Procedures for Circulating Laptop Computers

Cabinet and Keys

· The laptop cabinet should be locked at the end of the working day and made a part of the closing procedures.

· The lock requires it to be locked with the key.  

· The key will remain in the front desk drawer during the day. 

· It will be secured in the safe at night.

· The cabinet will be unlocked in the morning as part of the opening procedures.

· The Circulation Manager will have a copy of the cabinet key.

Charging and Discharging

· Only currently enrolled students may check out a laptop by presenting a UWG ID or driver’s license.

· A checkout agreement form must be signed by the student and initialed by the Circulation employee upon checkout.  Completed form should be placed in the Circulation Manager’s door box.  
· A file containing blank forms will be left at the front counter, and the form will also be available on the front counter computers as a Word document.

· A bag containing the laptop and a 2-piece cable are provided at checkout.

· When the computer is turned in, the Circulation employee will check to make sure the 2-piece cable is included and that the laptop contains all of its visible hardware (battery and DVD drive).

· When the laptop is returned, the Circulation employee will plug it into a power cord inside the cabinet.

General Information
· The laptops are wireless capable on all three floors.

· They are running Windows XP and are loaded with Microsoft Office Suite 2003.
· Student may save files to the My Documents folder on the desktop, but those files will be erased weekly.

· To print, students will have to save a document to their own memory device and print it off at a computer in Reference. 

· The laptops circulate for 2 hours and may be used only in the Library.

· They may be renewed once.

· We will not place holds on them.  As with other reserves, they will be ‘first come, first serve.’

· To access the wireless connection, the student should click on the icon at the bottom toolbar that reads “Open VPN GUI”, and enter the user name and password.
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