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Using your Chromebook 
The purpose of this guide is to assist students with using their Harper Library provided Chromebook. If you have any questions about the information in this guide or any other technology related questions, please contact the Harper College Service Desk by phone 847.925.6866 or by email studentsd@harpercollege.edu.
Chromebooks can be picked up and returned at the Desk in the Library (Building F, Second Floor).  
All the following must be true to complete the Loan Contract for a Chromebook:
· Student must be in good standing
· No outstanding fees or overdue items
· Student must be enrolled in a Credit course
Harper College Library 
847.925.6184
semesterloantech@hapercollege.edu

[bookmark: _Toc223014180]Initial Set up 
Students will not be able to log in to the Chromebook with their Student email. A personal Google Account must be used to sign in. Signing in with a Harper email address will restrict access to important functions such as downloads, installations, and videos. If there is no personal Google Account, one can be created at step 7.
Please note the set up may vary based on the version the Chromebook is on.
1. Plug in the provided charger into the Chromebook.
2. Turn on the Chromebook by pressing the Power Button [image: Power button icon. Black circle with a vertical line centered on the top half.] on the left side of the device.
3. On the Welcome screen, click Get started (Figure 1). 
[image: Chromebook welcome screen displaying setup options with text "Welcome to your Chromebook."]
[bookmark: _Ref203645617]Figure 1: Welcome to your Chromebook


4. Select a Wi-Fi network to connect to then click Next (Figure 2).
[image: Chromebook Wi-Fi setup screen prompting connection to a network to enable full feature access, with a list of available Wi-Fi networks displayed on the right. The screen includes an option to automatically transfer Wi-Fi from an Android phone, signal strength icons for each network, and a disabled "Next" button at the bottom right.]
[bookmark: _Ref203645629]Figure 2: Connect to a Wi-Fi to get started
5. Select For personal use then click Next (Figure 3).
[image: Chromebook setup screen prompting user to choose account type for device use. Three options displayed with icons and descriptions: "For personal use" (selected), "For a child," and "For work," with a "Next" button in bottom right corner.]
[bookmark: _Ref203645637]Figure 3: Continue using a personal Google Account
6. Select Enter your Google Account and password then click Next (Figure 4).
[image: Chromebook setup screen instructing users to sign in with a Google Account to access bookmarks, files, and other Google services. Two sign-in options are shown: entering Google Account credentials manually or automatically retrieving the account from an Android phone, with simple icons and text labels for each method.]
[bookmark: _Ref203645647]Figure 4: Sign in using your personal Google Account credentials


7. Sign in using your personal Google Account credentials (Figure 5).
a. Click More options if you need to create a personal Google Account.
[image: Chromebook sign-in screen prompting user to enter email or phone for Google account access. Interface includes "Forgot email?" and "More options" links, a "Back" button at top left, and buttons for "Sign in with Android phone" and "Next" at bottom right.]
[bookmark: _Ref203645653]Figure 5: Enter your Google Account credentials
8. Review the terms and data usage then click Accept and continue (Figure 6).
[image: Google data control consent page explaining terms for managing data sharing, backup, recovery, and location services on Chrome and Android devices. The page includes detailed text with clickable links for more information, a Google logo at the top left, and a brown "Accept and continue" button at the bottom right.]
[bookmark: _Ref203645664]Figure 6: Configure the terms and data usage to your preference
9. Review the Sync your Chromebook settings then click Accept and continue (Figure 7). 
[image: Chromebook setup screen for syncing preferences and activity across devices using a Google Account. It includes options to sync apps, settings, browser data, and a checkbox to review sync options, with a brown "Accept and continue" button at the bottom right.]
[bookmark: _Ref203645671]Figure 7: Sync your Chromebook when you sign in with your Google Account


10. Select whether to use a password or to create a PIN to sign in to the Chromebook (Figure 8).
[image: Chromebook setup screen prompting users to create a PIN for easier sign-in instead of using a Google Account password. The screen features a numeric keypad with digits 0-9, a password entry field with obscured characters, and buttons labeled "Use password instead" and "Next."]
[bookmark: _Ref203645679]Figure 8: Create a PIN to sign in
11. Select the Chromebook usage or click Skip (Figure 9).
[image: Chromebook setup screen asking users about intended Chromebook usage to provide app recommendations and tips. Features seven labeled options with icons: Productivity, Communication, Learning, Gaming, Entertainment, Creativity, and Small Business, each with a brief description, and navigation buttons "Skip" and "Next" at the bottom.]
[bookmark: _Ref203645685]Figure 9: Select what the Chromebook will be used for or click skip
12. Click No thanks (Figure 10).
[image: Promotion offering Gemini Advanced for 3 months at no cost, highlighting benefits like Google AI features and 2 TB storage included with Chromebook. Visual includes a stylized person sitting on a laptop with icons for 2 TB storage and Google One, plus buttons labeled "No thanks" and "Get after setup."]
[bookmark: _Ref203645694]Figure 10: Skip the Google Gemini advertisement


13. Adjust the features based on your preferences or click Skip (Figure 11).
[image: Chromebook setup screen prompting users to choose additional features to configure, including changing touchpad scrolling direction, display and text size, and selecting light or dark theme. The screen features a beige background with black text on the left and three white selection boxes with icons on the right, along with "Skip" and "Next" buttons at the bottom.]
[bookmark: _Ref203645701]Figure 11: Adjust settings based on your preference
14. Click Get started to complete the set up (Figure 12). 
[image: Chromebook setup completion screen displaying a checkmark icon and text stating "You are all set!" with a message confirming readiness to start using Chromebook. Illustration on right shows a person watering a stack of colorful geometric shapes, with a "Get started" button in bottom right corner.]
[bookmark: _Ref203645707]Figure 12: Finalize the set up by clicking Get started


