
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ROT-13

One of the most basic forms of encryption; a substitution encryption where characters are rotated 13
places.

Router

A networking device that forwards data between networks.

RTFM

Read The Fantastic Manual.

Scraping

Web scraping, web harvesting, web data extraction is extracting data from websites—gathering up
information available on a public website.

SD

Standard Definition. The lowest quality rating for digital streaming.

SD Card

Secure Digital Card. Removable memory that is used in devices like cameras, because it can be easily
switched out when full. Allows for easy transfer of files from device to computer without a cable.
Search

A computer command that allows you to find specific files on your computer that meet a designated
category, such as file type, or date modified.

Search Engine

A software system designed to find information on the web. The results from a search engine can be
webpages, files, or images. Generally, behind the scenes a program runs an algorithm that crawls
through the web cataloging everything it sees. This catalog is then organized by a different program
where pages are associated with various terms.

Security

Protecting electronic systems from theft or damage. This can be protection from physical theft, but
often refers to electronic damage, where systems can be disrupted or data stolen.

Server

A device (or program) that allows you to access something not on the device you are physically
touching. A mail server stores your email and drops it to your device upon request. A web server
allows you to connect to the internet.

Settings

An app that allows you to customize your computer, device, or program.

Siri

Apple’s personal assistant.

Smart Device

An electronic device that connects to other devices or the internet through a wireless protocol such as
Bluetooth or Wi-Fi.

Smart TV

A television with a network port to allow you to watch streaming services (and other internet content)
without having to use an additional device.

SMS

Short Messaging Service. A brief message that is sent from one phone number to another phone
number. SMS does not use cellular data.

Snooping

Unauthorized listening in to data transmission.

Snopes

One of the first internet fact-checking resources, Snopes started as a site to debunk urban legends, but
expanded into general fact-checking. (https://www.snopes.com/)
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Social Media

Interactive computer technologies and websites that allow for the sharing of information. Facebook is
the most famous social media site, and allows friends to connect automatically, but LinkedIn is
another type of social networking site, that focuses on career and job networking.

Software

The programs that run on your computer or phone. Can also be called an application.

Solid State Drive

Hard drive with integrated circuit board instead of spinning disks and moving heads.

Sort

To organize information in a prescribed sequence, such as alphabetically, or oldest to newest.

Spam

Unsolicited electronic messages (especially advertising).

Speed

Download speed is how quickly you can pull down data from the internet. Upload is how quickly you
can send data out to the Internet.

Spoofing

When a person or program pretends to be someone else, by falsifying data, to gain access to your
account or data.

Spyware

A piece of malicious software that secretly installs itself to gather information about the user or
device.

SRAM

Static Random-Access Memory. A more powerful and energy efficient memory chip.

SSD

Solid State Drive. A storage device for your computer that saves data on chips instead of a mechanical
platters.

Status Bar

A graphical element, usually at the top or bottom of a device’s screen, that displays information about
the state of the device. Some settings commonly found on the status bar are sound/volume, time, and
battery life.

Streaming Device

An object, such as Roku stick or Fire stick, you purchase that plugs into your existing TV so you watch
video through the device on your existing television.

Streaming Service

An online provider of entertainment (music, movies, etc.) that delivers the content via an Internet
connection to the subscriber's computer

SuperSpeed USB

Also: USB 3.0 A faster iteration of USB.

Switch

A device that connects to a router and provides multiple ports for wired connections.

Sync

See synchronize.

Synchronize

When a file is synced, changes to that file are saved are pushed from one device to all other devices
with access to that file, via a remote server.

Tag / Tagging

A keyword or term added to the metadata of a piece of information. In social media, when someone is
tagged, they are alerted to a post made by another user.

Taskbar

A graphical user interface (GUI) that is typically along the bottom of your window, and usually shows
you what programs are actively running as well as important information about the operating system.
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TB
Terabyte. A measure of computer storage equal to 1000 gigabytes or trillion bytes. The prefix tera
means 1012,

TCP

Transmission Control Protocol. The main protocol used on the internet that allows computers to send
and receive data.

TCPI/IP

Transmission Control Protocol/Internet Protocol

Terms of Service

The rules you agree to abide by when you sign up use an online service.

Text Message

A brief message that is sent from one phone number to another phone number via a protocol called
SMS. Text messages are generally limited to 160 characters, and messages with more characters than
that will be broken down into multiple messages when sent. Text messages are asynchronous:

a message sent to someone whose phone is off is delivered when their phone is turned back on. Text
messages generally do not require cellular data but do require a cellular connection.

