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1.0 PONCEIRG
Punching

Punching is the Firet step in the processz of binding, And 1t
is an important stop.  Aktention to detail &t this Ekage
%iil result in & ¢lean and attractive product. While
enhancing the appearance, It will alsa sinmplify tht binding
aperation and save time,

Before you punch an actual hoek, it is recommended you first
uee blank shaets of paper the came gize as the pages of your
book, This will help ¥ou fetermine the maximum number oF
holes to he punched on the binding edge and the praper
spacing of the holes.

1. The Seclid White Rectangles indicated on the Fupeh
Alignment Seale (Eee Figure 4,41 represent the exact
position of Lhe &ctual punches lacated hbehind the
agale.

2. Place a kest sheet on the Punch Alignment Scale ko
dotermine the number of holes you will need to punch,
Line up your test sheet with the left edge of the firak
Golid White Rectangle 2t the left hand side of the
Punch Aligpment Scale,

3. Allowing faoy & minimum margin of 172" at ¢ach end of
the binding edge wf your test sheet, center it on the
correct number of 5olid White Rectangles [e.9. 19 holes
for 117).

4, Holding your test sheet in the cenkered position, move
the Side Guide flush with Ehe left odge of yeour tesk
shaet .

5. If the left and/or right kand edge of your bLest sheet
partially covers one of the Solld White Rectangles,
taise the Selector Pin Cover and pull out the Selector
Pin correspending to the 5clid White Rectangle that is
partlally covered by vyour tesk sheebk. This will
dizetigage the punch directly behind the 5olid White
Bectangle on the Punch Alignment Scale and provent the
Purching f a partlal hele on the edqe of your besk
shesk. [Se¢ Fiqure §,1).

. Tngert your test sheet into the throakt opening of the
punch. Check to insure thabt bthe test zheet is flosh
with the Zide Guide and Back Guide Bar, Popress the
Green runch hcbuator Butbon lucated directly beiow the
Yellow, Fower "AN™ indicatotp Light, The machine witl
complete s punch ¢yele and stap.




4,0 PORCEING (Continued)

7. After completion of the punch cycle, take your test
sheet out of the machine and fold it in half (Sse
Fiqure 4.2). ©heck to £ee Lf the space above the Tirst
hole is egqual to the epace belaw the last hele. Your
test Bheet wag properly centered if the spaces are
equal. If they are net egual, adjust your Side Guide
to correct the difference, punch, and repeat this
check.

SELECTUR FIM COVER ——==

Figure 4,1

Figure 4.2

B. Setting of the Back Guide Contiel Knob is the final
adjustment. The Back Gulde Lonkrel Enob is located on
the left hand side of your Eleckric Combo. [See Flgure
4.4)




4.0 PFURCEING (Conkinuad)

To determing the correct back guide getbing and proper
GBC binding t¢ use, a binder alze viewer (See
Flgure 4,31 haks Leen provided oan the top cover right
hand aide. The vieweyr la colar coded to correspond
with the back gauge conkrol knob, It also hag a
bindiog slze chart to ageist vou in Eelecting the
propar GBC binding te use,

a. Move the binding conkrol arm (See Pigure d, 1}
upward, this will opan the apreading hooka.

b. With your 1left hand place the book to be
punched agatnet the vertical helding fingers,
wilth v¥our right bhand move the binding
gelector arm down until the Epreading hooks
hold the book to be punched.

c. Laok into the binder glze visvwetr to determine
the proper color at which ko set the back
gauge, also nokice the size thiz will give an
approximate size of which GBZ binding to u=e,

Before remouving the boock set the back gauge
control kneb to the corresponditng <o0lor in
the viewsr,

a, Mpve the binding eelector arm up to peleage
the boak,

IMPORTANT: Do net putich deeper intke the sheet than iz
neceEgary. Excesgively deep punched holes will make it
diEFicuelt o turh pages of the bound book.
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4.0 FURCBING [Continped)

BOTE: Clearing QF Jams. If the machine 15 unable to complete
its punch cycle, it will automatically return &g tEs
origlnal home position within three (3} scoonds, Jams
getur if too many sheets are {naerted inte the punch
throat &t one kime, or if material being punched is
unususlly tough. When the punch has teturned to ite
home position, withdraw the material from the punch
theoat and reduce its thicknegs before attempting ko
punch again.

The "Open End" deszlgqn &f the punching mechani=m will permit full
length punching of she¢ts langer than 12®. Thizs is dene in
multiple steps. Simply divide the dimensien of the binding edge
t0 b punched into upits that can be accommodated on the Punch
Alignment Scale. Repoat the punching aperation uptil the binding
edge i= completely punched.

