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Quickly search for settings with the search bar.
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contact your Chromebook manufacturer.

hard reset.
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[bookmark: _c3ruyv916h0z]Organized by Topic
[bookmark: _6ld238xq58nk]Devices
Laptop: A portable computer that you can carry with you. It has a keyboard, screen, and battery, so you can use it without plugging it in. Example: Use a laptop to browse the internet or work on documents from anywhere.
Tablet: A small, flat device with a touchscreen, bigger than a phone but smaller than a laptop. You can use it to browse the internet, watch videos, or read books. Example: An iPad is a popular type of tablet.
Chromebook: A lightweight laptop that uses Google’s system and mostly works when connected to the internet. Example: You might use a Chromebook to practice typing or work on Google Docs.
iPad: A touchscreen tablet made by Apple. You can tap on the screen to open apps, watch videos, or take photos. Example: Use the iPad’s camera to take a photo or its browser to visit a website.
Mouse: A small handheld device used to move a pointer on the screen and click to select things. Example: Use the mouse to click on a button to open an email.
Touchpad: A flat surface on a laptop that you can touch with your fingers to move the pointer and click. Example: Drag your finger on the touchpad to scroll down a webpage.
[bookmark: _1htr0fgvnbog]Using Devices
App (Application): A program on your device that helps you do specific tasks, like taking photos, playing music, or browsing the web. Example: Chrome is an app you can use to browse the internet and access information.
File: A saved piece of work or media, like a document, photo, or video. Example: A Google Document or a family photo saved on your device is a file.
Folder: A digital space where you can organize files. Example: Create a folder called “Family Photos” to save all your pictures in one place.
Click: Pressing a button on a mouse or tapping on a screen to select something. Example: Click on the “Send” button to email someone.
Tap: Gently touching a screen to select or open something. Example: Tap on the YouTube app to watch a video.
Scroll: Moving up, down, or sideways on a screen to see more content. Example: Use your finger to scroll through your Facebook feed.
Download: To save something from the internet to your device. Example: You can download a photo from an email to your phone.
Upload: To send a file from your device to the internet. Example: Upload a picture to your Facebook account.
[bookmark: _uk98qlqs3evv]Internet Basics
Internet: A global network of computers and devices that allows you to access information, watch videos, and communicate with others. Example: When you use Google to search for something, you're using the internet.
Wi-Fi: A wireless network that lets you connect to the internet. Example: If you're at home, you might connect your device to your home Wi-Fi to browse the web.
Website: A place on the internet where you can find specific information or services. Example: Facebook is a website where you can connect with friends.
Web Browser: A program that lets you look at websites. Common browsers include Google Chrome, Safari, or Microsoft Edge. Example: You can use Chrome to visit a website like YouTube or check your email.
Search Engine: A tool that helps you find information on the internet. Example: Google is a search engine. If you type "weather tomorrow," it will show you tomorrow's forecast.
URL (Uniform Resource Locator): The web address that tells your browser where to find a specific website or file on the internet and it usually starts with "http://" or "https://". Example: https://www.google.com takes you to Google’s search engine.
Hyperlink: A clickable element—usually text or an image—that takes you to another website, document, or a different part of the same page when clicked. Hyperlinks often appear as blue, underlined text but can also be buttons or images.
[bookmark: _pcabbqz40516]Email and Communication
Email: A digital way to send messages, documents, or photos to others. Example: To send an email, you need an address like yourname@gmail.com.
Gmail: A free email service provided by Google. Example: Use Gmail to send a message to a friend or share a document with your teacher.
Attachment: A file (like a photo, video, or document) that you send with an email. Example: You can attach a picture of your pet to an email and send it to a friend.
Username: A unique name you create to log into an account. Example: Your username might be janedoe123.
Password: A secret word or combination of letters, numbers, and symbols to keep your accounts secure. Example: A strong password is something like MyDog!2024.
[bookmark: _rngultz0bp6d]Google Apps
Google Apps: A set of free tools provided by Google to help you work, organize, and communicate. You need a Google Account (like Gmail) to access these tools, which can be used on a computer, tablet, or smartphone through the internet.
