
PROCEDURES FOR USE:

1. For computer protection, please complete the sheet located in each computer cart when the cart is
in your possession. It simply asks you to check to be sure all the computers and chargers are there
prior to and at the end of use.

2. After unlocking the cart, remember to spin the combination dial so students do not see the
combination that was used to open the cart. Keep the lock in a safe location. If you feel that the
combination has been compromised please contact your technology support specialist and the
combination will be changed.

3. Always keep the cart locked in between classes. Students know this is a hectic time for teachers as
students enter and leave the classroom, often asking questions. There may be an opportunity for
computers to go missing during these few minutes.

4. Assign each student a computer number so they use the same computer consistently. This is a
huge help in locating work if he/she accidentally saves to the desktop instead of the network folder.

5. In order to best protect the computers from student misuse, substitutes should not be overseeing
students while they are using computers. Prepare alternate lesson plans if there is a substitute in your
room while you have a computer cart.

6. If a computer is running low on battery life, unplug the brick charger from the cart and attach an
extension cord to charge; do not unbind the cord on the brick charger.

PROCESS FOR SIGN-OUT:
PLEASE NOTE: Eduphoria is only available while on the school's network;

you will not be able to access from home.
1. Go to www.pgsd.org >> Look under STAFF in the right hand corner >> Select WORK ORDERS
>> then TECHNOLOGY WORK ORDERS
2. OR help.pgsd.org will take you directly to the Eduphoria log in screen
3. Sign in using your Pottsgrove network username and password



5. Select FACILITIES & EVENTS

6. Select MAKE A RESERVATION

7. Click on HIGH SCHOOL



8. Click on MOBILE CART

9. Select ONE cart then click NEXT at the bottom right of the page



10. The next screen looks like this --- instructions for maneuvering through this page are below the
image

DATE OPTIONS:
• Specific Date
• Between Specific Dates - selecting a date range
• Multiple Dates - selecting dates that are not within a range

TIME OPTIONS:
• Specific Time (most commonly used)
• Between Specific Times - search for time available for a set duration - available times will be

displayed in 30-minute increments
• Multiple Times - search for multiple times available for a set duration - available times will be

displayed in 30-minute minute increments

SEARCH OPTIONS:
• Be sure to have this box checked so you only see the carts that have not been signed out already.

11. After deciding on the date(s) and time(s), click NEXT at the bottom right of the page.

12. A screen will appear to show you all available computer carts for the date and time selected.



13. Select the cart you would like to reserve and hit NEXT on the bottom right of the page.

14. On the next screen, under TITLE - type in your name. Under REASON, provide a brief
description of how the computers are being utilized. Include website links if applicable. Click NEXT
and FINISHED when done.



15. A CONFIRMATION screen will appear for you to double-check information before submitting.

16. Your tentative request will be submitted and you will be notified via email when your request has
been approved or denied. You will also be notified via email if there has been any change to your
original reservation (times, cart numbers, etc.)


