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2018 Chromebook 101: Tips, Tricks, & Shortcuts 
     Below you will find answers to the most frequently asked question about Chromebooks.  As with any device, if the 
machine is not functioning as it should, the first step is to go to the lower right corner, click in the icon tray box, then click 
Shut Down.  Wait a few moments, then turn the computer back on.  Issues can also arise if a student has too many tabs 
open—Chromebooks do not have as much memory and disk space as the MacBooks.  In addition, running a lot of Flash 
content such as videos and animations will also drain the battery much quicker than other activities. 

Accessibility Tools 
The Chrome OS offers a wide variety of options to help people with vision, 
auditory, and other challenges.  To explore the features available to assist users, 
click on the lower right icon tray and select the Gear to open Settings.  Scroll 
down and click on Advanced, then scroll to Manage Accessibility Features.  Some 
selections offer multiple options so you can customize to suit individual needs.  
You can add Accessibility to the pop up system menu for easier access. 
TIP! 
If a Chromebook display looks odd, check to see if an Accessibility feature has 
been turned on by accident.  If you see a stick figure in the icon tray, that 
indicates something is turned on.  Just click the feature to uncheck & turn off. 

Working with Photos 
You can take screen shots (Control+☐|| or Shift+ Control+☐|| 
then click and drag), capture images with the built in camera, as 
well as save emailed photos to your Drive.  Look in Files to find 
pictures.  When you open a picture in Files, you can edit the image 
by clicking on the pencil icon in the toolbar above the picture. 

Display Orientation 
Display askew?  Fix it after 
signing into the machine by 
pressing Shift + Control + 
Refresh to rotate by ¼ turns. 

Lock Screen Mode 
Keep your work safe when CB 
is unattended by pressing  
+ L to lock screen.  Enter 
password to cancel or Sign Out. 

Discover Keyboard Shortcuts 
Press Control + Alt + ? to open a pop 
up window of all available shortcuts. 
Quickly Find Apps & Files 
Press   to see links to all content. 

Keyboard Selection 
Keys typing wrong letters? 
If US does not appear in the 
lower right icon tray, click 
on the tray and in selection 
area reset to US keyboard. 

  

Changing Language Selection on Chromebook and in Schoology 
If words on a CB are not in English, there are two places to check.  Default language can be changed on a CB under Settings – 
Advanced – Languages and Input.  In Schoology, language is listed and can be changed in the bottom toolbar on any page.                      