Google Drive: An online storage space where you can save files like documents, photos, and videos and access them from anywhere without needing a USB drive. Example: Save a resume or a family photo to Google Drive to access it later on any internet-connected device.
Google Docs: An app for creating and editing documents, like a digital notebook or Word processor. Example: Use it to type up a story or make a shopping list.
· Key Features:
· Text Formatting: Bold, italic, or underline text.
· Comments: Add suggestions or notes on the side.
· Sharing: Allow others to view, comment, or edit.
Google Slides: An app to create presentations with text, pictures, and slides. Example: You can use Google Slides to create a slideshow for a family reunion.
· Key Features:
· Slides: Pages of your presentation.
· Text Boxes: Spaces to add words.
· Themes: Pre-designed layouts to make your slides look polished.
Google Sheets: An app for organizing information in rows and columns, like a table. Example: Track your expenses in Google Sheets.
· Key Features:
· Cells: Boxes to type in.
· Rows and Columns: Rows go across; columns go up and down.
· Sorting: Organize information alphabetically or numerically.
[bookmark: _rvwb4495hkoq]Digital Safety and Security
Privacy: Protecting your personal information (like your address, phone number, or password) online. Example: Don’t share your passwords or private details with people you don’t know.
Cybersecurity: Measures you take to stay safe online, like avoiding suspicious links or updating your device regularly. Example: If you get an email that looks strange, don’t click on the link.
[bookmark: _ueyc8b4w5gvj]
[bookmark: _wy8u77glcgeo]Social Media
Social Media: Websites or apps where people share photos, messages, or videos, like Facebook, Instagram, or TikTok. Example: Use Facebook to share updates or connect with family.
Post: A message, photo, or video you share on social media. 
Comment: A reply to a post on social media. 
Like: Clicking a button to show you enjoy someone’s post or photo.
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[bookmark: _ekngutx91kmr]Organized Alphabetically
App (Application): A program on your device that helps you do specific tasks, like taking photos, playing music, or browsing the web. Example: Chrome is an app you can use to browse the internet and access information.
Attachment: A file (like a photo, video, or document) that you send with an email. Example: You can attach a picture of your pet to an email and send it to a friend.
Chromebook: A lightweight laptop that uses Google’s system and mostly works when connected to the internet. Example: You might use a Chromebook to practice typing or work on Google Docs.
Click: Pressing a button on a mouse or tapping on a screen to select something. Example: Click on the “Send” button to email someone.
Cybersecurity: Measures you take to stay safe online, like avoiding suspicious links or updating your device regularly. Example: If you get an email that looks strange, don’t click on the link.
Download: To save something from the internet to your device. Example: You can download a photo from an email to your phone.
Email: A digital way to send messages, documents, or photos to others. Example: To send an email, you need an address like yourname@gmail.com.
File: A saved piece of work or media, like a document, photo, or video. Example: A Google Document or a family photo saved on your device is a file.
Folder: A digital space where you can organize files. Example: Create a folder called “Family Photos” to save all your pictures in one place.
Gmail: A free email service provided by Google. Example: Use Gmail to send a message to a friend or share a document with your teacher.
Google Apps: A set of free tools provided by Google to help you work, organize, and communicate. You need a Google Account (like Gmail) to access these tools, which can be used on a computer, tablet, or smartphone through the internet.
Google Drive: An online storage space where you can save files like documents, photos, and videos and access them from anywhere without needing a USB drive. Example: Save a resume or a family photo to Google Drive to access it later on any internet-connected device.
Google Docs: An app for creating and editing documents, like a digital notebook or Word processor. Example: Use it to type up a story or make a shopping list.
· Key Features:
· Text Formatting: Bold, italic, or underline text.
· Comments: Add suggestions or notes on the side.
· Sharing: Allow others to view, comment, or edit.
Google Sheets: An app for organizing information in rows and columns, like a table. Example: Track your expenses in Google Sheets.
· Key Features:
· Cells: Boxes to type in.
· Rows and Columns: Rows go across; columns go up and down.
· Sorting: Organize information alphabetically or numerically.

