
SketchUp Basics Cheat Sheet 
 

Navigation Basics 
 Use a 3-Button Mouse (left click, right click, middle/ scroll button)  

 Zoom - Middle Mouse button scroll  

 Orbit - Depress Middle Mouse Button and move mouse to orbit 

 Pan - Depress Middle Mouse Button + Hold Shift Key to Pan 

 

IMPORTANT 

 Keep moving around your model 

 Keep aspect of model you are working on centered on screen 

 Zoom in and close when working on objects 

 Keep cursor on geometry (faces and edges) or navigation will be slower  

 

 

Selection Tool 
 Tap Space Bar to activate Select Tool 

 Tap Space bar to deactivate other active SketchUp tools 

 Select Single Face or Edge - Left Click on object 

 Deselect Objects 

 Left Click away from any objects 

 Ctrl+T to Deselect all objects 

 

 Multiple Left Click  Selections 

 Hold Shift Key to additive and subtractive selection 

 Selecting an object that is already selected will deselect the object but keep 

other selections active 

 Hold CTRL key - additive selection only 

 Fence Selection 

 Left Click and drag to create  a fence to select whole objects 

 Selecting with a Fence works through infinity - all objects in Line of Site will be 

selected 

 Left to Right - Dragging the fence from Left to right select only whole / complete 

objects 

 Right to Left - Dragging from Right to left will select all objects the fence touches   

 

 

 

 

 



Measurements Tool 
 Located (default) at bottom right 

 To enter values simply start typing while whatever tool is active - do NOT need to select it 

 Hit enter to key in value(s) after they are inputed 

 Most tools have values that can be entered in the Measurements Tool  

 Remember - you do not need to select the Measurements area to enter values - just start 

TYPING  

 

Inference System 
 Green and Red are horizontal 

 Blue represents vertical  

 Use the Inference system to move, copy and draw objects. 

 Locking Inference - You can lock the direction of movement in two ways 

 gently move, draw or copy and object in the desired direction - adjust the angle till 

you find the inference 

 Use the Keyboard arrows to lock the inference - tap the arrow to activate once an 

object is selected (or tool is active) 

 Right Arrow locks to Red Axis 

 Left Arrow locks to Green Axis 

 Up and Down Arrows lock Blue Axis 

 

 Snap Points - Snap lines and objects to snap points as needed. Types of Snap Points 

 Endpoint 

 Midpoint 

 On Edge 

 On Face 

 Endpoint in Component 

 Midpoint in Component  

 On Edge in Component 

 On Face in Component  

 

Components 
Components are bundled groupings of edges and faces 

 

Making Components 

Components can be made by selecting the edges and faces and Right-Clicking over the selected objects. 

Select Make Component from the menu. Insure that Replace Component with Selection is CHECKED. 

 

 

 



Pre-made Components - Create a Component library  

Use Premade Components in your models. You can obtain components from. 

 

File --> 3D Warehouse --> Get Models: Search for the model you want and download into your model. 

Obtain Models from DynaSCAPE Sketch3D (Google Search Dynascape Sketch3D) - they offer hundreds of 

plants and accessory models.  

Get a subscription from www.formfonts.com - large variety of high quality models.  

 

Component Browser 
You want to access your component library to bring 

premade components into you mode quickly.  

To access the Component Browser go to  

Window --> Components 

 

 

 

 

 

 

 

 

 

 

 

To create a link to your library select the 

DETAILS button - the arrow to the far 

right pointing the right. 

 

Select Open or Create a Local 

Collection.  

 

 

 

 

 

 

 

 

 

 

 



 

A File Browser will open. Navigate to the 

folder containing your components. 

The components in the folder will appear on 

in the browser. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once selected you want to link it to 

the browser. Again, go to the DETAILS 

button and select Add To Favorites.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To access the collection you linked to, 

open the Component Browser again 

(Widow --> Components) if its not 

open. Go to the Navigation button (the 

arrow next to the little house button. 

The arrow is pointing down). Look for 

your folder name or library name. 

Select it from the list. This will give you 

direct access to the premade 

components in that folder.  

 

Create multiple links (Favorites) to the 

Component Browser.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click and Drag 

Once components appear in the Browser simply left click on a component and move the cursor into your 

model. The component will come with it. You do NOT need to click and drag. Once the component is in 

your model, the MOVE tool is atomically active allowing to place and / or copy the component.  

 

View Options 

There are other options and buttons the Component Browser. As important button is the ability to 

change the view of how components appear in the Component Browser menu. This is controlled by the 

View Options button on the far left. It is suggested that you select Large Thumbnails so you can better 

view component s in the Browser. 

 

 

 

 

 



MOVE / COPY / ROTATE Tool 
The MOVE tool is very important tool that you will use often. Here are tips and reminders. 

To activate the MOVE tool simply tap the M key on your keyboard. 

 

Selecting Object 

To select an object hover the MOVE tool over a point on the object and left click once.  

