Instructional Objectives:

AUDIO VISUAL EDUCATION

Module 1V DUplicatiné Processes
tnit 3 Stencil Duplication.
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1.

2,

3e

Name the four essential slements for mimeographing.
Y

State the basic principles of st-ncil duplication.
Name the three methods of preparing stencils.

1
State the position of ribbon when stencils are cyped,

Tdentify the parts of a stencil duplicator,

Explain the special care to be taken while Te-running a
stencil to prevent Creasing,

Prepare a stencil with illustration (by hand},

Explain the procedure for operating the 'Gestetner 320
Stencil duplicator' in the correct order.

Mount the stencil on 'Gestetner 320 stencil duplicatop!
and take 10 copies,

1
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Module 1V Duplicating processes
Unit 3 Stencil Duplication
Introductiong

Stencil duplicating
process is also called
mimeographing, It has
essentially four slements.

1. Stencil
2, Ink for duplicating

34 Paper for dupiicating
and

4, Duplicating machine

PRINCIPLES OF STENCIL
DURLICATION,

1. The Stencil is typed,
handuritten, draun or
electrically produced,
(Electronic scanner)

2, It is placed on the
outside of an inkead
cylinder.

3.The paper is passad
betwsen the cylinder
and impression roller.

4,Ink Flows from the
screen passes through
the stencil perforations

Se.Impressian fall on the
duplicating paper and

6. You get the duplicated
material
This is how you makse
copies using stencil
duplicator of Gsstetner
make or similar machinas,
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PREPARATION OF STENCILS MECHANICALLY

1 The stencil for duplication with Gestetner and other
makes is essentially the same, consisting of a thin
sheet with wax costing aon the front side with a thick
backing sheet,

2, For any text material to be copied, we can either
type on the stencil or write on it with a stylus,

3, For typing, you shift your typewriter ribbon so that
letters will strike directly on the stencil rather

than on the ribbon, Alternatively you can remove
the ribbon.

4, When you urite on a siencil, use a stencil pad under-
neath or a hard surface like a glass shset

5, When typing, insert the stencil, with the backing
sheet and cushion sheet if supplied with the stencil,
you may place a paper under the carbon sheet, with
carbon facing the sheet,this will help you to get a
carbon copy of what you make on the stencil,

6. Align and set typeuriter mgrgin., Align stencil corners

and top evenly., Set typeuriter side margins within
markings printed in light ink on the stencil face,
Observe top and bottom margin for the type of dupli-
cating paper you have,

7« Type the stencil. Use firm touch., Be sure you do
not make holes with o,a, c etc., with too much
pr essure,

8., Make corrections, while typing, if you notice, Other-
wise you have to insert and check for horizontal
and lateral alignments, Apply correction fluid over
the error, allow it to dry, and re-type with touch
lighther than your normal touch. Coat each character
vertically., Sometimes, it may bs necessary to use
your nails or the back of your pen to slightly even
the wax over the error portion,

9., You may write directly on the stencil, or add hand
drawn illustrations, As said in (4) above, you may
urite using stylus, If you want to trace a drawing,

. you may place this over a lighted box with glass top

T and trace the drawing., You may wuse instruments and
- "make direct drawings and sketches too, Preparation

of - 'stencils by«Electronic scanner is dealt separately

in Unit Na 4 of this modulse.

7
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BASIC FEATURES OF A STENCIL

DUPLICATOR,

Main parts of Gestotnaor

Quplicator.

1a

S.

the height o

You have the feed board on
one side to pYace papers to
be duplicatsd and the
collscting tray on the other
end to rsceive the duplicated

paper, \ o

This machine can be operated
manually with the handls or
glectrically, You have to
connect power cord to sockst
before switching on,. Depres-
sing the switch will off :the
maching,

On the handls side we havse
near the base, the feed
board ralsin%_‘nub, “to raise

feed tray and
en the right corner is the
ink saelector knob, to control
flow of ink to the various
positinn across the width of
screen full width, centrs,
right or left of screen., A
silk screen is fixed on to
drum at the too.

