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This document provides an overview for how to get started and use your LA County
Libraryprovided Chromebook.

Topics:

1. Chromebook Laptop and Mobile Hotspot Guide
Working with Documents
Converting Documents and Transferring Files
Downloading Apps
Zoom on Chromebook
Working with USB Flash Drives
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Chromebook Laptop and Mobile Hotspot
Guide

Included in your Chromebook Kit:
e Chromebook Laptop
e Charger
e Mobile Hotspot and hotspot charger

Getting started

1. Turn on the Power Button
2. Enter your Google Credentials

(To use the Chromebook without an account, select Browse as Guest. If you don’t have
one,click More options and then Create an Account

3. Start
Navigating Connect to your Mobile Hotspot

1. Turn the mobile Hotspot on
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2. After you've turned on the mobile hotspot, click on the WIFI Icon at the bottom
right-hand side of the Chromebook. B If prompted to enter a password, the
password is located behind the mobile hotspot.

o Exit session (U]

3. Once you've clicked on the WIFI icon, a menu will & o
appearwith network options, select YLPL Hotspot ,
## from the menu. (YLPL Hotspot numbers vary o M e
between kits.) Once connection is established, it will

say Connected. &

Night Light

You can connect a max of 9 devices to
this WIFI. The password for this device
is located behind the hotspot.

Working with Documents

To ensure your work is saved, make sure that you are working on a cloud-based app
that autosaves your work, or that you manually save it to a USB drive. The Chromebook
will reset every time a session ends (this includes closing the laptop) and all files will
auto delete from thedevice. The same applies for accounts that you are logged into, or
apps that you’ve downloadedto the device.
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You will need to have a google account to access
the Google Suite so that you can begin to work with
differentfiles. A Google account is easy to set up
and free.

Welcome to Chrome

rrrrr

The default web browser on the Chromebooks is
Google Chrome, you will find it at the bottom center of
the screen.

Once you are logged in to your Google account, click on the

Google apps icon in the upper right-hand side,
there you will have access to all of the apps available with your free Google
account

including Google Docs.

Google Docs is the default word processing app.

Open, Save, and Delete Files

Open Files

1.
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Click on the launcher app located on the bottom left-hand side of the screen
Click on Files

Type of files will be listed under Recent (Audio, Images, Videos)

To show more files, select the More icon at the top right-hand corner

Find your file and double-click it to open

Save File Save a file by pressing CTRL+S

1.
2.
3.

The Download Manager will appear at the bottom right, select show in folder
Name your file> Select where you would like to save it
Select Save

Creating a folder

1.
2.
3.

Open My Files
Under Downloads> Right Click>New Folder
Option 2, enter CTRL + E
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Delete Files
1. Select the file you want to delete
2. Right Click> select Delete

Option 2

Select the file you want to
deletePress ALT +
Backspace

Converting Documents and Transferring Files

Google Docs is the default word processing software for Chromebooks. However, you
can still work with Word Documents as well as convert files to PDF, Plain Text. EPub
and more. You canalso transfer files from your personal device to the Chromebook
using Google Drive.

Working with Word Docs in Google Drive

- Q

1. Open your Google Drive. There are several ways to do this. .
From theGoogle Apps Icon on the Chrome browser, or ﬂ o 7
through the Google Drive app. _
o o =
. . . Mi (2]
2. Click on My Drive > Upload Files or Upload folder, select P
the worddoc you want to work on. Upload to drive. @ C &

3. In Google Drive, click on your Doc. It should have a docx
behind the file name. My Drive

Mew falder

el

Test Document B e

—

E-j Liptoad foldes
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Converting a Google Doc to a Word Doc

