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1. If you would like to change your sound from internal laptop speakers to your external headphones, 

a. Click on the volume/speaker symbol in the bottom right of your taskbar 

i.  
b. Click on the ^ symbol to show the full list of available audio devices. 

i. Click on the playback device you’d like the audio to come out of. 

1.  
c. Plugin in your headphones or other device on the side of the laptop. 

i.  
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Bluetooth Connections 
2. If you have a device that has Bluetooth connection capabilities (ie. earpods, speaker, phone, 

printers, laptop mouse), you can connect them to the laptop in a few steps.  

 

i. Go to Window’s Start → Settings → Devices → Bluetooth & Other Devices 

 

ii. Once there, choose More Bluetooth options on the right hand side and check “Allow 

Bluetooth devices to find the PC.” 

 

 
 

iii. On the device you want to connect, under Bluetooth settings, the library laptop will 

appear as LL-CHECKOUT(and the number of laptop you have checked out). If you are 

pairing a speaker, just make sure that it is in pairing mode. 
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i. Once you select the LL-CHECKOUT on your device, a notification will appear in the 

lower right corner to accept the Bluetooth connection and pair the devices. 

 

2. Note: When you restart or turn off the laptop, you will need to re-pair and re-enable the Bluetooth 

connection, as the laptop restarts in a default state without saving any personal settings. 
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