A  Guide To Operating The Envelope/Check Stuffing Machine

Statement of Purpose:

This guide was written to provide any member of the disbursing office with enough knowledge to run the Pitney Bowes Tabletop Inserting System, or as it’s more commonly referred to as “The Check Stuffing Machine”.  It will also provide a means of easily reference in the case of common problems encountered and the solutions to them.  However, for major or catastrophic problems, refer to the operator’s guide for the machine, get a supervisor, or contact the Pitney Bowes representative for help.

Location:

The Check Stuffing Machine is located at the western side of room 121, between the wall of the check cutting room (121a) and printer UFC CFC 11.  It is pretty hard to miss, considering its over six feet long and takes over the entire table set against the wall of the check cutting room.  It doesn’t bite, so if you do have a free moment, come over and see it work so you can get a better feel for it if you have to operate it in the future.

Getting Started:


In order to start stuffing the envelopes, it is necessary to do some preparations.  

First, do you have a sufficient number of the correct size envelopes.  For the most part the two types of envelopes you need will be finance Envelope A and Finance Envelope B.  A is used for any mailing that contains a check and B is for everything else.  If you do not have enough, you can get a few extra cases from the vault, where we keep about a months supply..

Next, is the tank in the base unit full of sealant?  Since the machine also seals the envelopes, it uses a special solution to wet the glue.  You need to check the tank to see if it’s full.  To check the tank, look to the far right of the machine for the UFC bar code tag.  Once you’ve found it, look about five inches below it for what looks for all intents and purposes like a small drawer…. Pull it out.  Now you should be looking at a device similar to a gas gauge on a car, if the tank is less than ¼ full, then you need to refill the tank.  Located in the cabinet directly beneath this drawer, should be several half-gallon bottles of what appear to be the windshield washing fluid you pour into your car.  These are bottles of “Pitney Bowes E-Z Seal”, a non-toxic solution that temporarily dissolves the glue on the envelopes, and then dissipates rapidly to seal the envelopes.  Pour the E-Z seal into the drawer until the gas gauge reads at least ¾ full.  Then replace the E-Z seal below and close the drawer.


Now, have you separated your jobs?  You cannot mix the paperwork from different jobs into the stuffer.  


Of the ten jobs programmed into the computer the three most common are::

Job 1:  A single EFT payment card is stuffed into a small manila envelope, sealed, and expelled.

USED for Contract EFT Stub and Travel EFT Stub.

USE ONLY FINANCE ENVELOPE B, It’s the one that only states “Official Business”

Job 7: A single check is inserted into a small window envelope, sealed and ejected:

Used when a check is cut for a traveler who has received his statement via E-mail.  This traveler has either shown cause why he cannot be paid via EFT or has not signed up.

USE ONLY FINANCE ENVELOPE A, It’s the one that states both “OFFICIAL BUSINESS” and “DO NOT FORWARD”. 

Job 8: A single stub is pulled, the corresponding check is placed on top of it, and then they are stuffed into an envelope, sealed, and expelled:

Used when Contract and Travel checks with backup are stuffed:

USE ONLY FINANCE ENVELOPE A, It’s the one that states both “OFFICIAL BUSINESS” and “DO NOT FORWARD”. 

Unless the machine has been doing a special job, all the settings on it are correct.  No not mess with any settings on any module without permission.

All Set, Now We Stuff.


You’ll find the power switch on the lower left-hand side of the turner/sealer.  The machine will go into a mechanical self-check, and then announce if it’s ready or a cover is open.  

If an envelope is left in the insert area, you will have to remove it: 

1. Lift up the cover located under the envelope chute.

2. Pull the little blue lever and lifting up the roller feed guides.

3. Reach in and remove the envelope(s).

4. Close the roller feed guide cover & make sure it locks

5. Close the cover.

When the machine is ready, it will announce which job it is currently set to perform.  If this is the proper job, then simply press the “Zero Count” button (location, lower right hand corner of right keypad) to set the counter to zero.
 
If the job stated is not the one you need, then hit the “Job” button (location, lower left hand corner, left keypad) SLOWLY, until you get to it.  If you overshoot, keep pressing the “JOB” key until it returns to “1” and try again.


When you have got the machine set to the job you need, you can perform the following:

1. Load Envelopes, (make sure they are the correct size and are loaded flap up with the cellophane window facing the turner/sealer)

2. Load Checks, Stubs, and/or Travel Backup into their proper slots (Check and Stub chutes all paperwork goes facing the base module and is not to be put upside down.  (Any other way the address will not show through the envelope.)

3. Make sure all the top hatches on Modules 1-4 are completely closed. (They may not be fully closed, so press on top of all of them to make sure…if they are not completely closed, the module will fail to feed properly until it does.

4. Do a check, press the “Trial Piece” button (Center button, left console), The machine will pull, fold, insert the package into one envelope and eject it onto the Plexiglas plate on the top of the turner/sealer module.  Examine all the contents of the envelope to ensure that the machine is: 1. Operating properly;  2. You have all the checks, stubs, and backup in proper sequence; and 3. The actions of the machine you’ve selected are the ones you wanted to be performed.

If any problems are encountered: Wrong checks/backup, backwards checks, or wrong job, correct everything completely now, before you start the machine again.  But, if everything is correct, then you may hit the “Start” button. (Surrounded by green on left console).

YOU’RE OFF!


The best way we’ve found to keep the machine running is to have one person constantly watching the backup, checks, and stubs; while the other one feeds the envelopes into the chute and works the console.  When performing jobs 3 & 5, keep a constant watch on the travel backup to see that the 3rd page inserted has a bright red “EFT” or “XX” stamp designating it’s EROC.  If it doesn’t then there’s a good indication that the stuffer is out of sequence somehow.  Stop the machine and look.  You can always tell that it is the 3rd sheet because it the machine will pause as it folds those three sheets before taking the next 3 pages.

