




IPhone Buttons Functionality and Location: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Sleep/Wake Button: 
When you’re not using iPhone but you still want to receive calls and text messages, you can lock 
it. All UCOP iPhone require by default and security code be enabled for security purposes, in 
case of theft or loss. 

 
Turn iPhone on:   

Press and hold the Sleep/Wake button 
until the Apple logo appears.  

 
Lock iPhone:   

Press the Sleep/Wake button. 
 
Unlock iPhone:   

Press the Home or Sleep/Wake button, and then drag the slider.  

 

 
Turn iPhone completely off:    

Press and hold the Sleep/Wake button for a few seconds until the red slider appears, then drag 
the slider.   When iPhone is off, incoming calls go straight to voicemail.  



Adjust the volume: 
Use the buttons on the side of iPhone.  
 

 
 
 

Ring/Silent Switch: 
Flip the Ring/Silent switch to change 

between ring  and silent  modes. 
 

Ring Mode Behavior: 
When set to ring mode, iPhone plays all sounds. When set to silent mode, iPhone doesn’t ring or play 
alerts and other sound effects. You can silence a call by pressing the Sleep/ Wake button or one of the 
volume buttons once. Press a second time to send the call to voicemail. 
 
Note: When you get a call, iPhone vibrates whether it’s set to 
ring mode, or in silent mode. 
 
 
 

 
Sounds and the Ring/Silent Switch 

 
Switch between ring &silent modes:  

Flip the Ring/Silent switch on the side of iPhone. When set to silent, iPhone doesn’t play any 
ring, alert, or effects sounds. It does however, play alarms set using Clock.  

Set whether iPhone vibrates when you get a call:   

Choose Sounds to set whether iPhone vibrates in silent mode; turn Vibrate under Silent on/off.  

 

Set whether iPhone vibrates in ring mode:   

Turn Vibrate under Ring on or off.  

 

Adjust the ringer and alerts volume:  
Choose Sounds and drag the slider. Or, if no song or video is playing and you aren’t on a call, use 
the volume buttons on the side of iPhone.  

 
 

 
 
 





 

Create an iTunes App Store account without a credit card 

This documents how to setup an iTunes account without entering a credit card to be associated and possibly charged 
when media is downloaded.  This type of account is good for the user whom will probably not be downloading a lot 
of iTunes applications and\or media, or if the end user is not comfortable in providing a credit card when creating 
their iTunes account. 

Step 1) Open the App Store  on your iPhone, scroll down to the bottom of the page. 

 Select the button to "Sign In". 

 

 

Note: If you open App Store and scroll down to bottom of the page and see 
a button at the bottom of the page with your iTunes username.  You 
already have an iTunes account setup, however it probably has a credit card 
associated with that account.  This process is showing how to setup an 
iTunes account without using a credit card. 

 

 

 

Step 2) Pick your country from the pop-up menu at the bottom of the iTunes 
Store homepage. Select Next.  

 

 

 

 

 

 

Step 4) Important: Before proceeding to the next step, you must start the downloading process of a free application 
by clicking "Free" button, and then select "Install".  

 

 

 

 

 

 

 

 

 

 



 
Step 5) Click "Create New Account".  

 

 

 

 

 

Step 6) You will need to read and agree to the iTunes terms and conditions, scroll all the way down and then select 
Agree. You will be prompted once again with a smaller dialog box confirming you have read the iTunes Storage Terms 
& Conditions, select Agree. 

 

 

 

 

 

Step 7a) You will be prompted once again with a dialog 
box confirming you have read the iTunes Storage Terms & 

Conditions select Agree. 

 

 

 

 

Step 8) Enter your email address, create your password, continue to create and answer your security question, and 
then enter your birthday. You can decide to subscribe to the iTunes news, special offers, etc.  To not subscribe, slide 
the slider to the left so Off is visible. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Step 9) Select None as the payment option, then select Done. Continue to fill out the required name, address and 
phone number fields, then select Next once completed. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Note: If in Step #9 you do not have the choice of "None" for the credit card field, then you did not start the process 
of downloading a free application and then create new user account, as described in steps 

 

Step 11) Then, you see a screen that says 'Verify your Account'. Click Done and then check your email for a 
verification email from iTunes Store.  Open the email and click on the link enclosed in the email to activate your 
account.  

 

 

 

 

 

 

 

Step 12) Once you click on the link, iTunes should then prompt you to sign in with your account name and password.  
You'll then see the below "Congratulations" screen. Click Done to be taken to the App Store home page.  

