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Introduction
This handy hint guide is not designed to replace the iPhone manual but provides a quick use guide and useful tips for iPhone users.

The iPhone is different to many conventional mobiles in that there is no keypad and everything is done by touching the home screen, applications or apps as they are known are accessed by tapping (not pressing) the corresponding icon.  Screens can be navigated through and around by dragging your finger across the screen.  The iPhone is quite sensitive and firm pressing will not work - a gentle tap or drag is all that is needed.

A range of useful applications (“apps”) are provided with the iPhone such as email, Safari (web browser), GPS and the ability to use the phone as an iPod (music / mp3 player).
Screen Layout

	[image: image2.png]oo o R, —— Soopnia

o

Recoter— ~
T

Rngrsient .

switch "Camera

y pesei

oo \

i St br
“ngpication

Tochscroan e

Home button. Dock
comacor
copnone

R = =





	[image: image3.png]





Battery Life

The battery life on the iPhone is not as long as with other mobile phones, using Wifi will also significantly reduce the battery life so should be used only when needed such as downloading large files, Apps or App updates.  However the phone does recharge quickly (around an hour), this can be done with the supplied charger or by connecting it to your PC (note: this option only works if the battery is not completely flat).  Apple also manufactures various docking stations and travel chargers which are available for an additional fee.
Navigating the Home Screen

A stylus is not provided for the iPhone everything is done with touch, gentle dragging and tapping motions work best if you press too firmly nothing will happen.

To navigate through the home screen simply drag your finger across the touch screen to move through the pages / screen or icons, the small dots at the just above the bottom row of icons indicated how many pages / screens you have.  Once you locate the application (app) you need tap the icon to access it.

Screen Icons

The icons in the status bar at the top of the screen give information about iPhone, some of the icons are the same as those seen on other types of mobile phone:
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 Signal Strength: The more bars the stronger the signal.
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 Airplane mode: This means you can use non wireless features such as the iPod and some apps but can not make or receive calls so in theory is useful on planes, but be aware that one is often asked to switch your phone off even if you have an airplane mode.
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 Shows that your 3G is available, so you can use it to surf the internet, check emails etc
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 EDGE: Shows that the EDGE network is available, this gives access to data in the same way as 3G, the iPhone will automatically try to connect to this service if it is unable to find a 3G service. It is however not as quick as 3G
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 GPRS: Shows that GPRS network is available, this gives access to data in the same way as 3G and Edge, the iPhone will automatically try to connect to this service if it is unable to find another data service it is considerably slower than both 3G and Edge
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 Wi-Fi Shows that iPhone is connected to the Internet over a Wi-Fi network. The more bars, the stronger the connection.  A wifi connection will generally be much quicker than using any of the above options. 
You can use this to check your email / use the internet where a wireless network is available.  Instructions on connecting a wireless device to the University of Bath network can be found on the following webpage http://www.bath.ac.uk/bucs/networking/wireless/index.html
Handy Hint : When connected to a wireless network the iPhone battery life is reduced.  To preserve battery life it is best to use 3G or one of the other data services when possible (especially if you have unlimited data download).
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 Network activity: Shows over-the-air syncing or other network activity. Some third-party applications may also use this icon to indicate an active process.
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 VPN: Shows that you’re connected to a network using VPN.  Your IT supporter can help with this.  Alternatively further information can be found on the following BUCS website http://www.bath.ac.uk/bucs/networking/connectfromhome/virtualprivatenetworkvpn/
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 Lock: Shows that iPhone is locked, this stops the touchpad being accidently activate – this can also be used in conjunction with a passcode which can be set up through the Settings.
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 Play: Shows that a song, audiobook, or podcast is playing. 
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 Battery: Shows battery level or charging status, the iPhone battery does not last as long as other mobile phones, especially if you are using WiFi but does recharge quickly (around an hour).
Key iPhone Features

Phone: Making & Receiving Calls

The iPhones touch screen makes it easy to make and receive calls and provides quick access to lists of recent callers, contacts and favourite numbers. 

Phone numbers not available through contacts can be dialled manually using the numeric touch keypad. 

Voicemail presents a visual list of your voicemail messages, tapping on a voicemail allows you to listen to any message in any order, voicemail will remain on the phone until you delete it or your service provider automatically removes it.
To access the phone tap the  [image: image15.png]


 icon
Buttons at the bottom of the screen give you access to your favourites (a personally created list of your most called numbers), recent calls, contacts, voicemail and also to a numeric keypad for dialling manually.

. [image: image16.png]fumber ofunnearc:
volcama messages,





Use Contacts to call someone: 

Tap Contacts, scroll through list by dragging finger up or down on the screen, alternatively there is an A-Z index on the right side, tapping a letter in the index will automatically take you to that section of your contacts 

To choose a contact, tap their name.  Their available phone numbers will then be displayed which can include Home, Business, Mobile.  To dial a number simply tap the required number.

Call a number in your Favourites: 

Tap Favourites [image: image17.png]


, then tap on a contact to select.

Return a recent call: 

Tap Recents, then tap a name or number in the list.

