
Chrome Book Tips 

 

To Add App to Shelf - 2 ways (shelf is like the tool bar at the bottom of the home screen) 

Easy Way 

1. Go to apps page 

2. Drag app from app screen to shelf and release 

It is now on your shelf and you can place it anywhere you want  

OR 

1. Go to Apps page (lower left corner blue dot with white circle in it) 

2. Right click with two fingers (see instructions on right clicking below) > Pin to Shelf 

REMOVE App from Shelf 

1. Simply drag app up onto desktop and it is off the shelf 

Harder Way 

1. Go to start button to find the app you wish to have on the shelf 

2. Open the app in the browser 

3. In the upper right hand corner click on three vertical dots 

4. Go to More Tools 

5. Select Add to Shelf  

6. Text box will pop up with name of the app and ask you to ADD or CANCEL 

7. Add will automatically load it and place it on the shelf 

Add (Pin) Web Page to the Shelf 

1. Open the webpage in Chrome 

2. Click more (three little horizontal dots in upper right corner) > More Tools 

3. Click Add to shelf > Add 

Quick Access to Items on the Shelf 

1. Arrange items on the shelf by simply dragging them to the left by the order you use 

them – 1, 2, 3 from left to right 

2. Click on Alt 1 for the first program or link on the shelf, Alt 2 for second, etc. This is quick 

launch for all programs on the shelf 

 

 



How to Use RIGHT CLICK 

Some operations will ask for a Right Click operation following the steps to access right click 

options 

1. Click the touchpad with two fingers to open the right-click menu.  

2. Place two fingers on the touchpad and move up and down or right to left to scroll.  

3. Click and hold on an item you want to drag and drop using one finger. Then, with a second 

finger move to where you want that item dropped.  

4. Swipe left or right quickly using two fingers to swipe between open tabs. 
 

Uninstall an app 

1. On your desktop, click the Launcher  (blue button lower left with circle in it) All apps. 

2. Right-click the app you want to remove. 

3. Click Uninstall. 

4. Click Remove. 

Uninstall an extension 

1. Open Chrome. 

2. Click More (three horizontal dots in upper right corner) > More tools > Extensions. 

3. Next to the extension you want to remove, click Remove . 

4. To confirm, click Remove. 

5. To remove an extension that's a button on the browser toolbar, right-click the button and 
select Remove from Chrome. 

Disable an extension 

To temporarily stop using an extension: 

1. Open Chrome 

2. Click More (three horizontal dots in upper right corner) > More tools > Extensions. 

3. Next to the extension you want to disable, uncheck the box next to Enabled. 

 

 

Increase size of browser content 

Ctrl + +  



Ctrl + – goes back down 

This does not change tabs or icons on the shelf 

Ctrl + 0 (zero) resets browser size 

Increase size of everything – complete screen 

Ctrl + Shift + + 

Ctrl + Shift + - to make it smaller 

Ctrl + Shift + 0 (zero) to make it normal size 

 

Screen Magnifier 

Click on lower right hand corner – little person figure or Alt + Shift + S 

Go to settings and type in “accessibility” in search box OR go to advanced and scroll down to 

Accessibility 

Click on screen magnifier which will enable this feature 

Ctrl  + 

Ctrl Shift + 

Ctrl + Alt plus two fingers on the track pad enable you to move the screen content 

How to Use Voice Recognition in Google Docs 

1. Go to Tools on google docs tool bar > Voice Typing 

2. Click on microphone that pops up on left side- click on it and it will turn RED 

3. Speak clearly and it will type the text. 

Valuable short cut – open google docs and Ctrl + shift + S and you will go directly to microphone 

 

 

 

 

 

 

 

 


