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iTunes and iPods 

 Introduction to AppleΩs iTunes software 
 
 
 
 
 
 

Overview 
 
iTunes is a digital media player and organization application used to manage and sync the contents of 
the popular iPod portable media players. This workshop will focus on understanding the basic functions 
required to play, organize, manage and sync material on both the iTunes software, and the iPod 
portable device. 
 

 
Objectives 
 

 Understand and use iTunes to organize audio and video files 
 

 Understand the concept of metadata ID3 tags 
 

 Understand and use iTunes to sync music to an iPod portable device. 
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1 What is iTunes? 
 
iTunes is a digital media player and organizer developed by Apple. Much like MicrosoftΩs Windows 
Media Player, the iTunes software can play and sort audio and video files in different arrangements and 
playlists. Additionally, iTunes can connect to and manage the Apple iPod, a popular portable digital 
media player. The Apple iTunes Store can also be access through the iTunes interface. This type of 
software is sometimes referred to as a jukebox. 
 

Why is iTunes so popular? 
 
There are many software packages which can catalog ŀƴŘ Ǉƭŀȅ ƳǳƭǘƛƳŜŘƛŀ ŦƛƭŜǎΣ ōǳǘ !ǇǇƭŜΩǎ ƛ¢ǳƴŜǎ Ƙŀǎ 
become increasingly popular for several reasons: 
 

 iTunes is freely available to users on Mac or PC computers. 
 

 iTunes is required to interface with the popular iPod media player. 
 

 A more personal reason is ǘƘŀǘ 9¢{¦ ƛǎ ŀƴ άƛ¢ǳƴŜǎ ¦ƴƛǾŜǊǎƛǘȅέ ǿƘƛŎƘ ƳŜŀƴǎ ǘƘŀǘ 9¢{¦ ǳǎŜǎ 
Apple software and servers to create and upload university podcasǘǎΦ ²ƘƛƭŜ ǎŜǾŜǊŀƭ άǇƻŘ 
ŎŀǘŎƘƛƴƎέ software exists, iTunes is required to access ETSU podcasts. 

 

What is iTunes not? 
 

 iTunes is not just for podcasts 
 

 iTunes is not just for Macs 
 

 iTunes is not just for iPods 
 

2 iTunes File Types 
 

iTunes is designed to organize and play audio and video files. Here are some of the most 

common file types that iTunes understands.  

Audio 
 
Audio files are one of the most common forms of media available, due to their smaller size and the ease 
in which they are created. iTunes can play: 
 

 MP3 ς the most common type of audio compression.  
 

 AAC ς !ǇǇƭŜΩǎ ƻǿƴ ŦƻǊƳŀǘΦ ƛ¢ǳƴŜǎ Ŏŀƴ ŎƻƴǾŜǊǘ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ŀǳŘƛƻ ǘȅǇŜǎ ǘƻ ǘƘƛǎ ŦƻǊƳŀǘ. 
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 M4A ς A new format developed by Apple which is an audio file with the ability to display 
sequenced images, like slides, at various intervals. 

 

Video 
 
iTunes can also play a limited number of video formats, generally those created by Apple such as: 
 

 MOV ς the original Apple video compression, still widely used. 
 

 MP4 ς a newer video compression used heavily by Apple. 
 

3 Podcasts 
 
A common misconception is that Podcasts are a certain type of file, or a certain file extension. It truth, 
any multimedia file could be considered a podcast. The different is that they are episodic in nature, and 
are subscribed to by the user using RSS feeds. Similar to the difference between a magazine and a book 
ς both are printed words but are received differently, and usually with a different purpose. iTunes is a 
άǇƻŘ ŎŀǘŎƘŜǊΣέ ƻǊ ŀ ǎƻŦǘǿŀǊŜ ǿƘƛŎƘ Ŏŀƴ ǎǳōǎŎǊƛōŜ ǘƻΣ ŎƘŜŎƪ ŦƻǊ ŀƴŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘƻǿƴƭƻŀŘ ƴŜǿ 
episodes of a podcast. 
 