Dial a number: 

Tap Keypad, enter the number by tapping the screen, 
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Then tap Call.

If you copy a phone number to the clipboard, you can paste it to the keypad and dial it.

Contacts
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  These can be manually entered or synced from various applications (see your BUCS supporter for further information).

A University LDAP account can also be set up so that you can access university email addresses through the iPhone (again see your BUCS supporter for information).

The number of contacts you can have is only limited by the ‘phones’ memory.

Add a contact:  

Tap Contacts [image: image20.png]


 and tap [image: image21.png]


.

Delete a contact: 

In Contacts, choose a contact, than tap Edit. Scroll down and tap Delete Contact.

Add a contact from the keypad: 

Tap Keypad, enter a number, then tap [image: image22.png]


. 

Tap Create New Contact and enter the caller’s information, or tap “Add to Existing Contact” and choose a contact.

Edit contact information: 

In Contacts, choose a contact, then tap Edit. To add an item, tap [image: image23.png]


. To delete an item, tap [image: image24.png]


.

Add a recent caller’s phone number to your contacts: 

Tap Recents and tap [image: image25.png]


next to the number. Then tap Create New Contact, or tap “Add to Existing Contact” and choose a contact.

EMAIL
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 Your iPhone can be set up to work with the University’s email system as well as other popular mail providers such as googlemail and hotmail, meaning you can read and reply to emails whilst you do not have access to a PC.  Depending on the mail provider being used emails may be downloaded to your phone (in which case they are no longer accessible from other locations) or may remain on a mail server as with University of Bath mail so you are still able to access emails and replies when back in your office or via webmail.

You are also able to Views PDFs, photos and some other attachments on the phone although generally you wont be able to make changes to those documents.

Unread Messages:  A red circle next to the email icon indicates number of unread messages in one of your email accounts, the number in the red circle shows how many [image: image27.png]


.

View Email Messages  

Guidance on setting up your University email account can be found on the Computing Services web pages.  Alternatively your IT supporter can help you.
Click on the mail icon [image: image28.png]


 a list of mailboxes will be displayed. Numbers at the end of the mailbox name correspond to the number of unread messages within that mailbox. 

Tap on the mailbox you wish to view.  Once in a mailbox to refresh at any time tap [image: image29.png]


 - a blue dot next to a message indicates it is unread.

Read a message:  

Tap a mailbox, then tap a message. If you have a message open you can tap [image: image30.png]


or [image: image31.png]


to see the previous or next message in that mailbox.

Zoom in on part of a message: 

Double-tap an area of the message to zoom in. Double-tap again to zoom out.

Open an attached file:  

Tap the attachment. It downloads to iPhone and then opens.  Attachments can be views in portrait or landscape (by turning phone on side after a few seconds screen will realign). 
If an attachment is of a type not supported you will be able to see its name but not open it.
File Types Supported

	.doc 
MS Word


	.docx
MS Word (XML)
	,htm
webpages
	.html
webpages

	.key
Keynote


	.numbers
Numbers


	.pages
Pages


	.pdf
Preview, Adobe Acrobat



	.ppt
Microsoft PowerPoint


	.pptx
Microsoft PowerPoint (XML)

	.rtf
Rich Text Format


	.txt
text



	.vcf
contact information


	.xls
Microsoft Excel


	.xlsx
Microsoft Excel (XML)


	


If you receive an attachment that is not supported you may be able to download an App that allows you to view it but this will depend on the file type.

Web Browser
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 Safari : View websites using your data connection this can be Wifi, 3G, GPRS or Edge. 

Handy Hints

· Turn iPhone sideways after a few seconds the screen orientation will change from portrait to landscape, ideal for widescreen viewing. 

· Double-tap the screen to zoom in or out, you can also make a pinching motion across the screen to zoom in or out.
· Drag up, down or sideways to navigate round the page.
· Open multiple pages by clicking the [image: image33.png]


 sign in bottom right corner,  and Tap New Page, flick finger across the screen to move between pages

· Webpage addresses can be entered into the address bar in the top left of screen, tap into it to access the onscreen keyboard.
· Click links by tapping.
· Pages with dropdown selection menus can also be used. Tap the dropdown menu and a roller wheel will appear at the bottom of screen, scroll the wheel to the option you want and Tap the Done button to select.
Adding A Bookmark or Home Screen icon
You may wish to Bookmark pages which are useful to you, such as the University Home page, or the BUCS IT Support form

1. Tap [image: image34.png]


 to open Safari, 

2. Navigate to the page you wish to bookmark

3. Tap the + sign at bottom of screen, you will be presented with the following options

· Add Bookmark

· Add to Home Screen

· Mail Link to this page

Both Add Bookmark and Add to Home Screen are good options here.  Add Bookmark will add the webpage to your bookmark list in Safari, Add to Home Screen will create an icon on the main phone screen which you can tap to access the page directly.  

Whichever option you choose you will be prompted to give the page a name such as BUCS Help Form.  When you have entered a name, tap either Add or Save in top right corner (depending on whether it’s a Bookmark or Home Screen icon). 

