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Below please find instructions on how to complete a quarterly inspection report and to ensure that your AED unit is functioning properly.  

1. Look for the key that should be located inside of the AED cabinet.
1. Insert the key on the left-outside of the cabinet and turn it as if you were opening a lock.  This should turn off the alarm; if it doesn’t then you need to turn the key the opposite direction.
1. Remove the AED unit from the hooks and place it on a desk lying flat as if you were going to use the unit.
1. Look at the left side (if lying flat) has the Rescue Ready and a lime green circle should be visible.  If it’s red then either the battery is dead or something is wrong with the AED unit.  (Please call us at that moment if it’s red).
1. Take off the snaps from the side of the blue case and press on the yellow tab (in the center) to open the lid.  
1. The unit will start talking “Tear open package and remove pads”.  (You may cover the speaker since this is pretty loud).  
1. Once the unit has stated that message, look at the lighted green bar(s).  Each bar is 25% strength.  The more bars you have the more strength the battery has. 
1. Look at the electrode pad and write down the date and lot number (sample picture w/highlighted area).[image: C:\Users\magomez\Desktop\AED pictures\A.pad sample pic.PNG].
1. Close the lid and put the snaps back on.  Give it a second and reconfirm that the Rescue Ready lime green circle appears.
1. Stand the AED unit and look in the rear zipper compartment.  There should be another adult electrode pad and possibly a child electrode pad (sample picture w/highlighted area). [image: C:\Users\magomez\Desktop\AED pictures\C.pad sample pic.PNG]  Look at the electrode pad and write down the date(s) and lot number(s).  
1. Also in the rear zipper compartment there should be a CD tutorial.  You may use that for an AED mini training on the computer.
1. Close the rear zipper compartment when done, and return the AED unit to the cabinet hooks.
1. Remember to turn the key from the left-outside of the cabinet to turn on the strobe alarm.  
1. Test the alarm by removing the AED unit from the hooks.  Once you hear the alarm, set the AED unit on the hooks again.  
1. Take out the key from the left-outside of the cabinet and return it to the inside of the cabinet.

Please note that these instructions will also help you answer the questions on the quarterly inspection report. 
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