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Purpose:  The purpose of this document is to instruct the user on how to check the status of the battery both physically and in Windows
I. Checking the battery (Physically)
a.  IMPORTANT: Before you continue, please verify that the laptop is shutdown and unplugged. See “Shutting Down a Laptop”
b. Turn the laptop upside down so that the bottom of the laptop is face up.
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c. Slide the indicated button over as illustrated. The battery should release and come out of its slot. Pull the battery out from the area indicated by the red circle.
d. Now that the battery is removed, on one of the sides there is a button with an image of a hand on it. Press this button and a meter below will indicate how much power the battery has. 
e. The meter will then display a percentage of how much power is still available in the battery. Generally it is acceptable for use if the meter read anywhere between 40 and 100. If the meter reads 20 or less the laptop has limited power and it would be best to use a different laptop. By default the battery should be charged before use. If the battery has low power and needs to be replaced, see Section III in this document for instructions.
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II. Checking the battery (Windows)
a. This method of checking the battery is done while the computer is running and logged into Windows.

b. In the lower right hand corner of the screen, there is a series of icons and a display of the time. One of these icons depicts an image of a battery. Move your mouse over this icon (indicated by the red arrow) and it will display how much battery life is left.
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III. Getting a New Battery

a. If there is a situation where a battery needs to be replaced, immediately return the uncharged battery to the charger in the closet where you got the laptops from. You may take a replacement from the charger. It is important that the uncharged batteries be recharged, so please do not wait until the end of the period to return the uncharged batteries.  
b. Both laptop cart locations have two chargers with a spare battery for each laptop.
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