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i 4.0 OPERATING INSTRUCTIONS r

4.6 DEBINDING
1. Place document to be debound as follows:
A. Bound edge against Backstop "E".
B. Small hole in bottom strip over Locating Pin "D™.

C. Edge of document next to Bind Edge Guide "B”

2. Once the document fo be debound is properly located. press the Debind Button "M" to place in
debind mode.

3. Lower the Pressure Bar "C" onto document, and the machine will go through the debinding
cycle.

4. Immediately after the Pressure Bar "C" raises (approximately 25 seconds), remove the
document and peel the top strip off.

5 Press either Standard Biné Butien "K". or Fzst Bind Button "L” to place the machine back in
binding mode

Figure 4-5
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4.0 OPERATING INSTRUCTIONS I

4.4 DOCUMENT ASSEMBLY

1.

Insert the bottom strip (strip with holes) into the Strip Recess "F", textured side down, fitting
the small hole i strip over the Locating Pin "D" which protrudes slightly from the bortom
surface of the Strip Recess "F". Note, The position of the Locating Pin is indicated by the
arrow painted on the Backstop "E". When the strip is correctly positioned, the hole closest to
the left end of the strip will be aligned with the vertical line on the Backstop "E".

Place the punched document face up (first sheet on top and last sheet on bottom) on the Bind
Platen "G", with the left edge of the document next to the Bimd Edge Guide "B”, and the
punched edge resting against the Backstop "E". Note: The Bind Edge Guide "B” is praperly
adjusted when the punched holes of the document are aligned with strip holes and the left edge
of the document is resting next to the Bind Edge Guide "B".

The maximum binding capacity of the machine is 3 inches. If document is to be enclosed In a
soft cover, the front and back covers must be assembled as shown in Figure 4-3, and bound into
the document at thus tims. If document is to be enclosed m a hard cover, VeloBind endsheets
must be bound into the document at this time. The endsheets are placed on the front anc back
of the document with the printed release paper facing out, and the plain white sides facing the
first and las: sheets of the document (The hard cover will be attached to the document after the
bmding is completed.)

Tnser: the top strip (sirip with pinsd into the holes in the document and bottom st-ip  Press the
tep strip down firmly until it contacts the top sheet of the document

Tep Strip

Endsheets or Document Covers

Deocument

Bottom Strip~~

Figure 4-3
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4.2

‘ 4.0 OPERATING INSTRUCTIONS ]

OPERATIONAL COMPONENTS DESCRIPTION

A,

PIINCH EDGE GUIDE: Adjustable guide usea ic position document 1o be punched In
"auto" punch mode, inserting document next to this guide activates punch cycle
immediately.

BIND EDGE GUIDE: Adjustable guide used 10 align documents for the binding and
debinding cycle.

PRESSURE BAR: Exerts pressure on and holds document in place duning the binding and
debinding cycle.

LOCATING PIN: Centers the strip pins for binding and debinding The small hole in the
bottom strip must be placed on this pin for proper machine operaticn.

DOCUMENT _BACKSTOP: Serves to position document correctly, along with the

locating pin and bind edge guide, so holes are aligned for easy insertion of top (pin) strip
The scale on the backstop measures document thickness for selection of pin strip length, or
appropriate hard cover size.

STRIP RECESS: The strip recess supports the bettom strip.

BIND PLATEN SURFACE: Surface where document is piaced for binding after it is
punched.

PUNCH PLATEN SURFACE: Surface where document is piaced for punching noles

DEBRIS TRAY: Located in base of machine. collects excess paper and strip debns, and
contzins operating instructions. Empty frequeatly

OVER 1" BUTTON: Pressing this button places the machine in standard bind mode. The
standard bind mode is recommended for documents where maximum birding strength is
required

1" AND UNDER BUTTON: Pressing this button places the machine in fast bind mode

B:nc cveie is cut in half from standard biné mode.

DEBIND BUTTON: Pressing this button places machine ir debind moce for debinding
documents

AUTO PUNCH BUTTON: Pressing this buston 2/iows the operator 1o actuate the punch
cvcle automatically by placing the paper stack next to the punch edge guide.

WAIT LIGHT: Iluminates after Or Butior presse¢ - indicates machine is in warm-up
mode Gees out when machine is ready

READY LIGHT: MHluminates after approximately <5 seconds. Indicates machine is ready
to bind.

MANUAL PUNCH BUTTON: In manual mode, this button must be depressed 1n order
to punch the paper stack.

LED DISPLAY: Allows technician to set debind t'me, temperature, and to check the
counter.

TRAY AJAR LIGHT: Lights to indicate debris tray is improperly inserted into base of
machine.

ON BUTTON: Pressing this button turns machine on.

OFF BUTTON: Pressing this button turns machine off.
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‘ 4.0 OPERATING INSTRUCTIONS I

4.1 OPERATIONAL COMPONENTS LAYOUT
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4.3

[ 4.0 OPERATING INSTRUCTIONS [

PUNCHING

1.

2.

ta

Push On Button "R" to turn machine on.

Looser Punch Edge Guide Knob, and position Punch Edge Guide "A" so line on decal
matches paper size line on Punch Platen "H". Proper positioning of the Punch Edgs Guide
"A" allows correct punching of your dosument to ensure it does not extend beyond the SUFIp
on either encé when beund

Select th2 desired punch mode

A To select "Automatic Punc: Mode”. press Autc Punch Button "N".  Insert your
éocument inio the Purch Throat squarelv ‘ust to the right of the Punch Edge Guide "A”
and slhide your documemt ieft to the Punch Edge Guide "A" 1o activate the punch cycie
(lhe rmetal piece you see insice the guide is the punch cycle 'tngger” or “actuator”).

B. Tc purch manuaily, insert your document into the Punch Throat squarely next to the
Punch Edge Guide "A". and press the Manual Punch Buttor "O".

Punch a tes: sheet of paper Fold punched test sheet to check punch hole focation and
alignment from edges of paper to ensure holes are equally spaced from edges of sheet (see
Figure 4-2) Adjust Punch Edge Guide "A” if necessary. and recheck test sheet punched
after acjustment.

Afler ensuring your Punch Edge Guide "A" is properly positioned. tighten the Puncih Edge
Guide Krob, jog documert to be punched so all edges are even. and insert document into
Punch Throat according 1o step 3-A or 3-B instructions depending on punch mode seiected.
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{4.0 OPERATING INSTRUCTIONS I

4.5 BINDING

(5]

Fiy

Press Bind Button "K" o7 Fast Bind Button "L” to place machine In desired binding mode.
Lower the Pressure Bar "C" onto top binding strip and document stack.

The binding cycle wili begin immediately and automatically.  When the binding process 1s
completec (approximatelv 16 seconds in “standard” mode, and 10 seconds in "fast” mode), the
Pressure Bar "C" will raise automaticaily, 2nd the bound document can be removed.

The Debris Trav "I shouid be checked and emptied frequenily if the machine is used
consistertt,  If periodically vsed. Debns Tray "} should be checked and emptied ¢n a dally
basis. Make sure tue Da2oris Trav "J 1s reinseried properly and completely into the Base
Machine wil, not operate i the trav is inzorrestly positioned

Figure 4-4
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