OPERATING INSTRUCTIONS
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A4 PAPER FOLDER

DESIGNED & MANUFACTURED IN AUSTRALIA

PLEASE NOTE:  IT IS ESSENTIAL THAT ALL OPERATORS

BECOME FAMILIAR WITH THE INSTRUCTION MANUAL

BEFORE OPERATING THE MACHINE.

Ver 1.3
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Service & Supply

WARNING
· DO NOT connect power until you are ready to set up and operate the machine.

· This machine contains moving parts. Keep hands, hair, loose clothing and jewellery away from all moving parts as this could result in serious personal injury. Do not operate unless all covers and guards are correctly secured in place.

· Service or disassembly of the machine should only be carried out by your local service agent.

· Never lift or carry the machine by fold plates, feed tray or stacking tray.
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UNPACKING & FITTING FOLD PLATES

“Fold Plate 1” will need to be unwrapped and fitted into the machine.

Position the machine as shown in the picture.

“Fold Plate 1”  fits into the right hand side. ( Sticker side up )

DETAILED DESCRIPTION FOR FIRST TIME USERS.

The “Fold Plate ” fits onto the 2 stainless steel bars, in the machine.

Looking at the side of “Fold Plate 1” you will see near the opened end a U shape slot. This slot is for clipping to the bar.

Locate this end first, onto the inner bar, by sliding the plate above the inner bar but under the top cover. 

pressing firmly towards the inner bar & Allowing the back edge to slightly lift. The outer bar should align with the centre U 

Then press the top back edge down to lock it onto the outer bar.

TO CHECK

A quick look under the plate will show if both sides have fully seated.  Both sides should be even, & it should not be jammed against the rollers.

As shipped  “Fold Plate 2”  will be fitted.

Normal position is open end in, curved end out.

To remove “Fold Plate 2” 

Position the machine as shown in the picture.

Use your left hand place your thumb on the adjustment knob.

With your fingers reach under the plate & hook around the fixed bar.

Squeeze your fingers to press the fold plate in and up.

Keeping it up let it spring back and out. Pull it free from the machine.

The 2 stainless steel bars, in the machine, are for its mounting.

The top bar is spring loaded, and will push up to allow the plate to fit

“Fold Plate 2” can be fitted either “open or curved” end in as required.(sticker side up for both.)

Release The “Multiple Sheet Feed Arm” Push forward it should spring up.
As shipped the “Multiple Sheet Feed Arm” should be locked down.

OPERATING PROCEDURE

1. Pull out the “paper support bar” to its furthest position.

2. Pull out the “Stacking Tray” to the desired position.

SETTING THE PAPER STACKING TRAY

To achieve sequential stacking, pull out stacking tray equal to the distance of the longest fold.  ( see step 7: types of folds )

3. If optional “paper weight” wire is fitted 

“wonder wire” (used for pay slips) 

Lift the “paper weight” wire & place paper on the feed table.  Let the wire rest on the paper stack.






 Else, Place paper on the feed table.

Do not bend this wire it must be flat for skew to stay true. 

4. Load Paper Hold down the feed table where “push” is indicated on the paper feed guide and push the stack in neatly against the paper stop.

5. Feed table return. The Feed Table should pivot to lift the paper  up and press the paper to the feed tyre.

6. Centralise paper on the feed table and bring “Paper guides” lightly into contact with both sides of the paper.

THIS IS IMPORTANT FOR A QUALITY FOLD.

*Centred for even paper feed.

*If guides are to tight on the paper stack it will clamp the sheets and may stop the sheets being taken by the feed tyre.

*If they are to wide the sheets will rotate slightly while being selected and increase skew error. ( = crooked fold )


SEE STEP 8 BELOW FOR SKEW ADJUSTMENT

NOTE:

Curled or wrinkled paper may cause a paper jam or other fault to occur. Always correct the curled or wrinkled paper before use or else discard it. Use printed paper only after the ink is dry. Failure to do so may cause ink staining to the feed tyre, paper separator, fold roller and other parts of the unit causing a fault condition.

