Laptop Issues and Solutions

Missing Icons:

· When student is logged in: Press F5 on the keyboard or right click the desktop and choose refresh.

· If the icons never appear when student logs in, you should restart once. Then log back in. 

· If the icons appear, great. If not, leave the laptop logged in and put it to the side for the rest of the class period. If icons appear before the end of class, students can use and/or shutdown and put back on cart. It will be ready to go for the next student.

· If the icons do not appear, please sticky note that laptop and turn in an IT that the icons won’t appear.

· If the icon’s not appearing becomes the norm on certain laptops, please make sure that you do an IT with the numbers of the laptops that continue to freeze and not display icons on start up. 

Laptop Speed: Laptops are slow upon logging in, shutting down, or to respond.  
· Updates: It is critical that updates are done on a regular basis.

Updates “build” on each other therefore when updates are missed all updates must be done at one time. 
This is not only time consuming it also causes a trickle – down effect of laptop problems.  
· Remember students can do the updates and teachers can instruct the students to do this each week. 
· Remember “extra” unassigned laptop that is not used regularly when doing updates.

· Run updates for Adobe, Java, or Windows.  It is important that the students run them and restart if prompted. 
· Click the windows update icon to run the update. (appears on the taskbar to indicate that Windows updates need to be run)
· Click the coffee pot to run update. (appears on the taskbar to indicate that Java updates need to be run)
Taskbar (Start) moved: Return Taskbar to original location
· Click, hold, and drag in the blue space between Start and the next vertical divider line on the taskbar.  Drag the task bar back to bottom of screen. (It looks like it is not coming with you, but it will. Try again.)

Monitor display is flipped on its side:

· Press ctrl + alt + the arrow key (right arrow to flip on its side up arrow to flip back, etc.)

Screen is too dark:

· Fn + arrow up to increase the brightness of the screen,
No Sound:

· Click the megaphone icon on the right of the taskbar, and make sure the volume is not muted. 
· Press the Fn and Page Up keys simultaneously on the keyboard (the one with the volume up symbol) to increase volume.  
· Detach headphones.
Can’t log in or network unavailable:

· First check Wi-Fi connection.  Wi-Fi connectivity indicator light is different on different laptop models. There should be a small lit up wifi or antenna looking icon that indicates wifi is ON. Make sure you know where that indicator is. The way you turn on wireless is different on each model. Fn +F2 is a solution for some models. (The Fn + F2 keystrokes also toggle to turn off the Wi-Fi.)  There is a switch on the left of some models and on the right of others that turns on/off wireless. 
· Wait at LEAST 15 seconds for the wireless connection to occur.  Empower the students with knowledge of checking and activating Wi-Fi.
· Dell Netbooks (2nd and 3rd) right-click the Wireless Network Connection –bottom, right task bar, View Wireless Networks, MBS, Connect.  Wait at LEAST 15 seconds for the wireless connection to occur.  Empower the students with knowledge of checking and activating Wi-Fi.
Untidy Laptop Cart:

· Monitor students when they plug laptops into the cart to avoid fraying cables.  (If you do see a frayed cable, please remove it from the cart, do an IT for that cable using the laptop name and place it on top of the cart with a note for the Tech. Office.) It is under warranty and can be replaced.

· Place laptops in the cart the way they are given to you at the beginning of the year.
· It is the teacher’s responsibility to manage the usage of laptops and the proper return of laptops to the cart just like she manages all other aspects of her classroom. 
Missing keyboard keys:

· Report problem in IT Direct.

· include service tag number (found on back of laptop)

· include laptop name (written on the top of the laptop, example: MBE-LAP6400-21).  

· Record the problem on cart chart (should be posted on top of cart). 

· Place a sticky note on the laptop with the problem so student will know it has been reported.

· Have in place a procedure for students to immediately report any missing keys or other problems. 
· If problems exist when your class gets the laptops and problem is not noted on the laptop or the cart chart notify the teacher last scheduled for the cart of the laptop number and problem so he/she can talk to her student who uses that laptop. 
· Let the students know that you are on top of this, and it will quit happening. Part of the Technology Policy Usage Agreement states that if they misuse the technology, can result to loss of access.  Implementing and following through with good work ethics in the beginning will make for a much better year.  
· If vandalism, due to misusage or mismanagement continues to arise in a classroom, an administrator can be brought in to the situation in order to determine a solution to the problem or may result in loses of access to the laptop cart.

Not  enough access to the laptops:

· Pre-plan all projects. Have a time-line for each step of the project. Example 1: If a student is doing a PowerPoint slideshow, he should have all slides laid out on paper before he touches a laptop. All text should be entered on the slideshow first. Then pictures can be added. Limited time should be given to the addition of transitions, animations, and sounds. Timeline: 1 class period for adding slides and text. 1 class period for pictures and sounds, etc. (2 days) Example 2: If a student is doing research, the teacher can provide sites for him/her to visit, or the students could preview sites at home so they are better pre-pared for the day. 

· Schedule well. Make sure you are getting the full-usage out of your laptop cart. Be flexible. Someone may need the cart for 3 days in a row, but then may not need it again for two weeks. Share well. Talk to your team and see if your needs can be met by re-scheduling. Don’t schedule the laptops if you don’t need them. If you have them scheduled, and change your mind, let the other teachers know. Don’t be a laptop hog. (
· Other options: Can you use available time in the computer lab? Can what you want to do be accomplished by the students watching you on the computer via the big screen? Do you really need to use the laptops to do what you are doing? Could you schedule with LMC during available times when they don’t have a class to bring your class in and use the computers in the LMC—this would be something students could pair up for like research since there are not enough computer for each child to have his/her own? Do you need someone to help your team with scheduling?

General Laptop Tidbits:

1. Grade Levels are responsible for scheduling laptops among the classes. Laptops should never leave the school or be loaned to other grade levels. The technology representative from each grade level should turn in their schedule of use for the laptop cart to the technology coordinator at the school.

2. Assign students a certain laptop by number so they are using the same laptop each time in your class. The technology representative from each grade level should turn this list for each teacher on his/her grade level to the technology coordinator. This is good for management purposes and for tracking problems that occur on a certain laptop. There are certain Internet and Windows settings that have to be set per user, so this will save time when students log in and are working.

3. Be sure that students shut down the laptops and let the monitor go completely black before closing the lid and putting them up. 

4. Plug the laptop in during times when the student will be out of the room such as lunch and PE back-to-back to help keep the battery charged. Make sure that the power is plugged in securely to the back of the laptop and to the powerstrip inside the cart. Make sure that the cart is plugged in to a power outlet in the room and that the switches on the back of the cart are on (lights will show beside switches on back of cart.)
5. Monitor students while they are using the laptops. We have had instances where the internet filter has gone down. Students are not allowed to attempt to change any settings including display settings on the laptops.

6. Keep cart keys and/or combinations codes (4th, 5th and 6th) in a secure location—not in or on the cart.  Do not share keys or combinations with students.

7. Teachers should clean laptops periodically with compressed air for the keyboard and a damp cloth on the monitor.  Do not spray liquid directly onto the monitor.  
8. We do not store laptop carts in the hall. The movement of carts should be by the teacher or supervised by the teacher so that the power on the back of the cart and the keys on the front are not knocked on door facings and messed up. 