You have the counter, which
when set to a specified number,
automatically gives you the

44
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desired number of copies, UWhen

the correct number of copies ars {58

taken thes fesding of paper
automatically stops,

You have the inker door. You
will open this door and fit
Ink tube to the hulder, and
lock, This provides for the
Peeding of ink,

M 1V/3-3/38
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8.

9,

ink is fed from the tube
by operating an ink lsvar

STENCIL FIRING BAR FLag,

located above the inker
door.,

Stencil is usually Pixed
on the stencil fixing bar -
and this is attached to
the drum. The bar can bs
brought to the top posi=-
tion by turning the handle, -
Fixing bar has studs which
projects through the stancil
head perforations, This
halps for the correct hold-
ing and location of stencil ‘&P
on the drum,

The proofing kneb placed on
the top of the machine abovs
the inker door helps to take
proof on the backing shest,

On the collecting tray

there are two side quides

and a back guide, This
helps to stack the dupli=-

cated papers correctly on
the collecting tray,

M 1V/3.4/38
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10. The feed board suppliss paper
to the machine, For ths
correct location of papers
there ars twoc sids fences
and a back fence., A papsr

weight is fitted on the
back fence to hold the end T
of paper stack, ‘ %W%“ﬁﬁd ﬁﬁ

B B,

)

11, The feed board can be
louvered by pressing the
feed board drop léver,
Thé feed board drop lever
will automatically lower
the feed board if there
is no sufficient papsr on
the fged board,

M I1V/3-8/58
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Module 1V Bupling Pfocesses
Unit 3 ' ' Stencil Duplication

Practical Bxercise No,44;

A, PRUOBLEM

Preparing hand written stencil for duplication,

Follow direction given under unit 3 of this
module,

B. EQUIPMENT & MATERIALS

1. Stencil
2. Stylus
3. Light box
4, Hard plate

C. POINTS FOR GR&DING
1, Neat work
2, Layout

3, Uniformity

D. Deadline for the projects June 15th.

M IV/U 3/Pr.Ex. 44.
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Duplicating Processes
.8tencil Duplication

Time: . _minutes
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Practical Exercise Noi 45

A, PROBLEM

Operate Stencil Duplication (Gestetner 320)
and take 10 copies of the given stencil.

B, EQUIPMENT &

1.
2.
3.
4q
Se
6o

MATERIALS

Gestetner Duplicabor No,320.
Gestetner Ink tube
Duplicating ﬁaper

Prepared stencil

Used duplicating paper
Cotton waste

C. POINTS FOR GRADING

Te

2,

Making machine dready,

Fitting ink tubse

Fitting stenci] .

Setting collecting tray and feed tray
Placing duplicating paper

Printing

Cteaning and packing up

D.Deadline for the project: June 15th

m Iv/u 3/Pr,Ex,45.
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Practical Exsrcise No: 45

BERFORMANCE CHECK LIST FOR ‘CYCLOS?YLlﬁGz STENCIL DUPLICATING

PROCEDUREY’

A+ Ruady flachine

B.

Duplicating Processes

SR e R Sk 0 i S I S SN B e

L

1s Remove covar ‘

2, Lower feed board and collscte
ing tray. ‘ -

3, Connect power plug to slactric
sockat, ] '

4. Check that feed lever is raissd
and give handle one complete
clockwise turn to ensure fesd
mechanism is not operating,

INKING -

1. Open inksr door

2, Raise tubs locking lesver

3. Hold ink tube by ite shoulder
and remove its cap.

4, Placa crimped end in 'V' aof
tubs support and

S, Press gently until tube
na2zle is in level with tube
holder ] ‘

6, Insert tubs nozzle into tubs

. holder :

7. Push nozzlse fully into holder

8. Push tube locking lever .
Pully downwards until rollse.
is at sxtreme end of slot,

9, Llose inker door,

10. Do not grip the. tube or

squeezs it,

M v/3/pr.Ex, 45 (1)




1.

12,

13,

14,

€. FITTLING

Te

2,

3.
1Q.

