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Punch Unit

Mode Switch Button

Paper Jam Indicator

Die Set Channel

Cable Socket For Auto Feeder
Power Cord Socket For Auto Feeder
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Paper Chip Container

Paper Holder 
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Side Guide 
of Stooper

Guide B

Paper Delivery Track

Guide A

Signal Connecting Cable

Guide B

Guide C

Guide A

Stacker Unit

Allen Key Wrench  #8

E

E

A. Screw Locker for Side Guide
B. Micro-Adjusted Knob for Side
    Guides
C. Arrow for Side Guide
D. Punch Ruler Guide
E. For 3R、31M Punchdie
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Stacker Unit

Punch

by One Person

2. Connect the Punch Unit and Collecting Unit by locking 3 screws and attaching the 
    connection cable. 
   

2

8.

9.

10.

6.

7.

11. Never fix the                        by hand without powering off the unit and unplugging the power cord.

12. Turn off the power of                       before changing dies or maintaining the machine.

13. Punched sheets are delivered from the stacker unit to the collecting unit. Be reminded
      to keep fingers, hair, jewelry, neckties, and other loose clothing or objects away from the 
      delivery trail.
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3. More punch patterns may be available.Contact your dealer for our most up to date list of 
    punch patterns.
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5. Make the appropriate adjustment to select the Depth Margin position best suited for your 
    job. There are 4 available depth margin positions in each punch die (2mm, 3mm, 4mm 
    and 5mm from edge of paper to the nearest edge of hole).Adjustments can be done by 
    PULLING or PUSHING the Depth Margin Control Bar towards the LEFT or RIGHT side 
    of the machine.See Picture 4
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To avoid partially punched holes,follow the simple steps below to disengage (remove) 
the corresponding punch pin in the die set.

For most standard sheet sizes,you can easily find the holes that need to be disengaged 
(removed) from the Punch Ruler Guide label on each die. Just look for the sheet size that 
you are using, and identify the appropriate punch pin that will create a partial punched hole 
in your sheet. See examples below
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See Picture 1

See Picture 2

See Picture 3
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power
LED
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Line up here 
for 14”punch.

Line up here 
for 41 OVAL punch.

3. Press ”mode” button at 
    manual control panel 
    to select the preferred 
    mode. 

If the paper chip container  
overflows, the punch die or
the machine may be damaged. 

1.5mm Thickness

Micro-switch

    Punching Modes 
    Auto Mode : Insert sheets
    into the punch throat from
    right-hand side of the 
    machine, then slide it 
    towards the left to activate
    the automatic punching and 
    paper ejection.

    Foot Pedal Mode:
    Activate the punching and 
    paper ejection by stepping 
    on the foot pedal.

See Picture 4 4

Paper Chip Container

Punch Only Mode:
Activate the punching
action by stepping on the 
Foot Pedal. Paper will not 
be ejected.

Maximum single punch 
capacity of 25 sheets 
(20 lb paper). The number
 of sheets depends on the 3R、31M Punch die 
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1. position guide a.b by different sheet 
    size .
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2. Lift paper delivery guide.

3. Adjust paper stopper to match the 
    size of the punched paper.

4. Pull out the guide C when punching  
    A4 size sheets.  

Guide B Guide A

Paper Stopper

Guide C

Paper Delivery Guide  

A4

A4

A4

See Picture 1

See Picture 2

See Picture 3

See Picture 4
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Stacker Unit Setup

A4
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See Picture 1

See Picture 2

See Picture 3

See Picture 5

See Picture 4

See Picture 6
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TROUBLESHOOTING

  #8 Allen Key Wrench  

#8 Allen Key Wrench  

#8 Allen Key Wrench  

#8 Allen Key Wrench  
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 remove the power cord from the machine.
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and the correct mode

overflowed.

11

Paper Chip Container Paper Chip Container

is selected.

Punch again with reduced number 
of sheets.

#8 Allen Key Wrench  #8 Allen Key Wrench  

The Die-In Indicator Light on the 
Control Panel is ON.
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The Power Indicator Light on the 
Control Panel is ON.
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MISUSED
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