Check, Check, and Double Check…

Unless it’s Job 1, after about each 50 envelopes (without a problem, when the machine stops because of a problem, you shall double check that the paperwork is still in sequence), you need to check to see if the checks, stubs, and travel backup is still in sequence.  To do that perform one of the two following actions:

Single person (STOPPING STUFFING METHOD)

1. Hit the “Stop” button on the left console

2. Press the “Clear Deck” button on the left console

3. Press the “Trial Piece” button

4. Check the envelope that the machine will eject.  If the check, stubs, and backup are all in sequence, then move the ejected envelopes from the wire basket into one of the post office trays.

Single or Dual person, check as it’s being stuffed method


During the running of the check-stuffing machine, pull the stack of ejected/filled envelopes from the wire basket, open and examine the top envelope.  If all the backup and checks do not exactly match, hit the “STOP” key immediately. 

And if the checks are out of sequence, then you need to open each envelope from the top down until you find the one that began the “Out of sequence”.  You can either reload the checks, stubs, and backup in sequence in the machine or do them by hand yourself.  But when you’ve reestablished the sequence.


Hit the “Start Button” again.


Perform these actions every 50 or so checks until all the checks, backup, and stubs have been stuffed.

COMMON PROBLEMS ENCOUNTERED – HOW TO SOLVE THEM

MACHINE STOPS, TELLS YOU THAT THERE IS A DOUBLE IN CONSOLE 1, (Jobs 3 & 5)

Lift the top of the console and examine the backup being prepared for stuffing.  If there is indeed been a missed, put the correct number of pages in 1-2-3 order on the platen (even if you have to pull the 3rd page from the feeder and put it on the platen).  If page 3 of the next traveler’s backup was pulled, the place it back on top of the travel backup being pulled by the Inserter. Close the lid.


Note…when you look at the travel backup, be sure and see if the travel backup and the check are still in alignment.  If the two do match, then the paperwork is still in alignment, pull the expelled checks from the wire basket and put them into the mail trays.  If they are not, then you need to stop and pull the expelled checks and the backup that is still in processing until you resolve the matter, then proceed.


Once you’ve solved the problem and the checks/backup are still in alignment, press the “stop” button twice, then the “start” button again.

MACHINE STOPS, TELLS YOU THAT THERE IS A DOUBLE IN CONSOLE 1, (Jobs 4 & 6)

Lift the top of the console and examine the backup being prepared for stuffing.  If there is indeed been a misfeed, keep the top page of the backup on the platen, and return the accidental second to the top of the stack to be inserted to keep it in sequence. Close the lid.


Note…when you look at the travel backup, be sure and see if the travel backup and the check are still in alignment.  If the two do match, then the paperwork is still in alignment, pull the expelled checks from the wire basket and put them into the mail trays.  If they are not, then you need to stop and pull the expelled checks and the backup that is still in processing until you resolve the matter, then proceed.


Once you’ve solved the problem and the checks/backup are still in alignment, press the “stop” button twice, then the “start” button again.

PROBLEM: MACHINE STOPS, TELLS YOU THAT THERE IS A DOUBLE IN CONSOLE 3,

Lift the top of the console and examine the checks being prepared for stuffing.  If there is indeed 2 checks there, then leave the check that was on top in the feeder guides, and put the other one back in the front of the checks being stuffed.  If there is only one check, then most likely the next check has slid a bit too far forward…but that will not cause any problems return the check to the same place and close the lid.  


Note…when you look at the checks in the console, check and see if the check number of the one being fed into the system matches the next stub / travel backup which will be matched with it.  If the two do match, then the paperwork is still in alignment, pull the expelled checks from the wire basket and put them into the mail trays.  If they are not, then you need to stop and pull the expelled checks and the backup that is still in processing until you resolve the matter, then proceed.


Once you’ve solved the problem and the checks/backup are still in alignment, press the “stop” button twice, then the “start” button again.

PROBLEM: MACHINE STOPS, TELLS YOU THAT THERE IS A DOUBLE IN CONSOLE 4,

Lift the top of the console and examine the stubs being prepared for stuffing.  If there is indeed 2 stubs there, then leave the stubs that was on top in the feeder guides, and put the other one back in the front of the stubs to be stuffed.  If there is only one check, then most likely the next stub has slid a bit too far forward…but that will not cause any problems return the stub to the same place and close the lid.  


Note…when you look at the stubs in the console, check and see if the check number of the one about to be fed into the system is the matches the next stub / travel backup which will be matched with it.  If the two do match, then the paperwork is still in alignment, pull the expelled checks from the wire basket and put them into the mail trays.  If they are not, then you need to stop and pull the expelled checks and the backup that is still in processing until you resolve the matter, then proceed.


Once you’ve solved the problem and the checks/backup are still in alignment, press the “stop” button twice, then the “start” button again.

PROBLEM: MACHINE EJECTS A LOT OF EMPTY ENVELOPES ONTO THE SEALER: stops after ejecting 3 straight.

Not too much of a problem…certain substandard envelopes will be rejected by the machine for a variety of reasons.  Usually 1 out of every 20 doesn’t make the cut, but if it becomes too common, then a slight adjustment of the ‘Insert Station Side Guides” might be all that is needed.  Remove the envelope from the insert area, adjust the setting of the insert station guides in or out by 2 millimeters and try again.  The settings should not be less than 195 or more than 203, somewhere in there is the setting for the envelopes. 
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