Thumb Drive

USB Flash Drive

Thunderbolt

Interface reconfigured to be compatible with USB-C that carries data, video (PCle and DisplayPort),
sound, and power over a single cable.

TIFF / TIF

Tag Image File Format. Lossless digital image format that was developed originally for scanners as an
alternative to multiple proprietary formats.

Timeline

A display of items in chronological order. Twitter has a timeline; Facebook has a news feed.

TL;DR

Too Long, Didn’t Read

TOS

Terms of Service

Trojans

A type of malicious computer virus that presents itself as a useful item, such as a document.
Two-Factor Authentication

This is a way to make both your device and your account more secure. When you log into your Apple
ID on a new iPad (or iPhone) for the first time OR you log into iCloud from a computer you have
never used before, Apple wants you to verify that YOU are the person attempting to access your
account.

TXT

Text message.

Unfollow

To stop seeing a user’s posts in your timeline or news feed. On Facebook, you can unfollow someone
but still remain friends with them.

Uninstall

The removal or a software program or application from the operating system of a device. Although
uninstall removes the visible aspects of a program, there are often bits and pieces of the program left
behind.

Unique Identifier

A piece of data that is unique to a record. Telephone numbers and email addresses are often used as
unique identifiers, because no two individuals have the same ones. Unique identifiers allow data
records to be linked across databases.

68



Upload

To move files from your computer to a cloud service or network.

URL

Uniform Resource Locator is the address of a space on the web. Every website has a unique address,
and that address can often tell you something about the web page you are visiting.

URL Bar

See address bar.

USB

Universal Serial Bus. This is the industry standard for cables that connect devices and their
peripherals through a wire. This connection can be used for both communication and power. There
are several types of USB connections: USB-A, USB-A 3.0, mini-USB, micro-USB, USB-C, and
Thunderbolt.

USB Flash Drive

Also called a thumb drive or key drive. A small USB data storage device that is removable, rewritable,
and can be easily carried in a pocket.

User Data

Any type of data generated by people interacting with software programs. User data includes:
Explicit Data, which is given by a user directly such as name, address, email, and phone number;
Implicit Data, which is not provided by the user directly but gleaned through analysis of user
interactions, such as pages visited, session duration, or type of device; and finally External Data which
has been gathered from third parties with whom an organization has a relationship.

Username

Also called account name, login ID, user ID. The credentials you use to access an electronic resource,
such as your computer or a website. Every account on a website or device must be unique to that
service, so as to keep account information separate.

VGA

Video Graphics Array. A connector that takes video signal from a computer and takes it to the monitor
(or projector).

Video Card

Also: Graphics Processing Unit. Part of the motherboard that processes digital images and accelerates
computer graphics.

Virtual Personal Assistant

A software program that preforms tasks or services based upon verbal commands. Some of the most
well-known services are Siri and Alexa.

Viruses

A piece of malicious software that inserts itself into another software program that it uses to replicate
itself. Ransomware is a software virus.

WAV

Waveform Audio File Format. An audio file standard for uncompressed audio.

Web

Also called the World Wide Web, this is an information space on the Internet that is accessible from
devices such as computers, cell phones, and tablets, using a URL as the address.

Web Browser

A software program that allows you to access sites on the Internet, or web.

Web Cookie

See Cookie.

Website

a location connected to the Internet that maintains one or more pages on the World Wide Web
Wi-Fi

Short for wireless (the “fi” is an arbitrary syllable added on)
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Widget

A graphical element that displays information or provides quick access to certain parts of an app.
Mobile devices frequently have a weather widget that is linked to your weather app, and which tells
you the current temperature and forecast.

Wireless Access Point

A device that allows your device to access the internet. If a wireless access point (or router) does not
have a password, it is unsecure, and you should assume that anyone can see what you are doing on
your device.

Wireless Router

A piece of hardware that allows devices to connect to the internet without being plugged into the wall.
Your wireless at home should be password protected, so that strangers cannot access all devices in
your home using that wireless network.

Wireless

A technology that allows computers to connect to a network and/or the internet without using a
physical connection. Wireless is available in an area when a wireless access point (also called a
hotspot) has been created and made accessible to devices. Public wireless is less secure and caution
should be used (ie, don’t make purchases or send private emails over a wireless network). Private
wireless networks (such as in your home) should be secured with a password.

