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Instructions for the Laptop Carts

1. Place the laptop cart next to an outlet.  Plug the
power cord into the outlet.

2. Insert both keys into the slots.  Turn keys and
then turn handles to open the doors to the cart.
Keys must be left in the keyholes.

3. Take the Access Point (small gray box
with two antennae on the sides) and
Ethernet cord (this is white and
connected to the Access Port) out of Bin
1 from the cart.  Place the Access Point
on top of the cart and plug it into the
black cord sitting on top of the laptop
cart.

4. Plug the Ethernet cord into a working network port
in your classroom.  Most likely, this will be the network
port your classroom computer is connected to.
Disconnect the cord connected to your computer and
insert the Ethernet cord for the laptop cart.

5. Turn on the laptop cart. The ‘on’ switch is the red button
located on the back of the cart. The light on the back of the
cart will glow red.  The Access Point lights will glow green
and there will be a blinking light. Turn on the printer. The
printer light will turn blue.  The green and blue lights inform
you that you are connected to the internet. If the lights do
not turn on, check your connections.
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6. Each laptop is plugged into a
power source within the
laptop cart. Remove the
laptop slowly and reach your
hand to the left side of the
back of the laptop to
disconnect the power cord.

7. Each laptop has a specific bin location which corresponds to its’
assigned number.  That laptop must be returned to that bin
number and the power cord must be inserted back into the laptop.

8. There is a wireless black and white printer located on the top of
the cart. You will need to stock it with paper. If you experience a
paper jam, attempt to dislodge the paper. If you are unable to
remove the paper jam, submit a technical request.

9. When finished with use, place laptops and equipment back into
assigned locations. The Access Point and Ethernet cord must be
placed on the laptop in bin 1.  Lock the cart, leaving the keys in the
keyholes, and wheel the cart back to the library to be locked in the
AudioVisual room overnight. Do NOT leave the cart in your
classroom overnight.

General Use Guidelines
·  Laptops will ‘last’ for approximately three hours. When not in use, plug the laptop

into its’ corresponding bin so that it will recharge.
·  Each laptop and piece of equipment has a home.  It is important that all

equipment stays with the assigned cart in the assigned location.
·  Laptop carts must be returned to the Library / Audiovisual room each night so

that they are charged and available for checkout the next morning.
·  Technical problems – make sure you complete a technical request on the

Chariho District Website to ensure it is corrected immediately.
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