Google Slides: An app to create presentations with text, pictures, and slides. Example: You can use Google Slides to create a slideshow for a family reunion.
· Key Features:
· Slides: Pages of your presentation.
· Text Boxes: Spaces to add words.
· Themes: Pre-designed layouts to make your slides look polished.
Hyperlink: A clickable element—usually text or an image—that takes you to another website, document, or a different part of the same page when clicked. Hyperlinks often appear as blue, underlined text but can also be buttons or images.
Internet: A global network of computers and devices that allows you to access information, watch videos, and communicate with others. Example: When you use Google to search for something, you're using the internet.
iPad: A touchscreen tablet made by Apple. You can tap on the screen to open apps, watch videos, or take photos. Example: Use the iPad’s camera to take a photo or its browser to visit a website.
Laptop: A portable computer that you can carry with you. It has a keyboard, screen, and battery, so you can use it without plugging it in. Example: Use a laptop to browse the internet or work on documents from anywhere.
Mouse: A small handheld device used to move a pointer on the screen and click to select things. Example: Use the mouse to click on a button to open an email.
Password: A secret word or combination of letters, numbers, and symbols to keep your accounts secure. Example: A strong password is something like MyDog!2024.
Privacy: Protecting your personal information (like your address, phone number, or password) online. Example: Don’t share your passwords or private details with people you don’t know.
Scroll: Moving up, down, or sideways on a screen to see more content. Example: Use your finger to scroll through your Facebook feed.
Search Engine: A tool that helps you find information on the internet. Example: Google is a search engine. If you type "weather tomorrow," it will show you tomorrow's forecast.
Social Media: Websites or apps where people share photos, messages, or videos, like Facebook, Instagram, or TikTok. Example: Use Facebook to share updates or connect with family. Other social media terms:
· Post: A message, photo, or video you share on social media.
· Comment: A reply to a post on social media.
· Like: Clicking a button to show you enjoy someone’s post or photo.
Tablet: A small, flat device with a touchscreen, bigger than a phone but smaller than a laptop. You can use it to browse the internet, watch videos, or read books. Example: An iPad is a popular type of tablet.
Tap: Gently touching a screen to select or open something. Example: Tap on the YouTube app to watch a video.
Touchpad: A flat surface on a laptop that you can touch with your fingers to move the pointer and click. Example: Drag your finger on the touchpad to scroll down a webpage.
Upload: To send a file from your device to the internet. Example: Upload a picture to your Facebook account.
URL (Uniform Resource Locator): The web address that tells your browser where to find a specific website or file on the internet and it usually starts with "http://" or "https://". Example: https://www.google.com takes you to Google’s search engine.
Username: A unique name you create to log into an account. Example: Your username might be janedoe123.
Website: A place on the internet where you can find specific information or services. Example: Facebook is a website where you can connect with friends.
Web Browser: A program that lets you look at websites. Common browsers include Google Chrome, Safari, or Microsoft Edge. Example: You can use Chrome to visit a website like YouTube or check your email.
Wi-Fi: A wireless network that lets you connect to the internet. Example: If you're at home, you might connect your device to your home Wi-Fi to browse the web.
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	First Name: 
	