To Use Bookmarks, tap the “book” icon once you are in Safari, then tap the page required.

To use a Homescreen icon, scroll through the home screen to find icon then tap to access (this will automatically start Safari).

What are Apps?
An “app” (or application) is a software program often developed by third-party developers which allow you to add new features to your iphone so that it can be used in different ways.  

Apps are downloaded from the App Store  which can be easily accessed using the icon on your home screen [image: image35.png]


.  There are apps which can be downloaded free of charge but many are chargeable and range in price from 50p to upwards of £75, to download apps you will require an iTunes account.  Chargeable apps require a credit or debit card to be linked with your iTunes account.
Using the Apps

To Open an application simply tap the icon for the application.

To Close an application press the Home button

Useful Pre-Installed Applications
iPod
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  Listen to your songs, audiobooks, and podcasts. 

Messages
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 Send and receive SMS text messages. Conversations are saved in an iChat-like presentation, so you can see a history of messages you’ve sent and received
Calendar

[image: image38.png]


 Not compatible with Oracle Calendar so primary use is on phone only
Photos
[image: image39.png]s



 View photos by scrolling through or watching a slide show
Camera
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 Take photos, view them on iPhone, email them, send them in an MMS message. 

Voice Memos
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 Record voice memos on iPhone. Press red button to record. Play them back on iPhone or sync them with iTunes to listen to voice memos on your computer. 

Notes

[image: image42.png]


  Useful for jotting things down  

Handy Hints

Add a note

Tap [image: image43.png]


, then type your note and tap Done.

Read a note:  

Tap the note. Tap [image: image44.png]


or [image: image45.png]


to see the next or previous note.

Edit a note:  

Tap anywhere on the note to bring up the keyboard.

Delete a note:  

Tap the note, then tap [image: image46.png]


.

Clock

[image: image47.png]


 View the time in cities around the world, Set one or more alarms. Use the stopwatch, or set a countdown timer.

Calculator
[image: image48.png]


Works as a normal calculator, turn iPhone sideways to use expanded scientific functions. 

Maps
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 Maps provides maps, of locations in many of the world’s countries. You can also get driving, public transit, or walking directions thus enabling you to use your iPhone as a basic GPS system, however instructions / maps are onscreen so it is not really suitable for use when driving.

Getting directions:

1. Tap Directions at bottom of screen

2. Enter starting and ending locations in the Start and End fields. By default, iPhone starts with your current approximate location (if available). Postcodes work well for Start and End Fields.  You can also Tap the “book” icon to select address information from your contacts list.

3. Once your start and end fields are complete, Tap Route

4. A map will shortly appear with distance and approximate timing

5. At the top of the screen icons for public transport and walking can also be tapped and the route will change to reflect options chosen.

6. If you would like detailed Directions rather than a map simply Tap directions and the tap Start (at top of screen)
To reverse a route Tap [image: image50.png]


.

If you don’t see [image: image51.png]


, tap List, then tap Edit.

Settings
[image: image52.png]


 Set up accounts and adjust all iPhone settings in one place. Set your own volume limit for listening comfort. Set your ringtone, wallpaper, screen brightness, and settings for network, phone, mail, web, music, video, photos, and more. Set auto-lock and a pass code for security. 

Wifi connections are set up here, instructions on connecting a wireless device to the University of Bath network can be found on the following webpage http://www.bath.ac.uk/bucs/networking/wireless/index.html. Alternatively your IT supporter can help with this.

VPN connections are also set up through the settings icon, again instructions for this can be found on the Computing Services webpage.  Alternatively your IT supporter can help with this.

Other Useful Apps
These are not recommended applications since everyone will work and interact with apps differently so what suits one iPhone user does not necessarily suit another – hence why there are so many apps available.  However these are some popular apps which other iPhone users have found useful

 Beejive : Instant Messaging application, supports most popular instant messenger clients including the University’s Jabber service.
IM+ Lite : Instant Messaging application, supports most popular instant messenger clients including the University’s Jabber service.

Remember The Milk : Online Task Manager / To Do List
Todo+Cal : Calendaring Application which allows you to view your Oracle Calendar account and book meetings through your phone – it does not allow you to view other peoples calendars or book meetings with them. 
Quickoffice : Allows basic editing of Word and Excel files
Twitterific : Allows you to Tweet on the move and follow other Twitter Feeds such as the BUCS News.

Tweet Deck : Allows you to Tweet on the move and follow other Twitter Feeds such as the BUCS News.

Facebook : Allows access to your Facebook profile and to follow other facebook users and organisations such as University of Bath

Please note that BUCS does not provide support in any specific iphone app.
Using your iPhone in a foreign country

iPhones are quad band and will work in most countries, connection to the local mobile phone network happens automatically and you are subject to fees as specified by your network provider.  
When travelling abroad connection to the internet via 3G, Edge or GPRS is subject to heavily increased charges usually between £3-£6 per GB, therefore when travelling abroad it is useful to switch off data services unless required so that you do not incur a large bill to do this.

1. Tap Settings
2. Tap General

3. Tap Network

4. Slide the switch on data roaming to the Off position.
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