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Disclaimer: This document may be printed, downloaded, or shared. However, a printed or saved job aid may
not be accurate as updates are made to online documents. Please be aware of the date this document was
last updated (noted above).

This job aid covers some of the basics when using a Chromebook.
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Overview

A Chromebook is similar to other laptops but they run on Chromebook OS.

Chromebook OS is similar to an android device and it uses a ResponsiveEd student Google credentials.
Chromebook provides easy access to all of the Google Apps like Docs, Sheets, Slides and Chrome that
are needed to support education.

Touchpad

e The touch pad functions similar to a mouse pad on a laptop. Move a finger across the pad to move the
pointer.
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e To click or select an item, press or tap the lower part of the touchpad.

e To right click, press or tap with two fingers.

o Pressing Alt and clicking with one finger also right clicks.

e To scroll up or down, use two fingers and move them vertically on the touchpad. To scroll left or right, use
two fingers and move them horizontally on the touchpad.
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e To zoom in or out on the screen, use two fingers in a pinching motion on the touchpad.

Keyboard Shortcuts

e Keyboard shortcuts are helpful to increase efficiency. Listed below are several shortcuts that can be useful
daily.

Ctrl + Alt + ? opens a keyboard shortcut cheat sheet at any time.
Ctrl + Shift + L locks the Chromebook’s screen.

Alt + [ will dock the selected window to the left side of the screen.
Alt + ] will dock the selected window to the right side of the screen.
Alt + Search will turn the Search Key into a Caps Lock key.
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Ctrl + C will copy a highlighted section of text.
Ctrl + V will paste the highlighted section of text.
Ctrl + Switcher window key (button above the 6) will take a screenshot of the entire screen.
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Utilizing the Shelf

e Shelf acts in place of the Windows Taskbar or Mac Dock. The Shelf shows what apps are currently running
and which ones are pinned for quick access. It is accessible at the bottom of the screen.

e Access to frequent apps can be pinned to the Shelf.
e To the far left is the Launcher button which opens a search bar that searches the chromebook.
e To the far right is access to the notification window.

Pin apps to the Shelf

e Pinning apps to the shelf is useful for quick access to apps and websites frequently used.
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To pin an app that is open

e Locate the app on the Shelf and right click.

[+ New window v

ebsi ® Close

h bar

[J Removefrom Chrome..

@ Appinfo

To search for an app and pin it

e Select the Launcher to the far left on the Shelf and use the search bar to find the app.
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G Search your device, apps, web...

B Files & Buzz = Google Classroom
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e Once the app is found, right click and select Pin to Shelf.

G sheets

™M Newtab ’

Sheets | 2 Pintoshelf |

[0 Removefrom Chrome..

Q, sheets ® Appinfo
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To add a frequented website as a shortcut to the Shelf

Use Google Chrome to navigate to the website.

Select the three dots (More Options) to the top right of the window. Select More Tools towards the bottom

of the menu and then select Create Shortcut.

or W

er you unt you will be able
on. Click here to create an account.

Save page as...

Create shortcut...

Clear browsing data Ctri+5hift+Backspace
Extensions
Task manager Search+Esc

Take screenshot

Developer tools Ctrl+Shift+l

Name the shortcut and check the Open as window box.

Q0
Mew tab Ctr+T
Mew window Cir+N
New incognito window Ctrl+Shift+N
History »
Downloads Cir+J
Bookmarks 3
Zoom - 100% + i
Print... Ctrl+P
Cast
Find Ctrl+F
'
Edit Cut Copy Paste
Settings
Help »

Click create.

Create shortcut?

Genius|

| B Openaswindow |
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Files

e Files functions similar to Documents on Windows computers. It is a central location for all the files stored
on your Chromebook. Files also provides access to your Google Drive.

Recent @ Read only
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— ° Name ° Size  Type ° Date modified 8
Audio =] .gdoc - Google document Today 7:42 PM
m Images : png 154KB  PNG image Today 7:42 PM
Wl videos :_ png 154KB  PNG image Today 7:38 PM
v I Myfiles 8 .gdoc -~  Google document Today 7:36 PM
& Downloads o 8 .gdoc - Google document Today 7:05 PM
> B+ Playfiles =] gdoc -  Google document Today 7:05 PM
v & Google Drive ° ] png 68KB  PNG image Today 5:02 PM
> BB My Drive ” -Png 9KB  PNGimage Today 4:38 PM
> B Shared drives - png 1TKB  PNG image Today 4:37 PM
2% Shared with me png T1KB PNG image Today 4:35 PM
K offline png 13KB  PNG image Today 4:34 PM
= png 554KB  PNG image Today 4:32 PM
e png 649KB PNG image Today 4:27 PM
% png 649 KB  PNG image Today 4:26 PM
P 14KB  PNG image Today 4:18 PM

e Features in Files consist of

1.
2.
3.
4.
5.
6.
7.
8.
9.

Recent - Displays recently accessed files.

Downloads - Folder that saves recent downloads.

Google Drive - Access to the Google Drive of the Google account signed in on the Chromebook.
File Name - Name of the file saved or downloaded.

File Type - List the type of filed in the folder..

Search - Searches all Files.

File View - Switches the display from Thumbnail view to List view.

Sort - Sorts the folder by name, size, type and last date modified.

More Options - provides access to settings and other options.
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Saving to your Drive

Within Files, access Google Drive and save and sort files without having to open Google Drive directly.

To add a file to a Drive from Files

o Select the file.

v #% Google Drive
v B My Drive
> [ Classroom
B Meeting Minutes
> [ Personal
I Screencasify
B8 TechSmith
> @ Training

> B Shared drives

Chromebook Tips.g%

Note: To select multiple files at once, hold Shift on the keyboard while selecting files.

o Drag and drop the file to the preferred Drive folder.

v % Google Drive
~v BB My Drive
> [ Classroom
B Meeting Minutes
> [ Personal
B Screencastify
B TechSmith
v [ Training h

B Google

For a more indepth look at Google Drive, review the Google Drive: Overview Job Aid.



https://sites.google.com/responsiveedtx.com/responsiveed-service-desk/student-resources/google-job-aids-for-students/drive-overview-students
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