Turn. ink selsctor to full
width inking position- this
is indicated by full blue
line appesaring on too of
ink selector knob,

Start machine by switching
on switch

Apply ink oy moving ink-
laver s fully backwards_
and forwvards with a slow,
steady action,  When ink

is svenly distributed an
even, thin film of ink will
be visible, giving a slight
sheen to the surface of the
ink screen and than,

Suitch off machine by depres~
sing switch, -

SETHE STENCIL

Turﬁﬁlgndla clockuise until"
stencil fixing bar is at top
of machine, ‘

With typed side of stencil s w—"

facing inwards, place tondus
and top sdge of stencil hesde

ing beneath fixing bar flap ’f‘
and . o) 6

Ensure fixing bar studs <
project through stencil hsade

D

ing perforations. \ "

Placs right hand lightly on

Backing shest,

Turn handle slowly clockuise,
Keep right hand steady to

maintain continual pressure
over full. length of backing
sheat and -

Stop turning when the handle
is in its top position,

Turn back backing shest, iP
stencil is creased re-lay it
by holding the bottom end of
stencil,

Depress proofing knob and

Turn handle slowly one :
complate rctationzclockuise)
and -

M V/3/Pr . Ex.45(41)
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11. Relaase proofing knob ) |

12, Turn handle to its stop
pasition,

13,. Turn back bmcking sheet and

14, Check that the copy is
uniformly inked, if necessary
repeat the operation till the
inking is uniform and

15, Hold bottom sdge of backing
shget, raise slightly out=
ward and

16, Turn handle entxc&ackwlse
to the bottom position and
tear off the backing shset’
along perforatsd line,

(‘ki 'F‘ {,."

g

0. pREpAR@Qﬁ%&&LLECTING TRAY: AND o %;g;agiggjggﬁ‘
FEEDBOARD. + po———— -

1+ Raise back and side guides of
collecting tray and movs thqm
Fully outwards. ‘H'<f

2, Pull back fence of feaedboard
’ fully to rear. .

3, Fan out paper and square it
up to the original statae,

4, Place paper on feedboard.
fully ferward never place more
paper on fesdboard than will
fit easily under paper height
stope.

5, Adjust and position side fences.

6, Slide back fence towards paper
to touch it and louwer paper
weight, .

7+ For quick raloading-raisa
paper weight to top position
and lay back fence horizontal
on feed board, ‘

E, SETTING FEED UNIT

1. Check position of feed pressure ﬂ
lsver,

2, fFor normal use set it at top of
slot '4',

3o for light wsight paper adjust

.Peed pressure lever to bottom ofy
Slot ' "' .

Mm v/3/Pr.Ex. 45(i11)
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F. PRINTING FIRST COBEY

G,

1

8.

9.

10,

e

12,

‘raising knob is automatical-

Raisae feed board by turn-
ing feaedboard raising knob
until paper stack contgcots
paper height stop. The

ly disengaged then

Depress tHe feed lever and

Slowly turm handle clockwise
a8 soon as feed mechanism
begins to operate

Raise fssd lever whilst

completing clockwise turn of
handle, : .

The:iduplicated copy which is k
a%ﬁ”,ed in the m antime during]
£

 process is collscted in
the tray. .

Examine the correct positioen

and the impression and . ;
Adjust print height up oFf -
down by using print height -
adjuster knob,

Adjust side margin by moving
papsr stack across feedboard
using the scale as a guide,

To sat the collecting tray
lay the edge of printed copy
against front guide,

Move side guides tu touch

the sides of printed copy and fuh ,A,Xf”‘

loek,

!

Position the back Quida to
touch the top end of copy.,

Raige front guide wings,

SETTING THE COUNTER

The counter has a hundred setter
and a unit setter., To set for
required copies say 1025 copies

'Set hundred setter anticlock

Te

2,

wigse to hundreds raquired
(one thousand) and

Turn unit ssetter anticlodk
wise to units required
( twenty five)

- 52

NOTES When reaquired number of

copies has been printed

" ¥/3/Pr,Ex.45 (iv)



the counter will register
zero and automatbically
stop Tsed mechanism,

H. PRINTING CAPIES

1» Select spesd of machine
raise speed switch for
fast speed and lowser for
slow speed,

Z, Start machine by raising
- suwitch,

3. Depress feed lever to
commence printing,

IMPORTANTS Dont changa spead 0?
machine before raising feud lever,

To stop machine while prinking
FIRST RﬂISE FEED LEVER AND, THEN
DEPRESS SWITCH,.

