CHROMEBOOK USER GUIDE

V 04.24.2020

Table of Contents

Set Up Instructions ..................................................................... 2
Powering Up the Chromebook ................................................................................................................. 2
Connecting to Wi-Fi .................................................................................................................................. 2
Launching Citrix ......................................................................................................................................... 3
Launching VMWare Horizon ..................................................................................................................... 4

Ending a Session ......................................................................... 5
Accessing Office 365 Applications .............................................. 5
Authenticating DUO.................................................................... 6
ChromeOS Updates .................................................................. 11
Default Chromebook Applications ............................................ 11
FAQs ......................................................................................... 11
How to Access BlueJeans ........................................................................................................................ 11
If Your BlueJeans Meeting is Stuck on the Welcome Screen .................................................................. 12
How to Take Screenshots........................................................................................................................ 14
How to Scale Font Size (VMWare) .......................................................................................................... 16

Additional Support ................................................................... 17

1

Set Up Instructions
Powering Up the Chromebook
1. Connect your AC adapter to a power source and to the device
a. To verify that your battery is charging check the AC adapter light located on the left side
of the computer, next to the power connector
i. White light = Adapter is connected and battery is fully charged
ii. Amber light = Adapter is connected and battery is charging
iii. No light = Adapter is not connected and computer is using battery power
2. Device may turn on automatically once opened; if not, press the power button located in the
top right corner of the keyboard to turn on
3. After the device powers on you may briefly see a log in screen; allow the device to configure
(generally less than 45 seconds) and the device will log you in via managed guest session

Connecting to Wi-Fi
1. Click on the time at the bottom right of the screen to open the menu

2. In the menu pop up, select “Not connected” under the Network icon

3. If no network names display, ensure that Wi-Fi is turned on by toggling to the “on” position
(toggle will display blue when on)
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4. Choose your network:
a. If onsite at an HMH location with HMH Wi-Fi your device will automatically connect to
the network TeamHMH
i. If device does not automatically connect to TeamHMH, connect using password:
bestcare
b. If working from home, log into your home network

Launching Citrix
1.

After connecting to the network allow approximately 3-4 minutes for the icons on the tool bar
to load
2. Click icon to launch

3. Log in using your standard HMH credentials

4. After logging in you will be prompted for DUO authentication (if you do not have DUO please
see below ‘Authenticating DUO’)

3

Launching VMWare Horizon
1. After connecting to the network allow approximately 3-4 minutes for the icons on the tool bar
to load
2. Click icon to launch

3. For Server Name or Address enter: remote.meridianhealth.com
4. Click Connect

5. Log in with your standard HMH credentials
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6. After logging in you will be prompted for DUO authentication (if you do not have DUO please
see below ‘Authenticating DUO’)

Ending a Session
When concluding use of the device simply close the Chromebook to put it in “Sleep” mode. This will
ensure that the device is immediately ready to use the next time you open it. If you do log out of the
session/shut down, the device will require additional time to boot back up at your next session.

Accessing Office 365 Applications
In your Chrome web browser, go to Https://outlook.office365.com
If prompted, use your credentials for Office online/Office 365 using the following criteria:
Home Domain
HUMC
JFK
Palisades
Meridian

Office Online User Account/User Login Name Format
First.last@hackensackumc.org
First.last@jfkhealth.org
First.last@palisadesmedical.org
First.last@hackensackmeridian.org

Your password is always the password you use to log into any HMH IT device.
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Once logged in you will be able to access the online versions of your Office 365 applications

Authenticating DUO
To authenticate DUO, please go to https://myduo.hmhn.org/duohelp/
1. Click on Self Service/Lost Phone
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2. Click on the HMH Self-Service Portals plus (+) to expand to see all domains

3. Choose the domain into which you would log in

4. Log in using the HMH credentials you log into an HMH computer with
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5. Click Start Setup

6. Choose the type of device you are adding

7. Enter your phone number and check the box to verify your phone number is correct; then hit
Continue
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8. If choosing phone method, choose the type of device

9. If you already have the app installed, click ‘I Have Duo Mobile Installed,’ otherwise install from
App Store

10. When barcode appears, open your phone and click to plus (+) button and scan barcode
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11. When green checkmark appears hit Continue

12. Reaching the ‘Enrollment Successful’ screen means you have fully enrolled the device

13. OPTIONAL: Choose an option for ‘When I Log In.’ This step is not required for DUO set up.
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ChromeOS Updates
The ChromeOS may periodically prompt you to restart your device for updates. Follow the onscreen
instructions to restart the device.

Default Chromebook Applications
Your HMH Chromebook is configured to function like a kiosk device. Any default Google icons (i.e.,
Gmail) that may appear on your tool bar are not set up for use; to access your HMH e-mail and
applications you must log in via Citrix.

FAQs
How to Access BlueJeans
To join a BlueJeans meeting:
1. Launch the locally installed Chrome browser from the launcher bar
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2. Go to hackensackmeridian.bluejeans.com by either entering it manually or clicking HMH Sites in
the top left corner and clicking the BlueJeans link

3. There are two ways to access meetings from here: either log in with your domain account (HMH
e-mail and password) by clicking the Login button, or join the meeting as a guest by filling out
the Attend a Meeting details

After logging in, you can join or schedule meetings. If there is a specific meeting you need to join, you
can copy the meeting ID and join manually though the webpage

If Your BlueJeans Meeting is Stuck on the Welcome Screen
1. Make sure you are logged in using the locally installed Google Chrome (launched via the icon
located in the bottom launcher bar)
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2. If there is not a BlueJeans meeting page open already, click on “HMH Sites” in the top left corner
and click on the BlueJeans link

3. Click on the lock on the left side of the address bar and click Site Settings

4. This will open the site settings tab. Take note of the camera and microphone settings being set
to “Ask (Default)”
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5. Click on the dropdown menu and select “Allow” for both the camera and microphone settings:

6. Close the Site Settings tab

7. Closing this tab will bring you back to the BlueJeans tab that was originally opened. You will be
prompted to reload the page for the settings to take effect. Click the “Reload” button

8. BlueJeans will now correctly connect you to meetings without the need to allow the camera or
microphone.

How to Take Screenshots
Taking screenshots is enabled on your device, but you must first manually adjust your settings.
1. Click the time to open the Menu
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2. Open on the gear to open Settings

3. Scroll down to the Device section and select ‘Keyboard’

4. Toggle off the setting ‘Treat Top Row Keys as Function Keys’

5. Screenshots can now be taken by hold the CTRL + Switch (
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) keys

6. Screenshots are saved to the Downloads folder in the Files app

7. To use screenshots you will need to open the Citrix File Explorer window and drag screenshot
from the Chromebook Downloads folder

How to Scale Font Size (VMWare)
This will save the resolution to the option you select and make it your Favorite resolution setting in
VMWare
1. Sign in to Meridian Desktop through VMWare
2. On the sidebar, click the gear displayed under the Menu
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3. Click Display under Client Settings then click the Resolution tab

4. Select your preferred scaling fraction (3/4 is most commonly used)

5. Hit ESC on keyboard

Additional Support
If you need further support using your device please contact the Help Desk at 1-848-237-3333
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