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HOW TO USE THE LAPTOP CHARGING CART

- Moving the Cart From One Place to Another -

1.  Look for the on/off switch on the top of the back of the cart.  Turn it from 
     “On” to “Off”.

2.  Unplug the electrical cord from the outlet.  Wind the cord up on the bracket               on the side of the cart.

3.  Carefully push the cart to your next destination.

4.  Push the cart next to an electrical outlet and plug it in.

5.  Switch the on/off switch to “On”.

6.  When returning the cart to the library, repeat these instructions, starting
     with “1.”


- How to Correctly Take Out and Return Laptops -

1.  When choosing a laptop to borrow from the cart, look for a blue light, as this
     will indicate that the laptop is fully charged.

2.   Gently pull the adapter from the laptop and tuck the cord into the slot where
      the laptop was taken from.

3.   Using the sign out sheet on the wall behind the cart, write down your name,
      the number laptop you are borrowing and the time you took it out.

4.   When returning your laptop, make sure it goes in the correctly numbered 
      slot. The number on the front of your laptop should match the number slot 
      in the cart.

5.   Plug the adapter into the laptop and make sure the orange charging light
      turns on.  If it does not, make sure the adapter is plugged into the back
      of the cart. If it is and the light still does not come on, report this to
      Mrs. Larivee.

6.    On the sign out sheet, write in what time you returned the laptop.


- Proper Care of Laptops -

v	When carrying your laptop, always use two hands.  Hold it like a “lunch tray”.
v	To open it, hold down the base with one hand and gently lift the monitor/screen with the other.
v	NEVER yank the laptop or hold the laptop by the screen. 
v	If the laptop is malfunctioning, please let Mrs. Larivee know immediately.