1. Open Google Doc

@ & & @
& O €
c
’J a
I
2. Select the document you would like to convert  cawnicas - Microsaft Word (docx)
Version history OpenDacurment Fodmal | o)
Rich Text Fonmat {rtf)
Rename
Mavis FDF Docurmant [ pdl)
Audd gharteut to Drive Plain Taxt {-txt)
A wieb Page { himl, zipped)
EPUE Publication [ epub)
. . . e - Microsalt Word {.doex)
3. Click on File> Download Microsoft Word Version history Speaocurent Fomaat {od
. . Pename Rich Text Foamat (el
4. Document will be in the Downloads Folder Hove POF Document (,pdf)
|n the ChromebOOk Add shoricut 1o Debve Plain Text {txt)
Meve to tash Web Page (_himl, ripped)
EPUB Publication [.epub)

Converting a Word Doc to a Google Docs
1. Open Google Docs
2. Select the document you would like to convert. Click File> Save as Google Docs
3. File will appear in a new tab
4. File can be found in Google Docs and Google Drive

Converting Google Docs to Other File Types
1. Open Google Docs
2. Select the document you would like to Convert
3. Click File>Download as> Select your desired document type
4. Find document in Files
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Transfer Files

1.

ukhwnN

On your personal device go to google.com/drive

Log in with your google account

Click My Drive> Folder Upload or File Upload

Select the Folder or the File

Log into your Google Drive account on your Chromebook and the files will appear
there

Downloading Apps

Google allows you to download their Office suite which includes google docs, slides,
sheets, andmore. You can also install Non google related apps. As with documents,
these apps will delete after every session.

1.

2.

Download Google Apps

Click on -

launcher

Scroll up and click on the up-arrow icon.

Select the Webstore

Select Apps under Types select Websites. Under Features select by Google>
Free you willsee the google apps

Select the one you would like to download> Add to Chrome> Add app> Launch App
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B oo ===
o i s
G B Voriwi 3K -]

A pop-up window will appear asking Add “Doc?” Click on “Add app”

[ oo ]

h Docs
o
G B e o

You will be directed to a new page. Click on the blue “Launch app” button.

h Docs @

W 25
G £ e ok

6. App will be installed on Chromebook. You can find it on the Chromebook desktop.

Sign inwith your Google Account.

Non-Google Apps for this device can be added through the Chrome Web Store, not

the GooglePlay store.
1. Click on Launcher
2. Scroll up> select Webstore
3. Click on Apps
4. Search the Store
(Not all apps are available through the webstore)
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Zoom on Chromebook

Zoom is one of the most popular video conference apps and it is used by many
companies to communicate with employees and conduct virtual interviews with
potential employees. Here isa step-by-step guide to installing Zoom on Chromebook

Download Zoom

1. Click on
launcher

2. Scroll up and click on the up-arrow icon.
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typein “Zoom”

5. Click on Apps

6. Select Zoom from the list

iy websbore/search/ zoom e UISE Calegory- s

£ chrome web store

Q e

®  aups
Tyous

O chroreap

1 Avaidable for Android

[ workswith Google Drive
e

O
O ®dddrsaup
O *mmnwuu
o

ok Aup

a5ime goegis cam wetetsre/ detal zoom nbipkobs,

Q

7. Click on “Add to Chrome”

& Chiome e Stode - 2oom = +

In the search bar in the upper-left side € 5 © i chromegooghecomwebstore/search/zoomhizen-Us

& chrome web ston

« Homa

() Extensions
) Thames
O Apps
Fealures
Zoom
affered by: ttps-firoom us ‘

Zoom Cloud Mestings for Chrome

Zoom Man

[T e ——

B Zoom Man

Zoom

= pm
i g fer
"
P
> |

rhREd

Zoom

ffered by: httpacizoameain.ca

A secura Zoom wallet for friends and comganie:

kA Accountiog & Fnancs

Slither Angry Birds

alc of the sither game, where we were used 1o, arow up our [l

£ chrome web store

Homae 3 Appa » Zoom

Q Zoom

Offered Dy ROIPACTO0m.US

e 78 | Evtensioes | &

Add ba Chroma
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8. Go to the Launcher, click Zoom, and sign-in or sign-up for an account

& Zoom -

Join a meeting

Chromebook User

Don't connect to audio

Turn off my video

9. Join a test meeting by going to zoom.us/test to check your mic and camera

Z00m

Join Meeting Test

You’re all set!
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Working with USB Flash
Drives

You can open and save files to a USB drive. This guide will also show you how you
can save andconvert files from Google Drive to your flash drive. USB drives are an
excellent back up to haveto save your work, and they allow you to work on documents
offline. The Chromebook will reset every time a session ends (this includes closing the
laptop) and all files will auto delete from the device.

