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Chromebook Introduction

Initial Setup
1. Log in

a. When the Chromebook powers on for the first time, you will see a login screen.
Please enter your school Google Account information (you only need to enter the
portion of your ID up to the “@fayacademy.org”.

b. If you have lost or forgotten your Google account information, please ask your
teacher for assistance or contact the helpdesk at helpdesk@fayacademy.org.

2. Network
a. The Chromebook should automatically connect to the campus wireless network.

If it does not, please contact the helpdesk at helpdesk@fayacademy.org.
b. To connect to your wireless network at home, please follow the steps below:

i. Click on the Status Tray at the bottom right.
ii. Please select “No Network”.
iii. Please select the name of your home network from the “Available

Networks” list and enter in the appropriate connection information.
3. Profile Picture

a. THIS IS VERY IMPORTANT … To easily identify which Chromebook belongs to
which student, please change your profile picture to a picture of yourself.

b. Click on the Status Tray at the bottom right.

c. Select “Settings”.
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d. Scroll down to “People” and click the icon of profile picture.
e. On the next screen, click on the picture of the camera to activate the webcam at

the top of the Chromebook.

f. When ready, click the green “Take Photo” button under the webcam picture
display.

g. Make sure the picture you just took of yourself is selected and press the “Back
Arrow” at the top left of the window (to the left of “Change Picture”).

4. Printing
a. School printers that students have access to should already be configured on the

Chromebooks.
i. TECH 1 - Black and White printer in the upper computer lab (Tech

Building)
ii. UM Library - Black and White printer in the upper/middle library.

b. If you would like to add a home printer, please follow the steps in this article.
https://www.laptopmag.com/articles/how-to-set-up-google-print-on-your-chromeb
ook
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General Items
1. General Care

a. Please keep the device clean and do not eat or drink over it.
b. Make sure to plug your Chromebook in at night so that it will be fully charged

when you get to school. Please do not try to force the charging plug into the
device.

c. With the device, you are assigned a case. The case is for transporting the
Chromebook and to help prevent scratches. The cases are NOT impact
resistant. Be careful not to drop, toss, or step on the device (they will break). Be
careful if you put the Chromebook in your bookbag as your bag can get quite
heavy with books and other items.

d. As with any computer, do not force cables or connections. If you need to plug an
HDMI, USB, charger, or Headphone/Mic jack, please make sure that the
connections are aligned correctly and do not force the cable into the
Chromebook.

e. The screens are touch-enabled. Please make sure that you wipe and dirt and
smudges from the screen with a lens cloth or paper towel. Do NOT use Windex
or other household cleaners on the screen.

f. If you do have an issue please email the helpdesk immediately
(helpdesk@fayacademy.org) and give your name and school email address.

2. Camera
a. There are two built-in cameras on the Chromebooks. One camera is on the top of

the screen frame. The other camera is at the top of the keyboard so that the user
can view what will be in the picture while in tablet mode.

b. When taking pictures and videos, be mindful of our honor code and digital
citizenship policy.

Software
Once you log into the Chromebook with your school issued Google Account, the device should
open a browser and automatically open tabs for Google, Gmail (based on grade level), and
Google Drive. Google is the default search engine, Gmail is the email interface for your school
account (again, depending on grade level) and Google Drive is the cloud file storage where all
of your documents, pictures, etc. should be saved. Students can share documents from Google
Drive with other students and teachers.
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Also on the Chromebook are applications for word processing (Docs), spreadsheets (Sheets),
and presentations (Slides) among others. If you have any questions about the functionality of
these applications, please utilize Google as there are many help articles for these applications.

Keyboard Use
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Chromebook Keyboard Shortcuts
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