Wlatch copies as ‘are printed to
ensure machine remains adequately -
inked., When necessary apply lﬂk
by operating ink lever.

when paper on feedboard . is almast

exhausted the feed mechanism stops . N
and the fesd board drops to its ’
bottom position, Suwitch off the

machine and remove copies from the

" collecting tray,

I, 10 _CLOSE THE MACHINE o -

1. Depress the feedboard raising
knob,

2, Removs paper slide back Fence | geudhts
fully forward below fasd unit, Qﬁ;;“
3, Lower paper wsight and o

44 Lay back fence backward,
horizontal on to Feedboard,

5, Turn handle clockwise until
stencil Pixing bar 15 at top-
af machine,

6. Lift up stencil Fixing bar
flap,

s

7; Releass stencil héadiné from
studs and

8, Detach flap

9, Turn handls clockwise and
. remove stencll fraom the machin

10, Turn handle to bottaom aositiéé
and fold inwards,

’ ﬂ v,3/?r‘EXe 45(9)
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11, Fold back and side guides
of collscting tray inwards,

12, Closs up feedboard and
collecting tray and

13, Raplace “*hae cover,

J. RE=-RUNNIMG OF USED STONCILE
1. Ink maching and attmch stencil
a8 discuggad gar lier,

2, Turn handles until stencil fix-
ing bar is in line with fead
mechanism,

3, Grip bottom of stencil and
hold it upright and then

4, Lay it svenly sn ink scresn
over its entire lsngth,

S5« Remove any creases by lifiing
bottom of stencil with right

hand and relaying stencil slowly

on ink screen.

6, Turn handle little at a time
and stretchout any creass with
fingures of laft hand,

NOTE:t Do not depress proofing knob,

M v/3/pr.Ex, 45 (vi).
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Tho check list given under is not in a sequence,
Number 1,2,3 ... against each step in the correct sequence,
acr sub-heads A,B,C and D separately,

A. READY MACHINE;

—_— a, Connect pouwer plug to electrical sockgt,

b, Check,that feed lever is raised and give handle
one complste clockuise turn,to ensure feed
mechanism is not operating,

o S

Cs Remove cover,

de Lower feed board and collecting tray

a, Hold ink tube by its shoulder and remove its cap.
b. Insert tube nozzle in a tube holder,

C. Place crimpled end in 'V' of tube support..

d, Open inker door. '

¢, Push tube locking lever Fully downwards until
roller is at extrems end of slct,

. e Push nozzle fully into holder.
9. Raise tube locking laver.

h. Press gently until tube nozzle is in level with
tube heolder,

i, Do not grip the tube or sgueeze it,
Close inker door.

kK. Swxrtch off machine by depressing .uitch.
1, Start machine by switching on switch

m. Apply ink by moving ink lesver ", fully back-
wards and forwards with a slow, steady action,
When ink is evenly distributed an even, thin
Film of ink will he visible, giving a slight
sheen to the surface of the ink screan and then,

M 1U/3/Pr.Ex.45/C1-2/(1)
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N,

96

Turn ink selector to full width inking position-this
is indicated by full blue line appearing on top
of ink selector knob

C. FITTING THE STENCIL

o

1,
m.
n.
O

Pe

Ensure fixing bar studs project through stencil
heading perforations,

Turn back, backing sheet, if stencil is creased re-lay
it by hOldlﬂg the bottom of stencil

Release proofing knob,

Turn handle anticlockwise to the bottom position and
tear off the backing sheet along perforated line.

Check that the copy is uniformly inked, if necessary
repeat the operation till the inking is uniform,

Turn handle slowly one complete rotation (cloekwise)

Keep right hand steady to maintain continual pressure
over full length of backing sheet.

