
Chromebook Cheat Sheet

Use this guide to get started with your new Chromebook. For help after that, visit google.com/support/chromeos.

Logging in for the first time

● Press the power button on the top right side of the keyboard
● Follow the prompts to select a WiFi network, Language Settings, and Terms of Service.
● Enter your username (the rest of your email address will already be filled-out).
● Select an account picture. You can take a picture with the Chromebook’s webcam, choose from a variety of

icons, or use your profile picture that you created already for your Google account.
● After successfully signing in, you will have an opportunity to go through a brief tutorial.
● You will notice that any bookmarks, preferences, themes, apps, etc... that you have installed and synchronized

on another computer will show up on your Chromebook after logging in.

Access Apps and Add Apps from the Chrome Web Store

You can add more apps from the Chrome Web Store. Here you’ll find apps for doing pretty much anything you’re used
to doing from a traditional computer—editing graphics, playing music, managing projects, and much more. Many apps
are free.

● Click the icon on the bottom left corner of the screen to access your apps. Or, press the search key

( ) to launch your apps.

● To get more apps, Browse the Chrome Web Store. Click the icon from your apps list to go to the store.
Browse or search for apps by category. Install an app to add it to your New Tab page.

● You can ‘pin’ apps to the launcher ( ) by right-clicking on an app’s icon and selecting ‘pin to
launcher’. The default apps shown above, from left to right, are Chrome Web Page, Google Search, Mail, and
Apps.

Several Chrome apps integrate with Google Drive. This means that work done with these apps can be saved directly
into Google Drive and viewed, shared, and edited just like a Google Doc. Click here or go to tinyurl.com/driveapps to
see a full list of Google Drive Web Apps.

Understand the File Manager

Your Chromebook has a File Manager for temporarily storing files you download from the web. In addition, when you
connect an external device to your Chromebook such as a USB storage device or SD card, you can browse the
device’s files in the File Manager.

Open your File Manager:  You can open the app by clicking the apps list button in the launcher, then clicking

the Files icon ( ).

Use the left panel to browse your various file collections.
● Downloads: See all the files you've saved on your Chrome device.
● Google Drive: See all the files you've saved to the web. Google Drive allows you to access your files online

and offline, from any device.
● External storage device: If you're connected to an external storage device, the device name will show up on

the left. Click it to see the files on the external storage device.
● Compressed files: If you've opened a compressed file, see all the files in the folder.

http://google.com/support/chromeos
https://chrome.google.com/webstore/category/collection/drive_apps
http://support.google.com/chromeos/bin/answer.py?answer=1700055


Taking Screenshots

When working with Google Docs, it’s often helpful to take screenshots and incorporate images in your documents.

● To take a screenshot, press CTRL + .
● Your screenshot will automatically be saved to your File Manager (see previous section).
● To crop/edit the screenshot, navigate to your File Manager, click on the file to open it, and then click the edit

icon ( ). Several editing options are available as shown in the image below (the crop icon is second from
the left):

Keyboard Shortcuts

Keyboard shortcuts are combinations of keyboard strokes and clicks that you can use to perform specific actions.
Knowing some of the shortcuts listed below can help save you time. Additionally, many of the shortcuts you are familiar
with on a PC or Mac are also available on a Chromebook. Examples include copy (CTRL + C),
Paste (CTRL + V), and Save (CTRL + S).

You can also press Ctrl+Alt+? whenever you're signed in on your Chrome device to see a map of these shortcuts
directly on the screen.

Below are a list of essential shortcuts. For a more complete list, click here or go to tinyurl.com/chromesc.

Page up Press Alt and the up arrow

Page down Press Alt and the down arrow

Home Press Ctrl+Alt, and the up arrow

End Press Ctrl+Alt, and the down arrow

Toggle the bookmark bar Ctrl+Shift+B

Search your current webpage Ctrl+F

Open a new tab Ctrl+T

Open a new window Ctrl+N

Open the link you clicked in a new background tab Press Alt and click a link

Switch to your next tab Ctrl+Tab

Switch to your next window Alt+Tab

Sign out of your Google Account Ctrl+Shift+Q

Close your current tab Ctrl+W

Toggle Caps Lock
Alt + ‘search key’ ( )

Printing

You can print from your Chromebook at school in the library. Students can print before and after school.

http://support.google.com/chromeos/bin/answer.py?hl=en&answer=183101

