Kawartha Lakes OHT

Connecting local care

How to Use Your iPad,
Email & Zoom



Turning on the iPad

To turn on the iPad click the button in the diagram bellow. If the iPad is already
on, click the button to wake it.

Top button/Touch ID
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To unlock the iPad

To unlock the iPad, Swipe up on the screen from the bottom.

Next you will enter the 4—6-digit pin you have set.

Enter Passcode

O O nEEo
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How to Check Your Email

Step 1. Navigate to the Mail App on your tablet and tap it. It looks like
the image below. The red icon notifies you of how many emails you
have.

Step 2. Now that you are in the mail app you will see something like the
picture below on the left side of the screen. The blue dot means that it
is a new email you have not viewed. To view the email tap anywhere in
the green outline, you will not see a green outline this is just for
demonstration.

Inbox
Q, Search
®| Brady Gibson 2:38 PM
This is the subject of the email
Hi This is the main area of the email where
you will see what a person has said or sen..
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Step 3. Now that you have opened the email you will see something
like the image below.

|nb0x ® £ % Brady Gibson 2:38PM
L

To:
Q Search

® Brady Gibson :38PM This is the subject of the email

This is the subject of the email

Hi This is the main area of the email where
you will see what a person has said or sen... Hi

This is the main area of the email where you will see what a person has said or sent to you.
Brady Gibson

Technical Project Coordinator
Ross Memorial Hospital
bgibson@rmh.org

CONFIDENTIALITY NOTICE: This email, including
confidential an formation. The aut
unless or regulation and i

ent(s) and may contain

this information to any party
en fulfilled. If you are not
ginal message.

@ Updated Just Now
1 Unread

Step 4. If you would like to view another email repeat step 3 on a new
email you received.
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Finding your zoom appointment

Once on the home screen look for the email app, it is shown below with a red icon
notifying you of an email.

Next look for the email that says zoom meeting.

Inbox

Brady Gibson 12:56 PM
Zoom Meeting <
Brady Gibson is inviting you to a scheduled

-

Zoom meeting. Topic: Guide Zoom Meetin...

Once clicking on the email, you will see the email displayed as below or
something similar. Click the blue text.

Zoom Meeting

Brady Gibson is inviting you to a scheduled Zoom meeting.

Topic: Guide Zoom Meeting
Time: Mar 8, 2021 01:00 PM Eastern Time (US and Canada)

Join Zoom Meeting

htty usO4web.zoom.us/j/76442613407 ?pwd=N

Meeting ID: 764 4261 3407
Passcode: f31y2E
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Zoom Controls

< Safari 1:54 PM Mon Mar 8

Leave ¥ Zoom v~

The 2 buttons you will be using are:

The Mute button. You are automatically heard by the people on the
other end, to turn off you microphone press the symbol. You will then
see a red line across it.

¢

Mute

Note: if someone cannot hear you check that there is no red line on the mute
button.

, The Start Video button. When you join a Zoom meeting your camera
A \ill be turned off. To turn on your camera press the button. And to
turn it off press the button again.

Kawartha Lakes OHT

Connecting local care



Leaving the meeting

To leave the meeting press the red “Leave” button, then press the “Leave
Meeting” button.

< Safari 1:54 PM Mon Mar 8

Leave @ Zoom v

You will now be here.

<« safari 2:47 PM Mon Mar 8

BG

To return home swipe from the bottom. |
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Sending an Email

Step 1. Navigate to the email app as shown previously.

Step 2. Click on the symbol at the top of your screen pointed at in the
image below.

2:39PM Thu Apr 22 TE@LAE%NE

< Edit B 8 ¢

|I‘Ib0X L] Bradv Gibson ﬁ

Step 3. Fill out the email. To send an email you must fill out who you
want to send it to, the subject of the email, and the body of the email
for what you want to send. To type in these areas tap on them.

Cancel

This is where you type the subject (1]

Tracy Bromell

This is where you type the subject

This is where you type what you want to say.

| Sent The

S D F G H J K

Step 4. Once you have filled in the email and said what you want to you
need to send it. To send the email tap on the blue circle with the white
arrow on the top right of the image above.
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Reply to an Email

Step 1. To reply to an email, you must first be in the email you want to
reply to.