4 Tags 
 
Audio and video files function similarly to other files you are familiar with, such as a word document. 
They have a file naƳŜ ŀƴŘ ŀƴ ŜȄǘŜƴǎƛƻƴΣ ǎǳŎƘ ŀǎ ά9ƭǾƛǎ tǊŜǎƭŜȅ ς IƻǳƴŘ 5ƻƎΦƳǇоέ IƻǿŜǾŜǊΣ ŀǎ ŀǳŘƛƻ 
and video files became more popular, extra information about the file was wanted. This extra 
information was specific to the music and movie industry and included things like title, author, album, 
genre, release year, and even album cover art. This was too much information to include in the 
filename, but the information could be stored in metadata, or small chunks of code added to the file. 
The commonly accepted tag of metadata fƻǊ ŀǳŘƛƻ ŀƴŘ ǾƛŘŜƻ ŦƛƭŜǎ ƛǎ ƪƴƻǿƴ ŀǎ άL5оέ 
 
ID3 Tags can be edited in a number of ways, including editing them through iTunes. Many audio files can 
even be retrieved automatically via the internet, but to do this with iTunes an Apple iTunes Store 
membership is required. 
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5 iTunes Interface 
 

  
6 Adding files and creating playlists 
 

Adding files to the Library 
 
There are several ways to add files to the library. The easiest way is to locate the files in a Windows 
browser, select them, and drag and drop them onto the library content area.  
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 You can also import by going to File > Add File to library (or Add Folder to library). If you are new to 
iTunes, you can also select Advanced > Consolidate library which will search for media files and move 
them to your My Music folder. Be careful when using this option as it will re-organize your files and it is 
not undoable. Finally, you can import music from audio CDs. 
 

LƳǇƻǊǘƛƴƎ /5Ω{ 
 
To import, or rip, music from a CD, insert the CD into the computer and open iTunes. (iTunes may open 
automatically depending on preferences you have chosen.) iTunes will detect the audio CD and ask if 
you would like to import it. 

 
The songs that are imported may not have 
their metadata ID3 tags included, and will have 
ǘƛǘƭŜǎ ƭƛƪŜ ά¢ǊŀŎƪ лмΣ ¢ǊŀŎƪ лнέ ŀƴŘ ǎƻ ƻƴΦ ¸ƻǳ 
will have to edit these tags yourself by right-
ŎƭƛŎƪƛƴƎ ŀƴŘ ŎƘƻƻǎƛƴƎ άDŜǘ LƴŦƻΣέ ƻǊ ōȅ 
accessing the internet and letting iTunes do it 
for you. This is achieved by choosing Advanced 
> Get CD Track Names. 
 
 
 
 
 

 

Creating playlists 
 
While you can easily sort music by title, artists, album or genre, you may want to 
create new groups of songs. Playlists are simple user-made lists of songs ready for 
playing. 
 
To create a new playlist, select the New Playlist button in the bottom left of the 
screen. Type in a new name for the playlist. To add songs to the playlist, select the 
Music option from the library at the top left to view your music. Drag and drop 
songs from the library to the playlist you want. Doing this will not remove the file 
from the library. 
 
To view a playlist, click on it. You can rearrange songs by dragging and dropping. 
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7 iTunes Organization and Preferences 
 

Where are my files 
 
One key aspect to keep in mind is that iTunes is only organizing files that exist somewhere on your hard 
drive. Seeing the files organized by artist or genre in the iTunes library is not changing the location of the 
file on your computer ς unless you tell iTunes to do so. 
 
iTunes gives you the option to organize your own files how and where you wish on your computer, or it 
will do it for you. This option can be found under Edit > Preference > Advanced. If you select either (or 
ōƻǘƘύ ǘƘŜ άYŜŜǇ ƛ¢ǳƴŜǎ aǳǎƛŎ ŦƻƭŘŜǊ ƻǊƎŀƴƛȊŜŘέ ƻǊ ά/ƻǇȅ ŦƛƭŜǎ ǘƻ ƛ¢ǳƴŜǎ aǳǎƛŎ ŦƻƭŘŜǊ ǿƘŜƴ ŀŘŘƛƴƎ ǘƻ 
ƭƛōǊŀǊȅέ ƻǇǘƛƻƴǎ, then iTunes will begin copying and organizing the actual files on the hard drive for you. 
 
Whether this is wanted is completely up to the user, but it is something to be aware of. If one of these 
options is turned on, it is easy to end up with duplicate files in several different places, or to delete a file 
entirely when you thought it was only being deleted from the iTunes library. 
 