 
 



How to create an iTunes Store account 

Step 1) From the home screen, select Settings,     then scroll all the way down to Store.  (Note: you can also 
access from inside the App Store or iTunes Store tap Sign In at the bottom of the page). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2) When the prompt appears, tap Create New Account.  

 

 

 

 

 

 

 

Step 3) Select the country in which you reside. Tap Done to confirm your selection, then tap Next to proceed to the 
next screen.  

 

 

 

 

 

 

 

 

 



 

Step 4) You'll need to read and agree to the iTunes terms and conditions, scroll down and select Agree.  

 

 

 

     

 

 

 

 

Step 5) You will be prompted once again with a dialog box confirming you 
have read the iTunes Storage Terms & Conditions select Agree. 

 
 

Tip: If you are trying to create an account using your MobileMe email address, you will receive a prompt telling you 
that your email address is already an Apple ID. Simply tap Continue, then tap Use Existing Account on the following 
screen.  

 
Step 6) Next, you'll be required to enter your billing information. Enter your email address, create your password, 
continue to create and answer your security question, and then enter your birthday. You can decide to subscribe to 
the iTunes news, special offers, etc.  To not subscribe, slide the slider to the left so Off is visible. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 7) To change the default card type, tap the Credit Card field. Select your card type (Visa, MasterCard, etc) and 
tap Done. You will not be charged until you make a purchase. Once you've filled out all the fields for your billing 
information, tap Next to complete your account creation.  

 

 

 

Step 8) On the next screen, it says 'Verify your Account'. Click Done and then check your email for a verification 
email from iTunes Store.  Open the email and click on the link enclosed in the email to activate your account.  

 

 

 

 

 

 

 

 

 

Step 9) Once you click on the link, iTunes should then prompt you to sign in with your account name and password.  
You'll then see the below "Congratulations" screen. Click Done to be taken to the App Store home page.  

 

 
 





Opening an attachment:   
Select the attachment. It downloads to iPhone and then opens. 
 

 
You can view attachments in portrait or landscape orientation. If the 
format of an attached file isn’t supported by iPhone, you can see the 
name of the file but you can’t open it.  iPhone supports the following 
document types:  (doc, docx, pdf, ppt pptx, xls, xlsx, rtf, txt, vcf, html, 
etc) 

 
 

 
 
Save an attached photo to your Camera Roll Saved Photos album:   

Select the photo, and then Select Save Image. If the photo hasn’t been downloaded yet, Select the download 
notice first. 

 
Save an attached video to your Camera Roll Saved Photos album:   

Touch and hold the attachment, then Select Save Video. If the video hasn’t been downloaded yet, Select the 
download notice first. 

 
See all the recipients of a message:  

Select Details. 
Select a name or email address to see the recipient’s contact information. Then Select a phone number, email 
address, or text message to contact the person. Select Hide to hide the recipients.  

 
Add an email recipient to your contacts list:  

Select the message and, if necessary, Select Details to see the recipients. Then Select a name or email address 
and Select “Create New Contact” or “Add to Existing Contact.” 

 
Mark a message as unread:  

Open the message and Select “Mark as Unread.” 
A blue dot  appears next to the message in the mailbox list until you open it again. 

 
Open a meeting invitation:  Select the invitation or the “>” to the right of the invitation. 
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Troubleshooting the iPhone: 

 
If something isn’t working right and\or an application seems to have stopped responding or be 
locked and no response from pressing the home button, the first step is to force quit the 
application, or if that does not seem to remedy the issue, you may want to reboot the iPhone. 
Also the last troubleshooting step that can help resolve a majority of the iPhone mishaps is to 
reset the Phone. 

 

 

Restarting iPhone:  
Press and hold the Sleep/Wake button until the red 
slider appears. Slide your finger across the slider to turn 
off iPhone.  

 

Powering On iPhone:  

Press and hold the Sleep/Wake until the Apple logo appears. 
If you can’t turn off iPhone or if the problem continues, you may need to reset. A reset should 
be done only if turning iPhone off and on doesn’t resolve the problem. 

 

Force quit an application:  
Press and hold the Sleep/Wake button on top of iPhone for a few seconds until a red slider 
appears, and then press and hold the Home button until the application quits. 

 

 

 

 

 

Reset iPhone:  
Press and hold the Sleep/Wake button and the Home button at the same time for at least ten 
seconds, until the Apple logo appears. 
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