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Kamiak Chromebook Cart Training 
 
Cart Check-Out 
 

❑ Use the SharePoint calendar to reserve a cart 
● Staff Portal -> Schools -> Kamiak -> Chromebook Cart Schedules 
● Double-click the date you want to use the cart 
● In the title box enter your name and the period number(s) for which you would like to use the 

cart 
● Enter your room number in the location box 
● Leave time for transport 

❑ First resource for cart check out would be the cart geographically closest to your location. 
● If that cart is already booked, then check the schedule for the two carts located in the library.  

❑ Carts can be booked throughout the end of the semester. 
● Second semester booking begins after January 1st. 
● Computer lab reservation will remain up to three weeks in advance 

❑ Before checking out the cart, check to make sure that nothing is missing.1  If anything is missing, tell 
the cart herder staff via email.   

❑ Chromebook carts are not available for use by Guest teachers. 
❑ When you pick up a cart, be sure to take the cart keys with you! 
 

In the Classroom 
 
❑ Insist that students check the condition of their laptop at the beginning of each session.  If there are 

problems, note them on the sign in sheet for that session.  Be sure the top line of the sign in sheet is 
filled in showing the date, teacher name and period. 

❑ Have students sign out a computer (or you can do this ahead of time) using the Laptop Signup 
Form.  This is very important so it is possible to track problems and talk to the student who used 
the computer if something goes wrong.  

❑ If there are problems connecting to the network or anything else please call or email the library staff.  
 

End of Period or Day 
Click your account icon in the lower right corner, and choose sign out.  
At end of day, click Shut Down, or hold the power button until the Chromebook turns off. 
Wait until you have a blank black screen before closing the lid and placing the computer carefully on the 
correct shelf.  

❑ Return all laptop computers to the cart. Store laptops on the correct shelf with the numbers facing 
out 

❑ At the end of the day each computer must be plugged into the power supply on the correct shelf. 

                                                 
1 The cart components include the following items: 

  
✓ Door key on a lanyard 
✓ 33 Dell Netbooks 

 



Page 2 of 2 

❑ Always check to be sure the power cord is disconnected before moving the cart.  Rewind the power 
cord on the side of the cart. 

❑ If a Chromebook has issues complete a line on the incident log and put a post-it on the Chromebook 
so it is obvious to the next user that the item has issues.  

 
Cart Check-In 

 
❑ Double check to ensure the key is returned and that the Incident Log and all laptops are present and 

correctly stored on the cart. 
❑ Return the cart to its home location by 2:15pm. 

 
* Tips-reminders: 

➢ Check the percent of the battery at the beginning of the session.   
➢ It is your responsibility to know how to use the cart and equipment.  Take the time before you 

use it to become familiar with all of the equipment.  Help/support can be provided, but please 
don’t expect instant or last minute help. 

➢ Have a back-up lesson plan in case something goes wrong. 
➢ Allow class time for set-up and takedown. 
➢ If you want the students’ attention, have them close their screens. 
➢ Students can save their work to OneDrive or Google Drive.  When on Chromebooks they will 

not have access to My Documents.  
➢ Share information with students about security and consequences for liability if negligence is 

proven. The cost of these machines is $600.00.  
* Standard computer usage rules apply 

➢  Food, beverages and gum are to be kept away from the computers and the cart. 
➢ No touching the screen.  Keep pens and pencils and fingers away from the screen. 

 
 
Gross negligence in Chromebook and/or cart care will result in loss of ability to check out Chromebook carts. 
 
Laptop Check for Understanding: 
 
How do you sign up for the Chomebook carts? 

What do you need to be sure is with the cart as you take it to your classroom? 

How do students get Chromebooks from the cart? 

What paperwork/documentation do you need to be sure is completed each period? 

Where can they save their work? 

What steps need to happen when using Chromebooks laptops before the end of the period? 

 
Teacher Name: ______________________________________________ Date: ___________________ 
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