
Using a Chromebook Offline 

 
 
While Chromebooks are designed to allow easy access to Internet 
resources, they do have some capability to be used offline. Most Google 
Drive tools (Docs, Sheets, Slides, Drawing) can be used when the 
Chromebook isn’t connected to the Internet. Let’s go over how to get a 
Chromebook ready for use offline. 
 

1.) While the Chrombook is still online, check for updates 
a.) Click on the clock in the bottom right corner. 

 
 

b.)Click on the ‘Settings’ gear icon 

 
 

c.) The settings screen will appear. On the left hand side, click 
where it says, ‘About Chrome OS.’ 



 
d.) The next screen will show information about the Chromebook. 

Click the ‘Check for updates’ button. If an update is available, 
you will be prompted with another button to update. The 
Chromebook will restart and typically takes less than a minute. 
 

 
 

2.) While the Chromebook is still online, turn on offline access in 
Google Drive. 



a.) Open Google Drive on the Chromebook. This can be done by 
accessing the student portal, or by clicking on the Drive icon in 
the Chromebook launcher. 

 
 

b.)On the homescreen for Drive, click on the ‘Settings’ gear icon 
in the top right corner. Then select ‘Settings.’ 

 

 
 

c.) In the setting window, look for the line that says, ‘Offline.’ 
Check the box to allow offline access of Google Drive tools. 



 
 

d.)Now when the Chromebook is offline, you should still be able 
to click on and open items in your Google Drive. These files 
can still be edited, then will sync with Google Drive when the 
Chromebook next connects to the Internet. 

 
 



3.) If students need access to non-Google Drive files (.pdf, .mp4, etc.). 
Students will need to download them onto their Chromebook while 
the Chromebook is online. 

a.) Find the file that students will need. In this case, a video from 
their Google Drive. 

 
 

b.)Use a two-finger right click on the trackpad to open the 
auxiliary menu, then select ‘Download.’ 



 
 

c.) Once downloaded, the file can be found in the ‘Downloads’ 
tab in the Files app. 

 



 
 
 


