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Breakdown of Sessions
Mondays (10:00am – 12:00pm) Thursdays (3:30pm – 5:30pm)
• Session 1: Welcome to your iPhone or iPad
• Session 2: Apple ID & Backups
• Session 3: Apps & Settings
• Session 4: Settings (Continued)
• Session 5: Settings (Continued)
• Session 6: Settings for Third Party Apps & Voice Activation
• Session 7: Passcode, Touch ID & Face ID
• Session 8: Communicating on your Device
• Session 9: The Camera & Photos App
• Session 10: Mail App & your Email Address
• Session 11: Searching the Internet with the Safari App
• Session 12: Productivity Apps
• Session 13: Productivity Apps (Continued)
• Session 14: How to Troubleshoot & Reset your Device if needed
• Session 15: Other Useful Apps & Websites
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Download Class Materials
Go to https://sfcommunityliving.org/learn-
skills/computer-training/, look through our 
Tech Help Desk class schedules for all 
online classes hosted by Community 
Living Campaign.
• Here you can also download printable copies of 

the class materials used for today’s lesson & all 
other planned lessons on CLC’s Tech schedule.
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https://sfcommunityliving.org/learn-skills/computer-training/


Today’s Goals
• Intro to the Contacts App
• How to Save a New Contact
• How to Search for a Contact
• Intro to the Phone App
• How to Save a Favorite Contact
• How to check & manage Voicemails
• Intro to the FaceTime App
• Intro to the iMessage App
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Contacts App
The “Contacts” app 
helps you organize 
all of the 
individuals & 
organizations with 
whom you 
communicate. As 
you add more 
contacts, the list 
will be organized 
alphabetically. You 
add a new Contact 
by tapping the plus 
sign towards the 
top left.
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New Contact
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(Starting from the top of the list 
and down) When creating a new 
contact, you can add a photo, 
name, phone numbers and email 
addresses. You can even assign 
specific ringtones or text tones 
(audio alerts coming out of the 
iPad) for when this contact calls or 
messages you. You can also add a 
website or mailing address for the 
contact.



New Contact
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(Starting from where we left off in the 
list and down) When making a new 
contact, you can also add a birthday 
date, other general dates to specify 
for the contact, alternative names, 
social media profile information, 
other communication software 
information (Zoom, RingCentral, 
Skype, MSN, Google Talk, etc.), notes 
about the contact, or even add 
additional fields to fill out for the 
contact. When you’re finished 
creating the new contact, tap “Done” 
in the top right corner.



Finding a Contact
To locate a 
previously saved 
Contact, either 
scroll through the 
alphabetical list 
until you find the 
Contact or type 
something into the 
“Search Bar” at the 
top of the list. (Type 
any part of the 
Contact to search 
for it; like name, 
phone number, 
address, email, etc.)
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The Phone App
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To dial a phone 
number, tap the 
Phone App icon. 
Then, if it isn’t 
already selected, 
tap “Keypad” 
towards the bottom 
right corner. Then 
dial the phone 
number you wish to 
call & tap the green 
phone icon towards 
the bottom when 
you’re ready to 
make the call.



Contacts in Phone App
To locate previously 
saved Contacts 
from within the 
Phone App, open 
the Phone App & 
tap on “Contacts” 
at the bottom. You 
can then search 
through your 
Contacts the same 
way you would 
within the Contacts 
App. Tap the + at 
the top right in 
order to add a New 
Contact.
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Favorites
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To add a Favorite 
Contact for quick 
access, tap “Favorites” 
at the bottom left & 
then tap the + at the 
top left. To remove a 
Contact off the 
Favorite list; tap “Edit” 
at the top right, tap 
the red circle next to 
the Favorite you wish 
to remove, & then tap 
“Delete.” (This action 
will not delete the 
Contact entirely.)



Recent Calls
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To see a list of your recently 
dialed, received & missed 
calls, open the Phone App & 
then tap “Recents” towards 
the bottom left. Here 
outgoing calls will be 
marked with a small icon of 
a phone & arrow. Missed 
calls will be in red. Received 
calls will be in black. To call 
someone back, simply tap 
their entry in this list & and 
a call will be begin to be 
placed automatically.



Voicemails

13

To see a list of your Voicemails, 
open the Phone App & then tap 
“Voicemail” at the bottom right. 
On the next screen the 
Voicemails will be listed in order 
of when they were received, 
showing the individual who 
recorded the message, date & 
duration of the Voicemail. (The 
caller’s name will only be 
displayed if they’re saved as a 
Contact, otherwise it should 
display their phone number.)



To listen to the Voicemail, tap 
on it & then tap the blue 
triangle on the left. Tap 
”Speaker” if you want to put the 
audio on speaker (meaning you 
won’t have to hold the phone to 
your ear). Tap “Call Back” to 
automatically call the number. 
Tap “Delete” to permanently 
delete the Voicemail. Tap the 
icon of a square with an 
upwards arrow if you’d like to 
send or save the voicemail as an 
audio file.