The place the object or copy left click again.  

 

Select objects from the bottom most part of the component or object preferably from an endpoint. 

the closest part it is to the ground. Zoom in close to the object to select it correctly.  

Zooming, panning and orbiting will not deselect an object or turn-off the Move tool.  

 

You can enter a value to move the object once it is selected (as indicated above). Simply start typing a 

value and hit enter (the value will appear in the measurements menu at bottom right).  

MAKE SURE to pick a direction of travel for the object before entering the value and selecting ENTER.  

 

Copy Objects 

FIRST - select the object you want to copy with the Select tool (tap space br). 

Activate the MOVE tool and tap the CTRL key. A plus sign will appear near the MOVE tool. 

Click on the object (bottom most part) and left click.  

Move the cursor / move tool. A copy will appear.  

 

You can enter a distance to move an object by simply start typing a distance and hitting enter. Once you 

hit enter, the copied object will me set in place.  

 

Array Copies 

You can create arrayed copies with the MOVE tool. Follow the steps above to Copy and Object. 

Once the copied object / component is in place the MOVE COPY command is still active.  

Immediately enter a number (based on the number of copies you want to make) followed by an X.  

 

For example - select an component, activate the MOVE tool and tap the CTRL key to make a copy. 

Move the object in the direction desired. Enter a value distance and hit enter. Then enter 5X (for 

example) to make a total of 5 copies.  

 

Division Array 

You can space objects between set points. For example, you can copy a tree 100' then divide the 

distance and set a number of trees between the first tree (at original point) and the second tree 100; 

away. Follow the same process above but instead of doing Value (5X for example) do a value (number) 

and / (divide).  

 

 



 MOVE / ROTATE 

You can rotate objects along their central axis with the MOVE tool. 

Select the component you want to rotate. Hover the MOVE tool over the object. Look for the red PLUS 

signs to appear over the object. Slowly move the MOVE tool to hover over one of the PLUS signs.  

Once over the PLUS sign a protector should appear. Left click - this will activate the rotation ability of the 

MOVE tool. Move the mouse to rotate the object.  

 

 

TIP: Hovering the MOVE tool over any of the sides of any object will allow PLUS signs to appear on any of 

the sides allowing you to rotate an object from any one of those sides. 

 

 



 

LAYERS LAYERS LAYERS!! 
Use layers. Place all component objects on Layers. 

Placing objects on Layers maintains computer performance. This is important when working with 

Vegetation.  

 

Open up the Layers menu from Window --> Layers 

 

NOTE: Layer 0 should always be the active layers when drawing and working in your model. Only make 

other layers active when you are placing objects / components onto the layer. 

 

LAYER MENU OPTIONS 

Click the PLUS button to create a layer 

Select the Radio button on the left of a layer to make it active. 

Uncheck the box to the RIGHT of the layer to TURN it off. All objects on that layer will be hidden.  

(note - you cannot turn off an active layer). 

 

Typical Layer Names (for Site Design)  

Add as many layers as needed.  

 Accessories  

 Bench 

 Cars 

 Fencing  

 People 

 Pergola  

 Shrubs 

 Street Light 

 Trees  

 Table and Chairs 

 

Note - make multiple layers for each tree or plant type - Tree 1, Tree 2, Tee 3, etc... / Shrub 1 Shrub 2, 

Shrub 3, etc.. 

 

Placing Objects on Layers 

Open the Component Browser (see above). 

Make the desired layer active (selecting the Radio button to the left of the layer name). 

Place the component in the model. Any copies you make of the object will be on the layer the original 

component was placed on.  

 

 

 



 

Moving Objects to New Layers 

If you forget to place objects on layers or put them on the wrong layer or need to move it to a new 

layers use the ENTITY INFO box. 

 To open Entity Info go to Window --> Entity Info (second option down) 

 Select the object you want to move a new layer. 

 In the Entity Object menu look for the LAYER drop down menu.  All layers in the model will be 

displayed. 

 With object selected, select the new layer you want to place the component / object onto from 

the Entity Info Layer drop down menu. 

 

Site Plan Process 
Basic site plan outline process. 

 

 Draft Site base in2D  

 Option 1 - import DynaSCAPE plans into SketchUp (separate process and class)  

 Option 2 - Draft the site plan using the Drawing tools. Draft all areas. 

 

 Add Color - Use the Paint Bucket tool - (B) is the Short cut.   

 Look for the pull down menu where you can select different color options.  

 Click to select a color (or material) 

 The paint applicator will activate. 

 Click on a face to paint a color. 

 

 Extrude all volumes and objects that include: 

 Building 

 Steps 

 Roads and walks 

 Walls 

 

 Place Component Objects like trees, shrubs and amenities 

o Create Layers 

o open Component Browser 

o navigate to your component library 

o Make correct layer active for selected objects 

o Place components 

o Arrange components in model by using the MOVE / COPY tool.  


