San Bruno Public Library 
Netbook Checkout Information Guide
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The library currently has [three] Acer Aspire Netbooks for check-out to Peninsula Library System cardholders in good standing with a Netbook Circulation Agreement Form on file.

· The Library is not responsible for any loss or damage to user’s personal storage devices
· Netbook may not leave the library

· No food or drink is allowed near Netbooks

· All Netbook check-outs are on a first come-first served basis
· Netbook is checked out for 1 hour.

· No Holds or Reservations 

· Netbook is due 15 minutes before the library closes.
· Netbook may not be renewed

· Users are advised not to leave the Netbook unattended

· Netbook needs to be returned at the Reference Desk

· Person is ONLY allowed to check out one Netbook at a time.

· CD/DVD external drive and headphones are available upon request. 

· Audio files must be played with a headphone.

Check out procedure
· Users borrowing a Netbook must read and sign the San Bruno Library Netbook Check-out Policy and abide by the San Bruno Library Public Use Computers and Wireless Access Policy.
· User is required to present a valid Peninsula Library Card and picture ID at the time of check-out.  

· A Netbook check-out agreement must be on file to check-out a Netbook.
· The Netbook is inspected by a staff member prior to check-in.  

Hardware included with all check-outs

· Acer Aspire One Netbook

· Battery

· AC Adapter

Connecting to network

Netbooks run on the San Bruno Library Wireless Access.  This is an unsecured network.  The Netbook should automatically connect to the wireless network.  If you are unable to establish a connection, restart the Netbook. The Netbook cannot be connected to the Library’s wired network.  

Software

· Windows XP 
· Adobe Reader

· Windows Media Player

· Microsoft Office 2007 

Word | Excel | PowerPoint | Publisher | Access
· Internet Explorer

· Norton Anti-Virus

· Adobe Photoshop Elements

Printing and Saving Files

Wi-Fi printing is currently not supported.  Files can be saved to a removable storage device or emailed.  All files saved to the Netbook will be automatically deleted upon rebooting the Netbook.
Computer Hardware and Software problems

· Please notify the service desk of any Netbook hardware and software problems

· Please notify staff of any damage to the Netbook immediately.

Fine and Fees

· If the Netbook is returned late, the fine is $5 per hour for a total of 10 hours.

· Overdue notice will be sent 24 hours after the Netbook is checked out.
· If Netbook is not returned, you will be billed for the full replacement cost of Netbook plus a processing fee of $50.

Lost or Damaged Equipment

· $640 - Automatic replacement charge if Netbook is declared lost.  If the Netbook is returned, the lost fine may be removed minus any damage fee. Overdue fine will apply.  
· $50 – Non Refundable processing fee once the Netbook is declared lost.
· Netbook replacement charges for equipment is as follows:

Acer Aspire Netbook
 
$ 440.00
Battery   -


$ 130.00
 AC Adapter
 

$ 70.00
CDRW/DVD drive
 
$ 50.00
Headphones


$ 25.00



