RiverMills Center’s Tablet Lending Program
A Basic Guide to Using an iPad
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iPad charging outlet mount
iPad charging
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1.

How to turn on the iPad.
If you are holding the iPad horizontally (aligned with keyboard) the power button is located on the left top side.
Hold down this button for a few seconds until a white apple appears on the screen.

On the side of the
iPad next to the rear
Camera you will find
The volume buttons.

If you are holding it vertically the power button is located on the top right corner near the
rear camera. Hold down this button for a few seconds until a white apple appears on the screen.

Whenever you turn on
the iPad you will see
this message. Simply
click Not Now.

2.

How to charge the iPad.
The end of the iPad charging cord (white) with white “teeth” goes into the iPad slot located under the home button
(large circle button on the front of the iPad). Plug the other end into the outlet mount (White).

Now plug the other end of the charging cord into the outlet mount (white). Now you are ready to plug into an outlet.
You will see a small battery icon with an electric bolt running over it or next to it. This mean your iPad is effectively
charging. If the iPad is completely dead you will see an empty battery icon with a bit of red at the bottom. It will take
some time before it is ready for use.
3.

How to turn on and use the keyboard.
The power button for the keyboard is located to the right of the touch pad and below the arrow keys.
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When you see these lights on they mean:
1. Keyboard is connected to iPad by Bluetooth.
2. Cap-lock is on.
3. Battery is low.
4. Battery is charging (red) Battery is charged (no light)

Hold the power button down for about 3 seconds until a light
flashes blue.
The keyboard will automatically shut off if it is not being used
for 15 minutes. If this happens hold the power button down
again for 3 seconds.

4.

How to use the keyboard.

You can use the touch pad to move your cursor and to click on anything. Alternatively you can use your
finger on the screen.

How to make
iPad stand with
Keyboard.

1.

Your cursor will appear as a small gray circle on
the screen.

2.

5.

How to charge the Keyboard.
Plug the smaller end of the charging cord (black) into the right side of the keyboard.

Now plug the other end of the charging cord into the outlet mount (black).
Now you are ready to plug into an outlet.

When icon #1 is on this means
the battery will soon die out.
Icon #2 will be red while plugged in
and charging. When fully charged
this light will turn off.
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How to connect the iPad to Wi-Fi.
Click the settings app on the home screen. Can’t find the home screen? Press the Home button to get back to the home
screen.

On the settings menu click on
Wi-Fi Not Connected option on
the left side.
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7.

How to connect the iPad to Wi-Fi.

2.All of your local Wi-Fi options will appear
on the right side. Find your Wi-Fi name and
click on it. If you have a password you will be
asked to type in your password. Once connected
the Wifi button will say Wi-Fi Connected.
3.Your Wi-Fi network will appear
under My Networks.
4. You will only have to connect to Wi-Fi once if
you continue using the same Wi-Fi.
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8.

Getting familiar with the iPad.
The Home button is the button located at the bottom or right side of the iPad (depending on how you’re holding it)
This button is your friend. You will use this button to wake up and unlock your iPad if it falls asleep ( meaning the
screen goes black, but it was never shut off).

Pressing the Home button
once will show you the lock
screen, displaying the date &
time.
If the Home button does not
light the screen up, the iPad
may be off or needs to be
charged.
While using the iPad, if you ever
get lost and want to get back to
the home screen, remember to
Press the Home button. No
matter where you are at, this action
brings you back to the home screen.

Pressing it again will bring you
to the home screen. Now let’s
take a closer look at the home
screen.

9.

Getting familiar with the iPad.
The picture below is your home screen. If you swipe to the left you will find a second screen with more apps. Each icon
below is an application (or app). To use any app you simply click on the app. Sometimes more than one app are put
together in a folder. Such as the email login folder at the left bottom row. Read below to learn a little more about the most
common apps. *Remember never save your passwords on this iPad and always log out of all your personal accounts.
The camera app allows you to take a
picture. You can view all your
pictures on the Photo app.
Be sure to email yourself all the
photos you take on this device before
returning it to RiverMills. All photos
will be erased.
These two are shortcuts to the
COA pages on the City of Chicopee
website. The one on the left will
take you to the latest edition of
The Reminder Newsletter.
From here you can read the latest
Editions of the Springfield
Republican Newspaper.

