Syncing Your New iPod (or iPad):
1. Start iTunes by clicking the iTunes icon on your desktop. (If you don’t have iTunes on your computer, download it.) You register later and agree to the license agreement and click Continue.

2. Plug in your iPod to your USB port on your Dell’s tower. 

3. You will see bubble boxes in the lower right of your computer telling you that you have new hardware, etc. Eventually one will say your new hardware is ready to use and you will see a little ipod icon appear on the left of your iTunes window.

4. You will be prompted to name your iPod. (If your iPod already has a name, you will not be prompted to rename, but if you want to, you can double click the name and rename it.)
5. Click your little ipod icon on the left of iTunes window and then click the Music tab on your iTunes window. Put a check in sync music.

6. Click the Sync button on the lower right to Sync to G Drive. It will default to you’re G drive/user’s Music folder. (iTunes has a couple of default songs already in iTunes, so those two songs will quickly sync to your iPod.) It will say Sync Complete at the top of the iTunes window.
7. Close iTunes.

8. Cut iTunes folder from G/user’s music and paste in: (For XP computer: C/Documents and Settings/All Users/Shared Music for windows 7: C:/)
9. Start iTunes.

10. Choose Edit/Preferences/Advanced to change location of sync folder to the new location. Be sure to click Change. . .and browse to C/Documents and Settings/All Users/Shared Music/iTunes (or C:/itunes on windows 7). Save.
11. Close iTunes.

12. Hold down the shift key while starting iTunes, and it will let you select this new location of the library as the default. Choose change location of library then browse to C/Documents and Settings/All Users/iTunes (or C: iTunes on windows 7)and click the library file in that folder.
13. To rip a CD: put a CD in your Dell while iTunes is open. A window will appear that asks if you want to copy the CD to your library. Click Yes.

14. Watch it go. After a song is copied, a green check will appear beside it. If it is playing while copying, you can click the stop button on the upper left of window and/or turn off your speakers.

15. When it is finished copying songs, you can click the Music link on the upper left of iTunes window. You will see all of the songs you’ve copied into your music library. 
16. Repeat this process with additional CD’s. 

17. When you click the Music link on the left of the iTunes window. You will see all of your music.

18. Create Playlists for your different types of music by clicking File/New Playlist. Name the playlist, example: Colors. Create as many playlists as you like for different types of songs you are copying into iTunes, more examples: Numbers, Shapes, Verbs, etc.

19. Click, hold and drag songs into your new playlist folder. You can shift click or control click to select multiple songs at once. When you drag songs into a playlist, they will also remain in the Music List.

20. Once you have organized your Playlists, click your iPod icon on the left of the iTunes window and then click the Sync button on the lower right.

21. Whala! All songs are synced to your iPod. Use your iPod menu to scroll to Playlists, and all of your songs are organized.

22. When you are finished, click the eject icon on the lower right of iTunes window to safely eject your iPod.

23. You should be able to plug in your iPod and/or other teacher’s iPods to your Dell and sync them, so one teacher can copy all CDs and set up Playlists and she can sync all other teachers’ iPods. (
24. I suggest copying your entire iTunes folder to a pin drive for backup in case your computer has to be ghosted. You could do this periodically just to have the library and playlist saved in another location.