Hold bottom edge of backing sheet, raise sllghtly
outwsrd,

Turn handle clockuise until stencil fixing bar is at
top of machine,

Turn -back backing sheet,

With typed side of stencil facing inwards, place
tongue and top edge of stencil heading beneath fixing
bar flap.

Place right hand lightly oh backing sheet,

Stop turning when the handle is in its top position,
Turn handle to its stop position.

Depréss proofing knob and

Turn handle slowly clockuise.

D. PREPARING COLLECTING TRAY AND FEEDBOARD

=3

b,

For quick re-loading raise paper weight to top~-position
and lay back fence horizontal on feed board.

Adjugt and position side fences,
Pull back fence of feedboard fully to rear.

Slide back fence touwards papsr to touch it and lower
paper welight,

M 1v/5/45/ci-2(ii)
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L ————

v o ey

Ee

e

Y

Raise back and side guides of collecting tray
and move them fully outwards.

Place paper on feedboard fully feorward.never place
more paper on feedboard than will fit easily under
paper height stop.

Fan out paper and sqguare it up to the sriginal state,

SETTLNG FEED UNIT:

o

AT AT

e Y

]

T A R

W e casge

P s d

.8

_PRINTING

For light weight paper adjust feed pressure lover
to bottom of slot '=?

For normal use set it at top of slot 'a+',

Check positiom of feed pressure lever,
v

FIRST COPYs

aa

b.

C.

Adjust side margin by moving paper stack across
feedbuard using the scale as a guide,

To set the collecting tray lay the edge of printed
copy against front guide.

Position the back guide to touch the top end of
Copy.

Move side guides to touch the sides of printed
copy and lock. '

Raise front guide wings,

Raise feed lever whilst completing clockuwise turn
of handle,

Depress the feed lgever aﬁd
Examine the correct position and the impression,

Raise feed board by turning feed board raising knob
until paper stack cofitacts paper height stop. The
raising knob is automatically disengaged then,

Adjust print height up or down by using print
height adjuster knob.

Slouly turn handle clockuise a@ soon as feed
mechanism begins to operate.

The duplicated copy which is printed in the
meantime during this process is collected in the
tray.

SETTING THE COUNTER:

- a8,

B

b.

Turn unit setter anti-clockuise to units reqguired
(tuenty five)

Set hundred setter anti-clockwise to hundreds
required (one thousand) and

M 1v/s/4a5/C1-2(iii)



PRINTING COPIES:

a, Start machine by raising switch,

e, "

b. Depress feed lever to commence printings

s, .-

Q; Select speed of machine - raise speed switch for
fast speed and lower for slow spsed,

I10 CLOSE THE MACHINE: S

a, Turn handle clockwise and remove stencil from the
machine.,

.

b, Turn handle to bottom position and fold inuards.

¢, Close up feedboard and collecting tray.

d, Fold back and side quide af collecting tray inuvards.-
e, Replace the cover.,

f. Release stencil heading from studs,

Lay back fence backuard, horizontal on to feedboard.
. he Lift up stencil fixaing bar- flap,

i, Depress the feedboard raising knob,

Remove paper slide back fencs Fuliy forward below
feed unit,

K. Turn handle clockwise until stencil fixing bar is
at top of machine, '

1, Detatch flap,

m. Louwer paper weight.

RE-RUNNING OF USED STENCILS:

a, -Turn handle little at a time and stretch out any
creases with fingures of left hand,

b, Lay it evenly on ink screen over its entire length.

Ce Turn handle until stencil fixing. bar is in line
with feed mechanism.

d. Remove any creases by lifting bottom of stencil
with right hand and relaying stencil slouwly on
ink screen.