WWW

World Wide Web. An information system on the Internet which allows documents to be connected to
other documents by hypertext links, enabling the user to search for information by moving from one
document to another.
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Texting Acronyms

AF: As (naughty word)

AFK: Away from Keyboard
ATM: At The Moment

BTW: By the Way

B/C: Because

BFD: Big Freaking Deal

BFF: Best Friends Forever

BRB: Be Right Back

CU: See You

CYT: See You Tomorrow
DGMW: Don’t Get Me Wrong
Diss: Disrespect

EOD: End of Discussion

EOM: End of Message

F2F: Face to Face

FAQ: Frequently Asked Questions
(pronounced fak to rhyme with pack)
FFS: For Freaks Sake

FREX: For Example

FTW: For the Win

FWIW: For What It’s Worth
FYI: For Your Information
GOAT: Greatest of All Time
GRS8: Great

HTH: Hope This Helps

HMU: Hit Me Up

IANAL: I Am Not A Lawyer
ICYMI: In Case You Missed It
IDC: I Don’t Care

IDK: I Don’t Know

IIRC: If I Remember/Recall Correctly
IKR: I Know Right

IMHO: In My Humble Opinion
IMO: In My Opinion

IOW: In Other Words

IRL: In Real Life

IYKYK: If You Know, You Know
JK: Just Kidding

L8R: Later

LMK: Let Me Know

LOL: Laugh(ing) Out Loud
MYOB: Mind Your Own Business
NGL: Not Gonna Lie

Be careful with emojis, as many have multiple meanings besides the obvious. Don’t send eggplant or
peach unless you are definitely talking about foods.

noob / noob: Newbie

NNTR: No Need to Reply
NOYB: None of Your Business
NP: No Problem

NRN: No Reply Needed
NSFW: Not Safe for Work
NVM: Never mind

OMG: Oh My God

OMY: On My Way

OOTD: Outfit Of The Day
OTOH: On the Other Hand
OT: Off Topic

OTP: On the Phone

PM: Private Message

RL: Real Life

RN: Right Now

ROTFL: Rolling on the Floor Laughing
RTFM: Read the Fantastic Manual
RQ: Real Quick

RU: Are You

SFLR: Sorry for Late Reply
SO: Significant Other

SMH: Shaking My Head
STFU: Shut the freak up

TBC: To Be Continued

TBH: To Be Honest

THX: Thanks

TIA: Thanks in Advance
TL;DR: Too Long Didn’t Read
TMI: Too Much Information
TTYL: Talk to You Later
TUVM: Thank You Very Much
TYT: Take Your Time

UR: You Are / Your

woot / WooT: Hooray! Yay! Yippee!
Wo: WithOut

WS8: Wait

WFM: Works for Me

WRT: With Regard To

WTH: What the Heck

WTF: What the (naughty word)
YMMYV: Your Mileage May Vary



Emoticons

Grin

Happy

Happy

Happy

Hashtag

Heart

Hug

Indifferent

Joking

Kiss

Kiss

Kiss

Kissing

Laughing

Laughing
Out Loud

Left-
handed
Sad Face

Left-
handed
Smiley
Face

Love

Mad

Married

Mention

Mouse

Napping

Nerd

Overjoyed

(V) Alien
0:-) Angel
X-( Angry
~:0 Baby

:-D Big Grin
(*v¥) Bird

-# Braces
</3 Heart
=N "= Cat
¥<:0) Clown
0.0 Confused
B-) Cool

N Crying

:( Crying
\:D/ Dancing
o Dazed
:03 Dog

#-0 Doh!

%) Drunk
//_" Emo

>1) Evil Grin
<>< Fish

=( Frown

:( Frown
=( Frowning
=P Frustrated
:-P Frustrated
8-) Glasses

$ $ Greedy

Partying

-/ Perplexed
=8) Pig
@~)~~~~ | Rose
= Sad
=( Sad
: ( Sad
:S Sarcastic
-@ Screaming
=0 Shocked
:-0 Shocked
=) Smile
) Smile
-Q Smoking
> Smug
Sticking
:P Tongue
Out
:0 Surprised
J Tongue in
: Cheek
[T
=-0 Uh-oh
==\ Undecided
-E Vampire
=D XIzrgpy
;-) Winking
}) Winking
|-O Yawn
8-# Zombie
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Please Support OLLI@WVU!

Osher Lifelong Learning Institute
Mountaineer Mall Unit C-17

PO Box 9123

Morgantown, WV 26506-9123
Phone Numbers:

Office: (304) 293-1793
Email Address: olli@hsc.wvu.edu

http://www.olliatwvu.org
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