7. SETTING PAPER FOLD POSITION

The most commonly used folds are printed on fold plate 1 & 2. Simply align the paper stop pointer with the fold style you require.

1. Loosen thumb screw on fold plate 1 and slide paper stop to correct length. Tighten thumb screw.

2. Repeat procedure for fold plate 2.

SINGLE FOLD ONLY
*N.B. DISCONNECT POWER BEFORE PERFORMING THIS PROCEDURE

1. Remove fold plate 2 (see page 3)

2. Turn the fold plate around 180° ( curved end in) and reinsert.

NOTE:

This procedure blanks off the second fold plate.

Only the first fold plate will be used.

TEST FOLDING

1.  Turn the machine on, this will start the fold rollers turning.

2. Press the start button to feed two sheets of paper, then press the stop button to halt feeding.

3. Examine the second of the two folded sheets for correct fold.
4. If the position of either fold is not correct, examine the following chart and adjust fold lengths as necessary.
Notes :
Fold length is shown by “arrow tip” to “arrow tip”



1 st Fold length is done by the setting on the first fold plate. 




Top back of machine



2 nd Fold length is done by the setting on the second fold plate. 




Under front of machine




Reversing this plate will by pass it. ( curled edge to rollers )
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8.
SETTING PAPER FEED SKEW ADJUSTMENT

This is important to the quality of the fold

.( this may need 20 or more sheets)

The skew adjustment is done by turning the black knob at the front corner of the feed table.

  This is a multi turn adjustment. 12 turns end to end

This adjustment aligns the feed table in relation to the feed rollers ensuring the paper enters the feed rollers squarely.

This adjustment must be carried out while the machine is operating & feeding paper. Note: Lifting the knob will stop paper feed.

Look at the paper as it leaves the paper guide (see both sides)

If it is constantly lifting on one side turn the top of the skew knob to that side.  Keep turning until there is no “lift” or an even amount of lift on each side.

The Wonder wire will affect skew if it is not flat on the paper.

9.
EMPTY “STACKING TRAY”

This must be done while the machine is running, to prevent the tray from becoming to full. 

If the tray overfills the sheets may be drawn back into the machine by the rear rollers.

General operation

Plug in and turn on the mains switch.

With power on the motor should run and turn the rollers.

The Green start button should operate the solenoid & 

start the feed tyre.

The feed table switch should disengage the solenoid after the last sheet has been taken.

TO START FOLDING

· Place approx 100 sheets of paper on the feed table (Refer to ‘Setting paper feed tray’).

· Press the Green start button.

· Paper feed will stop automatically when all paper has been folded.

TO STOP FOLDING

· Paper feed will stop automatically when all paper has been folded.

· Press the Red stop button to halt paper feed while the machine is operating.

· Turn off the main switch.

N.B. The machine should never be left unattended when operating.

MULTIPLE SHEET FEEDING
The OZFOLD A4 Paper Folder comes standard with multiple sheet feed function.

· Depress the Multiple Sheet Feed Arm, down & back to lock in position. Indicator will illuminate. This increases the distance between the paper separator and the paper feed tyre allowing a maximum of 
5 sheets of 80gsm paper un-stapled

3 Sheets stapled to be folded together.

· Turn the machine on.

· Align the stapled sheets with the feed table paper guides and gently push the stapled sheets into the machine. Release the paper as the machine takes the sheets from your hand.

· When finished the job, return to normal operation


push the lever forward and let it spring up.

HELP SECTION

CORRECTING PAPER JAMS

*N.B. DISCONNECT POWER BEFORE PERFORMING THIS PROCEDURE

· Turn machine off immediately.

· Remove jammed sheets.

· If necessary, remove fold plates and “fold roller cover”. The top roller may be turned by hand in either direction to remove jammed paper.

