Classroom Netbook Use Procedures
General Information

· The classroom netbooks are available for loan by class teachers. They can be booked for a session on the register in the Staffroom.  
· The netbook trolleys are to be collected by the class teacher from the Admin Storeroom through [Mr/Ms xxxxx]. NOTE: The trolleys cannot be moved outside during wet weather.

· Each student will be ‘allocated’ a specific netbook to always use. This will ensure that the student’s Windows profile is built only the first time they use the netbook and will avoid lengthy delays at logon. Please always refer to the class list given to you.
· The netbooks are configured to print to the printer in the [location]. Please only print during a session if absolutely necessary. Work can be saved by students then printed when the students are scheduled in the computer room.

· Please closely supervise all students using the devices. They are fragile and drops or rough play are not covered by warranty.
· No food or drink is to be placed near the netbook and no eating or drinking when using the netbook.

Please follow the sequence below exactly to ensure all netbooks connect to the school network.

Classroom Setup

Getting Started

· Plug the wireless access point into a known working data outlet in the classroom using the blue cable provided. NOTE: You may need to disconnect an existing computer. Push the release clip down and pull to remove a cable from a data outlet on the wall. DO NOT simply pull the cable or you will damage the cable and possibly the outlet as well.
· Plug the wireless access point power cord into a power point and ensure it lights up.
· If your class is using BOTH trolleys, you should setup BOTH wireless access points, meaning you will need to use two working wall data outlets, where possible on opposite sides of the room.
To remove the netbooks from the trolley:
· Unlock the side security bar’s padlock.

· Remove the side security bar using two hands.

· Carefully slide the first netbook out a little and remove the power cord (leave the cord hanging so that it can reattached when the netbook is returned to the trolley).

· Check the class list with netbook allocations and distribute hand the netbook to the appropriate child. Everyone must always carry the netbooks using two hands.
· To open the netbook, place the netbook on a table and lift both sides of the lid at the same time. Don’t lift the lid from the front.
· Attach the mouse to a USB port on the netbook. Extend the USB cable by pulling evenly on both ends of the cable.
· Power on and login as normal when prompted.

· NOTE: It is intended that the netbooks ONLY be used on battery power. The power adaptors SHOULD NOT be removed from the top part of the trolley.

NOTE: If at any time the netbook goes to ‘sleep’ after a period of no use, press the power button once to wake it up.

Packing Up
· Close any programs and shutdown the netbook. Make sure that both green lights at the front go off.

· Check that there is nothing on the keyboard and then close the netbook. If there is anything left on the keyboard the screen may crack when the lid is closed. This type of damage is not covered by warranty.

· Return the netbook to the corresponding trolley bar (insert it so that the yellow power socket is at the top and toward the outside of the trolley).

· Plug the power cable back into the netbook and push the netbook back so it is behind when the bar is returned.

· Collect all the mice and return them to the plastic tub under the trolley. Ensure 15 mice are in the tub.

· Carefully disconnect the wireless access point from both the wall data outlet (push the release clip down and pull) and the power point . Wind up the cables and secure with supplied velcro.

· Return the trolley to the Staffroom. [Mr/Ms xxxxx] will place the trolley in the Storeroom and attach it to the timer for charging.
Mouse Care

· Both ends of the mouse cable need to be extended/retracted at the same time otherwise the cable will tangle.

· Please check that 15 mice are returned to each trolley box.

Reporting Problems

· If there are any hardware problems with any of the netbooks, do not just return them to the trolley! Take note of the Computer name affected, and a clear description of the actual problem and report it immediately to [Mr/Ms xxxxx].
Installed Software

· MS Office Suite

· MS Student with Encarta

· Flashplayer

· Adobe Acrobat

· Adobe Captivate

· Adobe Photoshop Elements

· Adobe Premiere Elements (video editing)

· Google Earth

· Google Sketchup
· SMART Notebook  v10