	Last Name:
	



	Device Type: 
	

	Device Pin (if applicable):
	


Google Account Information
	Username/E-mail:
E.g., flast@gmail.com
	

	Password:
Must be 8 characters with an upper case and number
	


Apple ID Information (only for iPad)
	Username/E-mail:
E.g., flast@gmail.com
	

	Password:
Must be 8 characters with an upper case and number
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Turn on your Chromebook

Next: Sign in with your Google Account >

To get started, turn on your Chromebook.

Turn on your Chromebook

1. Plug your Chromebook into a power source. You should be able to find a circular port,
typically found on the sides, to plug your charging cable into.

2. On the sides of your Chromebook, find and press the Power button ().

Follow the on-screen instructions

1. To choose your language and keyboard settings, select your preferences from the on-screen
options.
« Learn about keyboard language and special characters.

2. Optional: To turn on accessibility features, select Accessibility.

« Learn about Chromebook accessibility features.

3. Select your network.

4. Accept the terms of service.
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Set up your Chromebook

Sign in with your Google Account

reate a PIN o

Sign in with your existing Google Account, or create a new Google Account.

Choose your Chromebook owner

A Chromebook owner is the primary user who has control over managing the Chromebook and
its settings.

« For a personal Chromebook, the owner is usually the person who purchased the device and
uses it the most.

« For a shared Chromebook, the owner could be a parent, family member, or teacher who can
manage the device and its users.

« For a managed Chromebook, the owner is typically the organization, like school or work, that
provided the device. Check if your Chromebook is managed.

Important: Learn more about who can control who can use your Chromebook.

Sign in with your Google Account

« Enter your Google Account email or phone number and password.

« If you have 2-Step Verification on, you'll get a code on your device. Learn how to turn on 2-
Step Verification.

« If you don't have a Google Account, create a Google Account & .
« On some Chromebooks, you can select More options > Create new account.
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Set up your Chromebook
Create a PIN or set up additional features

Nes out of your Chromebook »

You can create a PIN to unlock your Chromebook. A PIN is a numerical code that you can use as
an alternative to your Google Account password. Set up additional features by following the on-
screen prompts during set-up.

Choose your PIN

1. Enter a PIN of 6 digits or more.
2. Select Next.
3. Select more features to setup > Next.

Tip: Learn more about using a PIN to lock or unlock your Chromebook.
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Set up your Chromebook
Sign out of your Chromebook

You can sign out when you're done using your Chromebook.

B S
o
0 Q. e ammEn

1. On your Chromebook, at the bottom right, select the time.
2. Select Power () > Sign out 3].

- If there's no "Sign out," select Power () > Shut down () or Restart ).

Tip: You can also put your Chromebook to sleep, turn it off or switch profiles.
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Manage Chromebook settings

Next: Browse as a Guest >

You can personalize your Chromebook experience by exploring various features and managing
settings.

Within Chromebook settings you can manage:

+ Your network and Bluetooth connections

+ Chromebook users

« Connected devices like your phone, keyboard, mouse, display, or printer
« Wallpaper, screensavers and themes, along with accessibility features

« Privacy and security controls

« Apps and notifications

« Systems preferences, like languages, time zones or storage management

1. On your Chromebook, at the bottom right, select the time.
2. Select Settings 3.
« On your keyboard, you can press Alt + Shift + s.
3. Explore the settings menu on the side panel, or at the top, you can type a keyword into the
search bar.
« To go to the search bar, you can also press Ctrl + f. In the dropdown, select an option.
Tips:
+ Quickly search for settings with the search bar.

« To personalize your Chromebook, on the left, select Wallpaper and style > Set your
wallpaper & style.

- Alternatively, at the top, in the search bar, enter Personalization.
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Use your Chromebook touchpad

You can use your Chromebook's touchpad to right-click, switch between tabs and more. Here's
how it works:

Move the pointer Move your finger across the touchpad.

Click Press or tap the lower half of the touchpad.

Right-click Press or tap the touchpad with two fingers. You can also press Alt, then click with
one finger.

Scroll Place two fingers on the touchpad and move them up and down to scroll

vertically, or left and right to scroll horizontally.

Move between To go back to a page you were just on, swipe left with two fingers. To go forward
pages to a page you were just on, swipe right with two fingers.

See all open To see all open windows, swipe up with three fingers. To close it, swipe down with
windows three fingers.

Close a tab Point to the tab, then tap or click the touchpad with three fingers.
Openalinkina Point to the link, then tap or click the touchpad with three fingers.

new tab

Switch between If you have multiple browser tabs open, swipe left or right with three fingers.
tabs

Open or close To open overview, swipe up with three fingers. To close it, swipe down with three
overview fingers.

Switch between If you have multiple desks open, swipe left or right with four fingers.

virtual desks

Drag and drop Using one finger, click and hold the item you want to move. Drag the item to its
new spot, then release your finger.
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Change how your touchpad works
You can tap your touchpad to click, or change the direction you scroll. Here's how:

1. At the bottom right, select the time.
2. Select Settings €.
3. In the "Device" section, select Touchpad (or Touchpad and mouse).
4. Change how your touchpad works:
« Turn Tap to click on or off.

Turn on Tap and drag to move items.

Turn Touchpad acceleration on or off.