How to Save Files to your USB Drive

1. Plug your USB Flash Drive into your Chromebook. You will see a
notification saying“Removable Device Detected”

2. Next Click on the Launcher [JJljl and from there, open the files |l app

3. Documents that you have downloaded to the device ®
can be found in the Downloads folder under my Files.
Find the file that you want to save to your USB Flash
Drive and Right Clickon it

0 Au

4. Once you've selected it, select Copy from the context
menu or hit CTRL+C. Then select your USB Flash ‘@
Drive. Once you’vecopied the file, select your USB
Drive which is located on theleft sidebar. Right Click on
a blank space in the USB drive andthen select Paste
from the context menu or hit CTRL+V.

(Alternatively, you could drag it over with your track pad using one finger to select the
file andanother to drag it)

5. If you want to save the file within a folder in your USB Drive, select the folder
first andthen paste.

To Eject your USB drive select the Eject icon on the )
right-handside of your USB Flash drive’s name. A

| ]
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Downloading files from your Drive to a USB

Drive Welcome to Chrome

6. You will need to have a google account to access
the Google Suite so that you can begin to work with ot
differentfiles. A Google account is easy to set up
and free.

7. The default web browser on the Chromebooks is
Google Chrome, you will find it at the bottom center of
the screen.

> &

YouTube Play News
Gmail Meet Contacts

8. Once you are logged in to your
Googleaccount, click on the

™

B &

Google Apps icon Drive Calendar Translate
in the upper right- hand side, there you will

haveaccess to all of the apps available with B =N s
your free Google account including Google

Drive.

9. Once you've logged into your Google Drive, — N
select the file that you would like to save. Once ... nsery MRt e e
it has been selected, Click on File and scroll e et Format Lrf
down to Download and select the file type you ™™™ FOF Doomens {ockh
would like todownload. M

OpenBocument Format [.odt)

Addl ghoricu o Drive Plain Text {.tut)

Move 1o trazh Waeb Page {.himi, zipped)

EFUB Publication (.epub)

10. The Downloads Manager notification will pop up at the bottom right hand of the
screen,click on Show in Folder. The downloads folder will open you can view
your file.
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11. Select your file and right click, select Copy from the context menu or CTRL+C
Then selectyour USB Flash Drive. Once you’ve copied the file, select your USB
Drive located on the left sidebar, Right Click on a blank space in the USB drive
and then select Paste from the context menu or hit CTRL+V.

(Alternatively, you could drag it over with your track pad using one finger to select the
file andanother to drag)

Open Files from USB

1. Plug your USB Flash Drive into your Chromebook. You will see a
notification saying“Removable Device Detected”

2. Next Click on the Launcher - and from there, open the files app n

3. On the left-hand side bar, you will see your USB Flash Drive, click on it and
from there, select the document you want to open.

Side note: You will be prompted to open the file through a browser extension,
pleasedisregard that and follow the steps below.

4. Open your Google Drive. There are several ways to
do this.From the Google Apps Icon on the Chrome s e >
browser, or through the Google Drive app. Click on =
My Drive > UploadFiles or Upload folder, select the o
file you want to work on.Upload to drive. If the [) Upload files
document is a Microsoft Word file (Word, Excel, [5] Upload folder
PowerPoint) you will be able to work on it asthat file
within google drive. PDFs will open in a separate
window.

Mew folder
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