EXAMIPLE: In punching an edge 24" long, divide into two 12"
goctions. Beginning at the lelt, determine the necessary numbey
¢f holes and provide for the minkmum 178" margin at your far
leEt. HMoving to the right, repeakt EXCEPT providing far a matgin

¢ the right hand side, Check for cenktetring as prevjously
indicated,
HOTE: Yuur GBS Electric Combe 15 designed for punching

average weight paper or similagy material oF equivalent
weight., To not punch more than 26 sheets of ocdinary
stock at one time. The proper number ¢f shoetys to be
punched at one time is dependenk oo the weight and
Einigh of the paper, vase of punching, etq,, ahd cen
only be determined by tcisl punching. Funching too
many sheets in one "1ifL" may result in a "Fealhored
#dge™ hole and may place excessive stress on the

machine.
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PURCHING (Cont inued)
4,2 Extepnded Covers

Bogks that have "Flush® wuwverd [Same as the size of the body
eheets) can be punched with the cover and body S5toack
gathered into one complete unit and bekh can be punched Lo
the same setting of the machine,

"Extended” covers, those slightly larger than the body an
any or 411 dimenaions, must not be gatheced with the body
shaets for punching.

Ficek, all body sheeks should be punched,

Then, the side quide mupkt be resee for the covers. By
resetting the side quide and centecring the covers, the same
punching pattern used on the body sheeks will e centered on
the covers.

After punching the covers, gather them to Yody =heets as you
bind.

4.3 Binding

The binding process beging by making Ehe selection of the
ptoper plastic binding to be used, Flaskic hinding
seleckion should L~ done by follewing Sogtion 4,1.9
Punching.

fg allew Erce tutping of the sheets afber they are plastic
the carrect diameler of the bindlog eloment should be Erom
1/16" up teo L1#8™ larger than the actual thickness of the
baok .

The chart bkelow lists kthe color ¢ode and the sizes of
plastic sirzes of plastic bindings they represent.

COLRQR TOoE FRACTIOMAL SIEE MILLIMETER 5LYE
Rad 3716 £ TS1GT S to 10 mm
Oranoe 142" ko 9/16° 12 te 14 om

White 58" And Abowve 16 mm And Abowve



PORCRING (Continued]
4.4 Biader Opsration

Your GBC Electric Combo 18 equipped with 4 unigue electric
binder. Belpng familiar with kthis function of the machine is
imporkant,

1. In Sectien 4,1 Faragraph 9 we arcived a2k an approximate
bipding size. Legking in the viewar, move the binding
gelegtor ko that number, Thik will allow the plastic
tinding ko open encugh to bind, Depress the foot pedal
Lo return hooks ko the home positicon. You Ree now
ready to bind.

Place & ninding element on the bhinding head of your
Eleckric Combo with the rings between the vertical pins
ifee Pigure 4.3.1}. ALWAYE be sure the tips of the
plamstic rings are on top and pointing away from you.
Mext depresg the foot pedal o open the hinding.

HOTE: If the binding does not open encugh adjust the
binding selector to the appiepriake opening.

1. Pick up the punched beok. Holding the Book firmly in
your left hand with your Eingers an the back cover of
the boek apgd your thumb on the front cover, place the
punched book verkically inte the area of the vpen rings
of the binding element. The front cover Should MLWAYS
face toward y¥ou. Align holes with the btips of the
plastic ringe. Swing book down to allow the rings to

enter the punched holes of the book, [Gere Figure
4.3.1}).
4. Depre&s foob gwitch to ¢lese binding, LifEt the bound

book AfE the verkjcal EFingers ©f the binding head,




4.0 PUNCHIRG {Continued)
4.5 Removing Or Adding Pages

1. ?lace the boek fropt eide down on the binder, allowing
the vertical Fingers to anter the binding element
cinge.

Z. Move the binder selecter graduslly up until the binding
opens enough to add or delete. Move the selector in
the cpposite position to cloge the bindlng.

.6 gBpeclal Attachmentes

Taped to Ehe bottom af the Electric Combe are two (2} amall
aluminum BCrew posts. The use of these posts with yaur
Electric Combo i necessary For efficient binding with 1-1/4
inch and larger ¢val surelox plastic binding elements.

To install the twg Posts ifneluded with your GBC Electric
Combo first remove the two Borews directly behind the
spright helding fingers. Then, screw the posta in thair
place.

You are now ready to proceed with youwr hinding job. In
operation Ehe two white Posts will suppect the oval Eurelax
plastic hinding elements and prevent them from s£liding up
and over the top of kthe opright helding fingers.

RUTE; The aluminum posts are lntended for use only with
1-1/4 inch and larger oval Burelox plastic binding elementa.
It will be necessary to remowe the Posts when binding with
the ¢ther types of GBC FPlagtic Bindings.

4.7 Rermoving Punching Waste
51ide the chip tray drawer completely gut from the front of
the machine, Empty the chips from the drawer and feplace
the drawer.

ROTE: It ig important to empty the drawer often to inBure
propar punching aperstion.