[bookmark: _Toc223014181]Chromebook Quick Guide 
[bookmark: _Toc223014182]Chromebook Touch Pad
[bookmark: _Toc223014183]Click
Press down on the lower half of the touchpad. Tap-to-click is enabled by default, where a quick tap on the touchpad allows a click.
[bookmark: _Toc223014184]Right-click
Click the touchpad with two fingers.
[bookmark: _Toc223014185]Scroll
Place two fingers on the touchpad and move them vertically or horizontally.
[bookmark: _Toc223014186]Keyboard Shortcuts
[bookmark: _Toc223014187]Take a Screenshot
Ctrl + Show Windows [image: Show Windows icon. Gray square with three gray vertical lines to the right.]
[bookmark: _Toc223014188]Toggle Caps Lock
Alt + Search [image: Magnifying glass icon]
[bookmark: _Toc223014189]View all Keyboard Shortcuts
Ctrl + Search [image: Magnifying glass icon] + S
[bookmark: _Toc223014190]Sign in as Guest / Add another User
1. Click the Clock on the lower right.
2. Click Power [image: Power button icon. Gray circle with a vertical line centered on the top half.] then Sign out (Figure 13). 
[image: Computer system menu displaying network, Bluetooth, and screen sharing options with a user account dropdown showing email and power options including shut down, restart, sign out, and lock. ]
[bookmark: _Ref204855455]Figure 13: Chromebook power/sign out options
3. On the lower left of the login screen, click [image: Browse as Guest icon. Gray circle with a black circle and semi-circle below to represent the head and shoulders of a person.] Browse as Guest
a. Guests do not have access to your personal apps or data.
b. Adding a Person will allow multiple users on the same device while using their own personalized settings.
[bookmark: _Toc223014191]Signing out as a guest 
1. On the lower right, click the Time.
2. Click Exit guest.
[bookmark: _Toc223014192]Finding your Files 
Chromebooks are made with the intention of saving files to the cloud. Files do not appear on the desktop. By default, everything you download will be saved in the Downloads folder. Files saved to Google Drive are backed up online automatically.
1. Open Files [image: Files icon. Dark blue circle with a lighter blue folder icon inside.]
2. Click Downloads [image: Download icon. Gray down arrow with a gray upward facing bracket below.] to access downloaded content.
3. Click Google Drive [image: Google drive icon. Triangle with green, yellow and blue sides.] to access cloud content.
[image: File management interface showing a "My files" section with two folders named "Play files" and "Downloads." The left sidebar includes navigation options like Recent, My files, Google Drive, and Trash, with "My files" highlighted in brown.]
Figure 14: Files window
[bookmark: _Toc223014193]Accessing Office 365 on Chromebook 
Chromebooks cannot install Office 365 applications. However, the web version is available to use.
1. Open Google Chrome [image: Google Chrome browser logo. Small blue circle in the center with a larger circle surrounding it with red, yellow, and green sections.]
2. Navigate to office.com
3. Sign in using your Harper College email address.
a. Your email address is your username followed by @mail.harpercollege.edu
4. Complete the multi-factor authentication to gain access to Office 365.
a. If you have not set up multi-factor authentication, visit the following for more information: harpercollege.edu/services/techsupport/setup-authentication.php


[bookmark: _Toc223014194]Updating your Chromebook
To ensure the latest features and security, updates should be performed on the Chromebook. To manually check for updates, follow the instructions below.
1. Click the Clock on the lower right.
2. Click Settings [image: Settings icon. Gray cog.]
3. Click About ChromeOS on the left menu.
4. Click Check for updates.
[image: Google ChromeOS settings page showing system information and update status. Sections include user account, device settings, wallpaper, privacy, apps, accessibility, and system preferences, with a highlighted "About ChromeOS" tab indicating version 108.0.5240.163 and confirmation that ChromeOS is up to date.]
Figure 15: Settings – About ChromeOS
[bookmark: _Toc223014195]Installing Honorlock
Instructors may require the use of Honorlock for tests or quizzes. Follow the instructions below to set up Honorlock on a Chromebook (Figure 16).
1. Open Google Chrome [image: Google Chrome browser logo. Small blue circle in the center with a larger circle surrounding it with red, yellow, and green sections.]
2. Navigate to app.honorlock.com/install/extension
3. Agree to Honorlock’s Terms of Service
4. Click Add Extension
[image: Web page prompting installation of Honorlock Chrome Extension for assessment purposes, featuring a circular progress indicator partially filled in blue around a browser window icon. Page includes a checkbox to agree to Terms of Service and Privacy Policy, a blue "Add Extension" button, and a support chat link at the bottom.]
[bookmark: _Ref203657238]Figure 16: Honorlock extension installation page
[bookmark: _Toc223014196]Honorlock FAQ
If you have questions regarding Honorlock, visit harpercollege.edu/testing/honorlock.php
[bookmark: _Toc223014197]Returning your Chromebook to the Library 
Before returning your Chromebook to the Library a Powerwash must be performed. This ensures that your personal Google Account, Apps, and settings will be removed from the Chromebook. 
1. Click the Clock on the lower right.
2. Click Power [image: Power button icon. Gray circle with a vertical line centered on the top half.] then Sign out.
3. At the login screen, press and hold Ctrl + Alt + Shift + R on the keyboard.
4. Click Restart.
5. In the following boxes, click Powerwash, then Continue.
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