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This manuscript is to be used together with the PowerPoint presentation Learning to Use a Tablet. 
The numbers correspond to those in the presentation. Point 1 corresponds to slide 1 (page 1) in the 
PowerPoint presentation, point 2 to slide 2 etc. The text can also be found as notes under each slide.  

Text in bold is comments for the course instructor. Text in CAPITAL LETTERS is headings.  
The rest of the text can be read aloud or used as a guide for the course instructor while teaching.  
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1. Go through the learning objectives with the course participants before you begin teaching.  

This will make it easier for them to focus on and remember the most important 

information. 

 

2. SWITCHING ON YOUR TABLET AND FAMILIARISING YOURSELF WITH THE DESKTOP 

 

3. To use the tablet, first you have to switch it on. You will find the ‘On’ button along the edge 

of the tablet. It may be blank or have a circle with a line through it on or next to it. There 

might be more than one button along the edge of your tablet. If you’re unsure which of 

them is the ‘On’ button, just try the different buttons. Press and hold the button for a couple 

of seconds to switch on the tablet. 

Ask everyone to switch on their tablets. 

 

4. Some will be asked to enter a PIN, while others will be asked to ‘swipe to unlock’. That 

means to touch the screen with your finger and move it to the right. How you unlock a tablet 

can vary slightly between different tablets.  

Follow the instructions on your screen.  

Make sure everyone has successfully switched on their tablet. 

 

If the screen goes black (enters sleep mode) when you haven’t used the tablet for a while, 

you can press the ‘On’ button quickly to switch it on again. Some may have to enter their PIN 

again at this point or swipe their fingertip across the screen to unlock it. 
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5. The image that appears on your screen at this point is your ‘desktop’. Each little picture icon 

is a program or an app on your tablet. To see more apps, touch the screen with your finger 

and pull it to the right or left. 

Ask everyone to try this. 

 

6. At the very top of the screen you will see a thin line with some symbols on it.  

It can be useful to have a look at this line from time to time. 

 

7. Somewhere along this line you’ll see a battery icon. The battery shows how much power is 

left on your tablet. Some will have a number next to the battery symbol showing how much 

power is left. When the battery is nearly empty, it’s a good idea to plug the tablet into the 

charger. If your tablet won't switch on, it’s possible that the battery is empty. Plug it into the 

charger and try again in a couple of minutes.  

 

But let’s get back to the line. Most people will have a clock on their line. And if the tablet is 

connected to the internet, you’ll see a symbol that looks like a hand-held fan. The order in 

which these symbols appear may differ depending on the type of tablet you use. 

Help anyone who can’t find the symbols. 

 

8. OPENING AN APP AND RETURNING TO THE DESKTOP 

 

9. To open an app, click on one of the icons. It doesn’t matter which app you open.  

Ask everyone to click on an app to open it. When it opens, the app will fill the screen. 

 

10. Press/click on the ‘Home’ button to return to the desktop so you can choose a different app. 

On some tablets, this is a physical button on the front of the tablet on one of its short sides. 

For others, the ‘Home’ button is a house icon at the bottom of the screen.  

This type of ‘Home’ button will move depending on which way you hold the tablet, but it will 

always look the same.  
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Ask everyone to press/click the ‘Home’ button so they can return to the desktop. 

No matter which app you have opened and no matter what your tablet screen is filled with, 

you can always press/click the ‘Home’ button to return to the image you’re looking at now.  

Don’t be afraid to use it! 

 

11. SWITCHING OFF YOUR TABLET 

 

12. To switch off the tablet, press and hold the ‘On’ button for a couple of seconds until 

something happens on the screen. 

Ask everyone to press and hold the ‘On’ button for a couple of seconds. 

 

13. Some people will now see a menu where ‘Switch off’ is listed as an option. Tap ‘Switch off’. 

Others will see a message to ‘swipe to switch off’. Touch that button and swipe it to the side. 

The tablet will now switch off. 

 

14. THAT'S IT! 
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