Voicemails
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To manage your outgoing 
Voicemail Greeting, tap 
“Greeting” at the top left. In the 
next screen you’ll have the 
option of choosing a “Default” 
automated message stating your 
phone number, or a “Custom” 
message where you can record 
your own personalized greeting. 
When you’re finished, 
remember to tap “Save” at the 
top right.

Voicemails
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The FaceTime App 
allows you to make a 
video call to any 
fellow Apple device 
user. The call will go 
through as a regular 
audio call if you 
attempt to send a 
FaceTime call to a 
number that is not 
connected to an Apple 
device.

The FaceTime App
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To make a FaceTime call; open the FaceTime App, tap the + 
at the top right, type the contact name or phone number 
you wish to call & then tap “Video” at the bottom right to 
send the call as a Video Call. “Audio” would be for a 
regular phone call. To send a call to someone you’ve called 
in the past, tap where their Contact is displayed in the list 
of previous FaceTime calls. They will be marked the same 
as your “Recents” in the Phone App.

A FaceTime Call
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While in a FaceTime 
Call, you can edit your 
appearance, 
mute/unmute your 
microphone, snap a 
picture of the Video 
Call on your screen, or 
end the call by tapping 
the red X. Facetime 
Calls are automatically 
put on speaker, you 
should not hold the 
phone to your ear for a 
video call.

A FaceTime Call
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The iMessage App

As you send & receive more iMessages (text messages), you’ll see them 
listed within the iMessage App in the order they were sent or received. 
You can “Favorite” iMessage conversations by holding your finger on a 
specific conversation, tap “Pin” on the next screen & watch as the 
conversation is pinned to the top of the list for quick access in the future.
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The iMessage App
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To send a iMessage (text 
message) to someone; 
open the iMessage App, 
tap on the icon of a square 
with a pencil at the top 
right, type the Contact in 
the “To:” field or tap the + 
to search your Contacts, 
then type the message & 
tap the up arrow to 
officially send the 
message.



The iMessage App
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When you send an 
iMessage to a fellow Apple 
user, the messages will go 
through as blue. When 
you send a message to an 
non-Apple device, the 
messages will go through 
as green. (Sometimes if 
there is a poor internet 
connection, messages to 
Apple users will go through 
as green as well.)



The iMessage App
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To send more than 
just typed 
messages, tap the 
arrow with the 
grey rectangle to 
the left. This will 
give you the option 
to send photos, 
videos & more!

Tap the 
microphone 
icon within the 
text box to 
quickly record 
& send audio 
(the 
microphone 
icon down 
within your 
keyboard is 
used for 
Dictation).



The iMessage App

As you explore your device, you’ll be able to learn 
how to send all kinds of messages to your Contacts; 
like photos, videos, GIFs, Stickers, music, & more!
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More Questions?
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support.apple.com



Breakdown of Sessions
Mondays (10:00am – 12:00pm) Thursdays (3:30pm – 5:30pm)
• Session 1: Welcome to your iPhone or iPad
• Session 2: Apple ID & Backups
• Session 3: Apps & Settings
• Session 4: Settings (Continued)
• Session 5: Settings (Continued)
• Session 6: Settings for Third Party Apps & Voice Activation
• Session 7: Passcode, Touch ID & Face ID
• Session 8: Communicating on your Device
• Session 9: The Camera & Photos App
• Session 10: Mail App & your Email Address
• Session 11: Searching the Internet with the Safari App
• Session 12: Productivity Apps
• Session 13: Productivity Apps (Continued)
• Session 14: How to Troubleshoot & Reset your Device if needed
• Session 15: Other Useful Apps & Websites
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Download Class Materials
Go to https://sfcommunityliving.org/learn-
skills/computer-training/, look through our 
Tech Help Desk class schedules for all 
online classes hosted by Community 
Living Campaign.
• Here you can also download printable copies of 

the class materials used for today’s lesson & all 
other planned lessons on CLC’s Tech schedule.
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https://sfcommunityliving.org/learn-skills/computer-training/


Online Tech Classes 
Apple Help Desk: Mondays 10:00am – 12:00pm
Internet Safety Help Desk: Tuesdays 10:00am – 12:00pm
Zoom Help Desk: Tuesdays 2:00pm – 3:30pm
Virtual Help Desk: Wednesdays 10:00am – 12:00pm
Android Help Desk: Wednesdays 3:30pm – 5:30pm
Apple Help Desk: Thursdays 3:30pm – 5:30pm
Virtual Help Desk: Fridays 11:00am – 1:00pm
• All use the same Meeting ID: 873 8317 4373
• To join over the phone toll-free: Call 1-669-900-6833 and enter 

Meeting ID: 873 8317 4373 ##
• The “Virtual Help Desks” on Wednesdays & Fridays are both for 

general tech questions & help. The other days focus on a specific 
topic or type of device.
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