Step 2. Tap on the blue arrow in the bottom right of the image show by
the orange arrow.

|nb0x Brady GIbSOI‘I 2:38PM
U To: brz dgmail.com >

Q Search

@ Brady Gibson 2:38PM This is the subject of the email
This is the subject of the email

Hi This is the main area of the email where
you will see what a person has said or sen... Hi

This is the main area of the email where you will see what a person has said or sent to you.

Brady Gibson

Technical Project Coordinator
Ross Memorial Hospital
bgibson@rmh.org

@ Updated Just Now
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Step 3. Enter your reply into the body of the email pointed at by the
arrow.

Cancel

Re: This is the subject of the email @
To: Brady Gibson @
Cc/Bcce, From: bradydjg@gmail.com

Subject: Re: This is the subject of the email
This is where you type what you would like to respond to someone with.| <:|

On Apr 22, 2021, at 2:38 PM, Brady Gibson <bgibson@rmh.org> wrote:

Step 4. Tap the blue circle with the white arrow to send your reply.
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How to open an email attachment

1. Navigate to the Mail App and open it.

2. Tap on the email you received.

< Mailboxes Edit

Q Search

® Brady Gibson 5:12 PM
How to open attachments example
Attached in this email is an attachment as
an example. Brady Gibson Technical Proje..

3. Once in the email look for the attachment.

3 Brady Gibso
@ To:

How to open attachments example

Attached in this email is an attachment as an example.
Brady Gibson

Technical Project Coordinator
Ross Memorial Hospital

W

4. Tap on the Attachment and view the contents of it.
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6:14 PM Mon Apr & T@ 5%
Done April Events.docx Open in Word @
Happy Easter
Sunday Monday y Wednesday Thursday Friday Saturday
Thursday = Thursday = "Monday" Thursday = "Tucsday" Thursday = Thursday= "Thursday" Thursday = "Friday" 1 Thursday = "Saturday"
"Sunday" 1"" 10=<=02"" 10<=03"" "Wednesday" 1 00 11<=02""21 1<=02""22 12<>03""33
5w
Exercise Classes
will be arranged,
no dates right
now.

You can slide your finger up and down to move around it to view
more.

5. Once you have finished looking at the document tap “Done” (The
orange arrow in the picture above.) to return to Mail.
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How to Send a Zoom Invite

Step 1. Navigate to Zoom and tap on it to openit.

Step 2. You will now see the screen shown below. If you see another
screen you will need to create an account and sign in. If you would like
assitance for this please contact a Virtual Care team member

3:39PM Thu Apr 22 TE A% W)

»

Home
o] New Meeting Join
Chat
Meetings
v

Schedule Share Screen

Step 3. Click on the orange icon that says “New Meeting”.
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Step 4. Now you will see the image below, tap on the circle pointed at
by the arrow to change it to green.

Once done tap on “Start a Meeting”.

Cancel Start a Meeting

Video On o<:|

Use Personal Meeting ID (PMI)
3895797112

Start a Meeting

(2 New Whiteboard

Step 5. You will now be in the meeting by yourself, now you must send
an invite to someone.
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Step 6. To invite someone, you will tap on the “Participants” icon.

3:40 PM Thu Apr 22

End

Step 7. You will see the Participants area pop up, then you will tap on
the “invite” button. Then another area will pop up, you will then tap on
“Send Email”.

0T @ 43% @ )

LA [ 4] 14

Start Video Participants More
Participants (1)

Brady Gibson (Host, me)

Send Email <j

Send Message

Invite Contacts

Copy Invite Link

Invite <:| Mute All  Ask All to Unmute
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Step 8. You will now see something like the image below. Tap on the
“To:” area and enter the email of the person you wish to have a Zoom
meeting with. Then tap on the arrow to send.

Cancel

Please join Zoom meeting in progress

LI

bgibson@rmh.org
Please join Zoom meeting in progress

Join Zoom Meeting
https://zoom.us/j/92831806148?pwd=WEIKdXZqRjNoU2paV1ByQWpwaHVFdz09

Step 9. An invite has been sent and you can now wait for the person to
join.
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