· Ensure all paper is removed and roller cover is replaced.

· If necessary reset circuit breaker located near the “Stacking  tray”

· Replace fold plates and check machine set up prior to continuing.

NOTE:

Removal of  fold plates, see page 4

Machine does not run
· Check it is plugged in and turned on at the power point again after removal of paper jam

· Press circuit breaker pin to reset / check breaker.

· Reload the paper

· Turn on the power switch,  the motor should start running.

· Press the green start button and the paper should start moving.

Machine makes excessive noise
· Separator rattle


Check feed tyre is free of lumps or grip spots

· Check fold plates are fitted correctly.

Machine does not take paper
· Check motor is running, if not see above.

· Check paper is correctly loaded see “setting paper feed tray”

· Check “Multiple Sheet Feed Arm” is not locked down.

· Check the feed tyre is not worn not less than 26mm diameter.


A new Clear Feed tyre will be 30mm diameter.

· Side guides are to tight, clamping the paper.

· Check the feed table pivots without even  the slightest sticking.

· Check that the feed tyre is clean and can grip the paper.


Gloss sheets do not work well with factory setting.

Press down lightly on the outer end of the feed tray to increase pressure between the paper and feed tyre.

· Paper moves 1mm to separator and stops.

Machine needs service

Feed tyre seems to slow or stop
· Check Top cover is not touching feed tyre.

Machine needs service

Machine takes more than one sheet of paper
Note this is common with the last 2 sheets
Test using 2 sheets on the feed table

· Check “Multiple Sheet Feed Arm” is not locked down.

· Check the paper is not held together by a fold.

· Check the feed tyre has not worn down beyond 26mm diameter.

Machine needs service

· Check the feed table is not rubbing on the side covers.

Machine folds incorrectly 
· Check fold plates are correctly seated & settings are correct.

· Check paper for curves or irregularities.

· Check fold plates for lumps or burs in the paper slot

Machine needs service

Machine fold plate jams 
· Refit fold plate see page 4

Machine needs service

Machine paper jams using perforated pay forms
Machine folds normal paper but jams with perf pay forms

· Check Fold position of normal paper to location of perf lines on perf sheets. Accurately adjust fold stops.

· Check paper for curves or irregularities.

Machine needs service

Spare Parts

Removal of covers should only be done by a qualified service technician

Beware of exposed electrical parts

Basic parts list  for more information contact Service   see back page

	POA41106
	Drive belt

	POA41107
	Clutch Belt

	POA41034CLR
	Feed Tyre  Clear type

	POA41025
	Separator

	POSE1169
	Solenoid Resistor kit

	POA41049
	Circuit Board

	POA41104
	Sticker  CONTROL  green/red

	POFP1A4
	Fold Plate 1

	POFP2A4
	Fold Plate 2

	
	

	POA41090
	White top cover screw

	POA41064
	White Rubber feet


SPECIFICATIONS
Paper Size


A5 to A4

Paper weight


65 to 105 gsm

Capacity



140 Sheets block feed

Speed



140 Sheets per minute

Voltage



240V 50 Hz Single Phase

Dimensions


460 x 340 x 260 mm

Folds



Z / U / V / Double

Multi-sheet


Max

5 Sheets 
unstapled

Stapled Sheets

Max

3 Sheets

SUPPLY AND SERVICE
Supply and service can be arranged by the company you purchased the machine from.

If you have difficulties in locating a supplier or repair facility contact the national service agent 

Paper Handling Equipment

89 Riverside Place

Morningside

Queensland

Australia 4170

Email: service@phe.com.au
FreeCall 1800 632 200

Ph: +617 3899 9811

Fax:+617 3899 9411
©2005 Ozfold Pty Ltd ; Ph: +617 3899 9811 ; Fax: +617 3899 9411 ; sales@ozfold.com.au
PO Box 506, Riverside Place, Morningside, Queensland, Australia 4170
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