FaceTime is a video chat
App (Like Zoom) that only
works from One Apple
device to another. It will not
work on RiverMills iPads.
The App Store is where you
go to download new apps.
Please only download free
apps. And never add your
bank account info to make a
purchase.
This folder contains
shortcuts to common email
logins: Charter, Yahoo,
Gmail and AOL.
From here you can log into
your Facebook account.
You will only need to use
the settings app to connect
to your home Wi-Fi.
The text app only works on
Wi-Fi and from one Apple
device to another. This will not
work on RiverMills iPads.

This is Facebook’s texting app.
It will only work if you have a
Facebook account. You can
also make phone calls to other
Facebook users.

The Zoom app allows you to join
any program RiverMills (or an any
other organization) is offering on
Zoom. To learn more about Zoom
see pages 14-16.
These are 3 of the most
popular internet search
engines. Select one to go
online. For best results we
suggest Google Chrome.

10.

Getting familiar with the iPad.
On the second screen (use your finger to swipe the screen to the left) You find more apps. Most of these apps are for
entertainment. You will find games, tips, a folder full of apps that allow you to create. A clock and calendar.
Notice the 4 apps at the bottom remained docked there even after you switch screens. This makes it easy to find your
web browser.

11.

Closing Apps.
When you’re done using an app, even if you press the Home button to return to your home screen, the app remains
open and active. To close an app properly double tap the Home button and you will see every app that is active.
1.Double tap the Home
Button to pull up this
Screen. Now you can
See all your open apps.

3. Now swipe up until the
App is gone. Now you
have properly closed the
app.

2. Place your finger on the app
You want to close.

4. Repeat this process
with every app you are
finished using or until
there are no apps left to
close.

12.

How to use Zoom.

To use Zoom you will need a Zoom Meeting Link. RiverMills provides links to our programs on our Facebook page, on the
City of Chicopee Website or by request. We also have a monthly Email group that receives all the program links for that
month once a month.
1. Begin by signing into your email account that has the Zoom link to the online program you would like to join. You
can use the provided email login shortcuts on the home screen. If you can’t find your email login here you must do a
web search for your email login by selecting one
of the web browsers below.

2. Once you have logged into your email, locate the email that has
the Zoom link and simply click on that link.

If while signing into your email, or
any personal account for that matter,
you may see the message to the right
pop up. If it does click Never save password for this Website.

13.

How to use Zoom.
3. Follow each prompt on the screen to successfully connect to your Zoom meeting.
The following prompts may happen in a slightly different order.
If you see this screen please do not put your name. Instead leave the name that is already
typed in which should be RiverMill’s iPad (#). If you do not see this, please type it in and use
the number of your iPad located on the keyboard.
Press continue and then press join meeting.
Next, Zoom will ask you for access to your camera. Press OK.
At this point you may see a preview of yourself. Click
Join with Video on the right bottom of the screen.

14.

How to use Zoom.
Next Zoom will ask you for access to your microphone. Press OK.
You will than be asked to join with audio. Select the option that says : Call using Internet Audio.
Once the host lets you in you should be able to see and hear everyone.

15.

How to use Zoom.

To leave a meeting move or hover your mouse across the screen.
This will cause Zoom’s menu to appear.
At the top left corner you will see a red button that says Leave.
Simply press this button and you will be asked to confirm you want to
leave.
Press yes and you are all set!

16.

That’s all!

We hope this basic guide gets you started using an iPad. If you have any additional questions that are not in this guide
please email or call the Program Technician, Jona Ruiz at: jruiz@chicopeema.gov, 413-534-3698 ext.104

17.

