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Charging Your iPad



Step 1: Powering On
In the upper right corner of the home  screen, you 

will see your power level percentage. 



Step 2: Unlocking the iPad

• Press the “home” icon: If “sleeping” hit once and 
when “awake” hit once again. Then passcode screen 
will appear

• Enter your four digit passcode



Home 
Screen



“Swiping” On Your iPad



Important Icons/Apps 

1. Email

2. Waupaca County 

Website

3. Settings

1. 2. 3.



Connecting to Other Wifi

• Tap on the 

settings 

icon in the 

lower  

icon bar 

corner of 

your 

screen. 

The icon 

looks like 

this.

• Select the 

Wi-Fi 

option from 

the left 

column.

• Choose one 

from the 

list of 

networks 

available. 

Enter 

password if 

needed. 



How to use email
• Tap on the ‘Mail’ icon           in the 

lower home bar

Once opened your email will appear in a split 

screen. List of emails on the left and a viewing 

screen on the right. 



How to use email
The email will now show up full screen as 

shown below.

1. Tap on             to go back to your email 
list. 

2. To delete the email, tap this icon 

3. To reply or forward, tap this icon

4. To create an email, tap this icon

1. 2.   3.   4.



How to use email

To read the email tap on the 
message you want to read. 
In the example on the 
right, the email that has 
not been opened is the one 
with the blue dot by it. 
This email also shows that 
something has been 
attached to it. It will look 
like a paperclip like this.

Once you have tapped to 
open, the list on the left 
will go away and show you 
the “reading pane” of the 
email that you opened.



How to use email

Once opened, you can see the item that 

was attached on the bottom of the email. 

To open, double tap it.

When you do this, it will open the 

attachment in whatever program it was 

sent to you in (Word, PDF, Excel, etc.)

After viewing the attachment, just tap 

on the “done” in the upper left corner to 

close it. That will bring you back to the 

email you were viewing.



County Meeting Documents

To look at an agenda, meeting packet or 

minutes, click on the “Revize” icon on your 

home page which will take you to the home 

page of County Web Page.



County Meeting Documents

Tap on the “meeting 

Agendas & Minutes box 

on the home page.



County Meeting Documents

Tap on the committee 

that you would like to 

go to. In this case, I 

will choice the finance 

committee



County Meeting Documents

You can then 

select the item 

that you want to 

view by tapping 

on it. For 

example, if you 

want to see the 

packet for the 

2/14/18 meeting, 

you would tap 

here.



County Meeting Documents

When you tap on the item you want, it 

will open up the document in another 

“tab” on your internet page.

You can then close that tab by tapping 

the X in the circle on the left side of 

the tap.

Or, you can “toggle” between items 

that you have up by clicking on 

another tab to show you that page. 

This helps you have, for example, 

have an agenda open as well as a 

meeting packet. If the document has 

more than one page, you can just 

“swipe” up or down with your finger to 

scroll through the pages.



County Calendar

From the home screen of the county 

website, scroll down until you see the 

calendar displayed. 

You will see the top three or four 

events for the day listed below the 

calendar here. (Red circle.) 

If the calendar number is green, you 

know that there are events on that 

date. (Blue circle.)

I find it easier to see the entire month 

at a time with listing so I click on the 

red “see all events in the upper right 

corner”.  (Black circle.)



County Calendar

When you click on the “see all events” 

in red, the current month calendar 

will be displayed. 

• Switch months

• Items are put on for the month for 

“typical” meetings and added 

when we know of new meetings. 

• Click into item to see details



County Calendar

When you click on an event, 

details of that event will show. 

Please note that these are 

always subject to change.

Advance feature: Use the ical

bottom to add to your calendar. 

• Currently shows an hour 

early, so may need to change

• Can add notes set reminders 

etc.



Over time, you can have lots of 

different programs opened up on 

your iPad. That can slow it down. 

So from time to time, you should 

tap twice fast on your home 

button. When you do that, it will 

show you all the program you 

have open. To close them, just 

touch and slide up and they will 

disappear. This may take some 

practice because if you just tap on 

them, you will open up the 

program.