Swap your primary mouse button, if you use a mouse.

Adjust how quickly your pointer moves: Move the sliders next to "Touchpad speed" or
"Mouse speed.”

Choose type of scrolling: Turn off Reverse (swipe up to move the page up). Turn on
Reverse (swipe up to move the page down).

Turn scroll acceleration on or off
1. At the bottom right, select the time.
2. Select Settings £x.

3. In the "Device" section, select Mouse.

4. Under “Mouse scrolling,” turn Controlled scrolling on or off.

Tip: You can control the scroll speed when controlled scrolling is on.

Fix touchpad problems
If your touchpad stops working, try these steps:

« Make sure there is no dust or dirt on the touchpad.

« Press the Esc key several times.

« Drumroll your fingers on the touchpad for ten seconds.

« Turn your Chromebook off, then back on again.

+ Perform a hard reset z .

« If you have more than one account on your Chromebook, delete the account that has
problems with the touchpad, then re-add the account.

If none of these steps work, contact your Chromebook manufacturer.
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Turn on and set up iPad

You can turn on and set up your new iPad with an internet connection. You can also set up iPad by
connecting it to your computer. If you have another iPhone, an iPad, or an Android device, you can transfer
your data to your new iPad.

Note: If your iPad is deployed or managed by a company, school, or other organization, see an
administrator or teacher for setup instructions. For general information, see the Apple at Work website or
Education website.

Prepare for setup
To make setup as smooth as possible, have the following items available:

« An internet connection through a Wi-Fi network (you may need the name and password of the
network) or cellular data service through a carrier (Wi-Fi + Cellular models)

« Your Apple Account and password; if you don't have an Apple Account, you can create one during
setup

« Your credit or debit card account information, if you want to add a card to Apple Pay during setup
« Your previous iPad or a backup of your device, if you're transferring your data to your new device

) Tip: If you don't have sufficient storage space to back up your device, iCloud will provide enough
storage to complete a temporary backup, free of charge, for up to three weeks from the purchase of
your iPad. On your previous device, go to Settings > General > Transfer or Reset [device]. Tap Get
Started, then follow the onscreen instructions.

« Your Android device, if you're transferring your Android content
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Turn on and set up your iPad

1. Press and hold the top button until the Apple logo appears.

{

If iPad doesn't turn on, you might need to charge the battery. For more help, see the Apple Support
article If your iPad won't turn on or is frozen.

() Tip: If you're blind or have low vision, you can triple-click the Home button (on an iPad with a Home
button) or triple-click the top button (on other iPad models) to turn on VoiceOver, the screen reader.
You can also double-tap the screen with three fingers to turn on Zoom. See Get started with
accessibility features.

2. Do one of the following:

« Use Quick Start: If you have another iPhone or iPad with i0S 11, iPadOS 13, or later, you can use
Quick Start to automatically set up your new device. Bring the two devices close together, then
follow the onscreen instructions to securely copy many of your settings, preferences, and
iCloud Keychain. You can then restore the rest of your data and content to your new device from
your iCloud backup.

Or, if both devices have iOS 12.4, iPadOS 13, or later, you can transfer all your data wirelessly from
your previous device to your new one. Keep your devices near each other and plugged into power
until the migration process is complete.

« Set Up Manually: If you don't have another device, tap Set Up Without Another Device, then follow
the onscreen setup instructions.
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Connect iPad to the internet

Connect your iPad to the internet by using an available Wi-Fi network. Wi-Fi + Cellular models can also

connect to the internet by using a cellular network.

View available networks and connect to Wi-Fi
1. Go to Settings @ > Wi-Fi, then turn on Wi-Fi.
iPad automatically joins known networks.

2. To join a new network, do one of the following:
« Join an available network: Tap the name of the network. If asked, enter the password.

« Join a hidden network: Tap Other, then enter the name of the network, security type, and
password,

When iPad is connected to Wi-Fi, a blue checkmark appears next to the network name, and = appears at
the top of the screen.




image12.png
Sign in and manage your Apple Account on
iPad

Your Apple Account gives you access to Apple services such as the App Store, the iTunes Store,
Apple Books, Apple Music, FaceTime, iCloud, iMessage, and more.