You can always find exactly where a given file is on your hard drive by right-clicking that files and 
selecting Show in Windows Explorer. 
 

 
In the Advanced window, it allows the user 
to change many options including where 
iTunes will organize files. The default (for 
Windows machines) is set to My Music 
folder. 
 
 
¢ƘŜ άŎƻƴǎƻƭƛŘŀǘŜ ƭƛōǊŀǊȅέ ƻǇǘƛƻƴ ǿƛƭƭ ǎŜŀǊŎƘ 
the computer for media files and allow 
iTunes to organize them. This operation is 
not undoable. 
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There are many other options available both through the top menu selections and the Edit > 
Preferences tabs. Many of these affect the way the iTunes interface appears. While most are self-
explanatory, take some time to familiarize yourself with what options are available. 
 

8 What is an iPod 
 

 

An iPod is a portable media player produced by Apple. There are 
several variations such as the iPod Nano or the iPod Shuffle, and 
these differ in size, storage capacity, and video capabilities. There 
are many different brands of portable media players developed by 
other companies which often are mistakenly identified as an iPod. 
However, in this case an iPod is the trademarked name for their 
specific line of players. 
 
iPods can also be used as jump drives to store files than cannot be 
played on the iPod. 
 
 
 
 
 
 

 
 

Syncing and Charging an iPod 
 
To add music or files to an iPod, it is connected to a computer with an included USB cable. Once the iPod 
is connected, it charges the battery until full. 
 
Syncing or transferring files is handled through the iTunes software. iTunes will probably start 
automatically once the iPod is connected, depending on your preferences. Once connected, the iPod will 
show up on the left hand menu bar. Click on it to manage the sync. 
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An important item to keep in mind is that each 
iPod can only sync to one computer at a time, like a 
Palm or Pocket PC. 
 
Under the Summary tab, there are important 
options. One especially important option is the 
Manually manage music and videos option. This 
will determine whether iTunes automatically syncs 
your entire library and all current changes with 
your iPod, or if you select which playlists you wish 
to be transferred.  
 
If you choose to manually manage, what items are 
synced can be access from the top tabs. 
 
 
Other information is available on the summary screen such as the space left on the iPod, and what type 
of files is taking up the most space. 
 
Syncing is automatic when the iPod is connected, and can be restarted anytime by selecting the Sync 
button in the bottom right corner. 
 
Once completed, you can eject your iPod by right-clicking it in the left menu option and selecting eject. 
Do not remove you iPod if the iPod sŎǊŜŜƴǎ ǎŀȅǎ ά5ƻ bƻǘ 5ƛǎŎƻƴƴŜŎǘέ 
 

iPod Interface 
 
The iPod (classic) interface is unique in the way the user moves 
around the screen. The interface is very minimal, with most items 
controlled from the click-ǿƘŜŜƭΦ ¢ƻ άǎŎǊƻƭƭέ ǘƘǊƻǳƎƘ ŘƛŦŦŜǊŜƴǘ 
options, the user gentle moves their thumb in a clockwise or 
counter-clockwise rotation around the circle. To submit a selection, 
the center button is pressed. 
 
Menu is used to revert to the last menu, and can continually be 
ǇǊŜǎǎŜŘ ǘƻ άǎǘŜǇ ōŀŎƪǿŀǊŘǎέ ǘƻ ǘƘŜ ƘƻƳŜ ƳŜƴu. 
 
Skip forward and backward acts like a CD player and will skip to the next song in the list, or the 
beginning of the song being played. If the back-skip is selected twice repeatedly, it will jump back to the 
previous song. 
 
The iPod will power down on its own accord if it is not used. However, to power the iPod down 
manually, click and hold the Play button until the screen goes blank. 
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Finally, be aware of the Hold option located on the top. With the hold option selected, no functions on 
the click-wheel will work. This is to keep you from selecting and playing songs while the iPod is in a 
pocket or bag. 
 

9 iTunes and iPods Resources 
 
Tutorials 
Apple has produced several high-quality video tutorials on different aspects of iTunes and iPods. These 
materials can be accessed here: http://www.apple.com/itunes/tutorials/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.apple.com/itunes/tutorials/

