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4. If equipped, insert the optional Multi-Sheet Feeder into 
the four slots located on the top cover (Fig 3). 
Note: Technical assistance is required to install the multi-
sheet feeder components if it is purchased separetly 
from the folder.

5. Make sure the power switch is in the “OFF” position.  
Plug the power cord into the power inlet and the wall 
outlet.

Fig. 3
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No. NAME FUNCTION
1 Counter Display 6-digit resettable counter

2 Counter Reset Icon Resets the counter to “000000”

3 Start Icon Press to start the Folder

4 “1X” Icon Test folds one document
5 AutoBatch Mode Icon Press to enter the Batch mode
6 Stop Icon Press to stop the folder
7 AutoBatch Mode: 

Number Folded Sets
Press to enter the number of batched sets (up to 999 sets)

8 AutoBatch Mode: 
Number of documents

Press to enter the number of documents in a batched set (up to 999 documents)

9 AutoBatch Mode: 
Delay between sets

Press to enter the time delay between each set (up to 99 seconds)

10 Home Icon Press to return to the main screen

CONTROL PANEL
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Thicker paper from 28 # up to 65 # may require special stacker 

wheel setup moving the stacker wheels closer than the position 
“A” slot.  

If stacking is inconsistent move the stacker wheels from the 
standard position #1 (Fig. 12a) to the thick paper weight posi-
tion #2 (Fig. 12b) as indicated in the pictures below, position # 2 
may also be good for small folded documents. 

Fig. 12a - Standard Stacker Wheel Position

Fig. 12b - Thick Paper Weight Position

Position 1

Position 2
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STACKER WHEEL SETUP FOR THICK PAPER

REMOVING OUTFEED COVER

The outfeed cover can be removed to access the exit roller.  
To remove, unscrew thumbscrews that hold the cover in place    
(Fig. 13)    

Outfeed cover

ThumbscrewsFig. 13



REMOVING INFEED TIRES

The infeed tires can easily be removed for cleaning and replace-
ment.  Remove the Allen screw located on the left side of the feed 
tire shaft (Fig. 14a).  Slide the shaft to the right to release from the 
side frame and remove (Fig. 14b). 

Allen ScrewFig. 14a

Fig. 14b
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OPERATOR MAINTENANCE
1. It is recommended to let forms cool for one-half hour, from the laser printer, before folding.  This allows toner to set 

on the forms and static electricity to discharge.  The FD 402 Jogger is recommended for best results.  The Jogger 
squares the forms and dissipates heat and static electricity created by laser printers.

2. Clean in-feed tires and fold rollers with Formax recommended roller cleaner & rejuvenator to remove paper dust and 
toner.  A Formax Cleaner Kit is available from your dealer. A damp cloth with water is the best alternative.  

CAUTION:  Do not use any chemicals other than the roller cleaner & rejuvenator or water.

Fig. 15 Fold Rollers

1. Make sure machine is turned off and unplugged.  All folders 
have four (4) rubber rollers (Fig. 15).

2. Remove the upper and lower fold plates.       
3. Using Formax roller cleaner, spray a new cotton cloth until 

the cloth is saturated.  Wipe the wet cloth in a back and 
forth motion making sure to clean the entire surface of the 
fold rollers.  Next use a dry cloth and wipe off excess toner. 
The cloth should be covered with black toner surplus from 
cleaning the rollers.

4. Run 10-15 sheets of blank copy paper through the folder to 
ensure all cleaner has been removed from the fold rollers.  
Running blank sheets will remove any excess residue of 
cleaner on the rollers.   

CLEANING PROCEDURES:
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ERROR SCREENS

Paper Mis-Feed / Paper Jam

A mis-feed has occurred. Reset the stack of paper in 
the in-feed and press the “           “  icon to resume op-
eration. A Paper jam has occurred in one of the areas 
indicated. Turn the folder to the off position and un-
plug. Check the area indicated for paper and remove. 
Replace the fold plates and plug the folder  in and the 
power on.

There is no paper in the in-feed. Reload paper and 
press the “            “ icon to resume operation.

The top cover is open. Close the top cover and press 
the “            “  icon to resume operation.

Paper Out Cover Open