When you create a new Apple Account in China mainland or India, you can use your mobile phone number
as your Apple Account user name. See the Apple Support article Create and manage an Apple Account
using a phone number instead of an email address.

Sign in to your Apple Account
If you didn't sign in during setup, do the following:

1. Go to Settings @.

2. Tap Apple Account.

3. Tap one of the following:

« Use Another Apple Device: Bring your other iPhone or iPad (with i0S 17, iPadOS 17, or later) nearby,
then follow the onscreen instructions.

« Sign in Manually: Enter your email address or phone number, then enter your password. If you don't
have an Apple Account, you can create one.
4. If you protect your account with two-factor authentication, enter the six-digit verification code.

If you forgot your Apple Account password, see the Reset your password website.
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Change your Apple Account settings
1. Go to Settings @ > [your name].

2. Do any of the following:

Update your contact information.

+ Change your password.

« Add or remove Account Recovery Contacts.

« UseiCloud.

« View and manage your subscriptions.

« Update your payment methods or billing address.

« Manage Family Sharing.
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Find settings on iPad

In the Settings app @, you can search for iPad settings you want to change, such as your passcode,
notification sounds, and more.

1. Tap Settings on the Home Screen (or in App Library).

2. Swipe down on the sidebar to reveal the search field, tap the search field (at the top left), enter a term
—“volume," for example—then tap a setting on the left side of the screen.

) Tip: You can also search for settings from the Home Screen or Lock Screen.
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Charge the iPad battery

iPad has an internal, lithium-ion rechargeable battery. Lithium-ion technology currently provides the best
performance for your device. Compared with traditional battery technology, lithium-ion batteries are
lighter, charge faster, last longer, and have a higher power density for more battery lfe.

To understand how your battery works so you can get the most out of it, see the Apple Lithium-ion
Batteries website.

About charging the battery

@2

The battery icon in the top-right corner of the status bar shows the battery level or charging status. When
you're syncing or using iPad, it may take longer to charge the battery.

If iPad is very low on power, it may display an image of a nearly depleted battery, indicating that it needs to
charge for up to 10 minutes before you can use it. If iPad is extremely low on power when you begin to
charge it, the display may be blank for up to 2 minutes before the low-battery image appears. See the
Apple Support article If your iPad won't charge.

Charge the battery
To charge your iPad battery, do one of the following:

+ ConnectiPad to a power outlet using the included cable and power adapter. See Power adapter and
charge cable.

« ConnectiPad and your computer with a cable.

Make sure your computer is turned on—if iPad is connected to a computer that's turned off, the
battery may drain instead of charge. Look for 4 on the battery icon to make sure iPad is charging.

If your Mac or Windows device doesn't provide enough power to charge iPad, a Not Charging message
appears in the status bar.

Note: Don't try to charge your iPad by connecting it to your keyboard, unless your keyboard has a
high-power USB port.
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Learn basic gestures to interact with iPad

Control iPad and its apps using a few simple gestures—tap, touch and hold, swipe, scroll, and zoom.

Symbol Gesture

° Tap. Briefly touch an item on the screen with one finger. For example, to open an app, tap its
icon on the Home Screen.

Touch and hold. Press an item on the screen until something happens. For example, if you touch
and hold the wallpaper of the Home Screen, the app icons begin to jiggle.

to see more apps.

Scroll. Move one finger across the screen without lifting. For example, in Photos, you can drag a

T Swipe. Move one finger across the screen quickly. For example, swipe left on the Home Screen
I list up or down to see more. Swipe to scroll quickly; touch the screen to stop scrolling.

A Zoom. Place two fingers on the screen near each other. Spread them apart to zoom in, or move
« them toward each other to zoom out.

You can also double-tap a photo or webpage to zoom in, and double-tap again to zoom out.

In Maps, double-tap and hold, then drag up to zoom in or drag down to zoom out.
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Set up your Chromebook

Getting started with your Chromebook

Next: Turn on your Chromebook >

Learn how to get started with your new Chromebook.

@ chromebook

To set up your Chromebook or Chromebox, you'll need:
+ Your Google Account username and password
« Access to internet
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