———w. &, Ink machine and attach stencil as discussed earlier.

fo Grip bottom of stencil and hold it upright and then,

M Iu/z/as/cﬁfz(iu)
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Module 1V Duplicating Processes
_____________ b o e s e e 1 e o 8 S £ S o ot ot e

Pr, Exe¢ 45¢ Operating Stencil Duplicator

The follouing check list given uhder is not iR a sequence,
Number 1,233.4+s against each step in the corbtect sequence,
far sub~heads R;8,C and D separately}

A. READY THE MAGHINE

-

a,. Connect power plug to electric soeket,

prwe

3

4 b, Check that feed lever is raised and givVe handle
one complete clockwuise tirn to ensure Feed
mechanism is not operating,

Cs Remove coyero
de Lower feed board and collecting tray,

a, Hold ink tube by its shoulder and remove its cap,
b, Insert tube nozzle into tube ﬁolder

€+ Place crimpled end in 'U' of tube support anﬂ

1 d. Open inker ddor

@, Push tube locking lever fully dounwards until
roller is at extreme end of slot.

7 f. Push nozzle fully into holder.
2 g. Raise tubg locking lsver.

5 he Press gently until nozzle is in level with tubo
i holder.

10 i. Do not grip the tube or squeeze 1.
9 j. Close inker door,
14 Ke Suwitch off machine by depressing switch,

1, Start machine by switching on switch

13 me Apply ink by moving imk lever ' .,, fully backuards
* and foruards with a slow, steady action, Uhen
ink is evenly distributed an even, thin film of
ink will be visible, giving a slight sheen to the
sur face of the ink screen and then,

M IV/3/Pr.Ex,45/KC 1-2/(i)



201 488 Turn ink selector to Full width inking pDS‘thﬂ-thlS
. 1s indicated by full blue line dppearing on top of
ink selector knob

C, FITIING THE STENCIL

3 &a; Egsure fixing bar studs project through stencil
heading perforations,

8 by Turn back backifng sheet, if stencil is creased
re-lay it by holding the bottom end of stencil,

11 c, Releasc proofing knob,

d3 Turn handle anti-clockuise to the bottom position
and tear off thi backing sheet aleng perforated line.

14 e, Check that the copy is uniformly inkedy if.neccssary
repeat the operation till the inking is uniform,

__10_ f. Turn handle slouly one complete rotation (clockuwisag)

. gy Kesp right hand steady to maintain continual
pressure over full length of backing sheet,

5 h, Hold bottom edge of backing sheet, raise slightly
outward,

is Turn handle clockwise until stencil fixing bar is
at top of machine.

13  js. Turn back backing sheet,

2 ke With typed side of stencil facing inwards, place
tongue and top edge of stencil heading beneath
fixing bar flap,

4 1., Rlace right hand lightly on backing sheet,.
7 m. Stop ¥urnim when the handle is in its top position,

12 ne Turn handle to its stop position,
9 0+ Depress proofing knob and

5 _ . pe Turn handle slouly clockuwise,

Do PREPARING COLLECTING TRAY AND FEEDSOARD

7 a, For quick reloading raisc paper weight to top
position and lay back fence horizontal on feed board,

5 b, Adjust and position sidc fences
2 g Pull back fence of fecdboard fully to rear.
6

_6 __ d.

Slide back fence towards paper to touch it and
lower paper weight,

M 1v/p/45/KC 1-2(ii)
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1 e,

-4 f.

- e G

61

Raise back and side guides of collecting tray and
move them fully outwards,

Place paper on feedboard fully forward never place
more paper on feedboard than will fit easily under
paper height stop.

Fan out paper and square it up to the original state.

rd

SETTING FEED UNIT

.3 ~a, For light weight paper adjust feed pressure lever tao
bottom of slot '=!

2 b, For normal use set it at top of slot '4!
1_. c. Check position of feed pressure lever.
PRINTING FIRST COPY
8 a, Adjust side margin by moving paper stack across

fesdboard using the scale as a guide,

.2 b, To set the collecting tray lay the edge of prlnted
copy against front guide. -

A Ce Position the back guide to touch the top end of copy.

10 d. MoVe\sideuguides'to touch the sides of printed copy

and lock.,

12 e, Raise front guide wings,

4 f, Raise feed lever whilst completing clockwise turn
of handle.

2 __ 9. Depress the feed lever and

6__ h. Examine the correct position and the impression.

1 __ i, Raise feed board by turning feed board raising
knob until paper.stack contacts paper height
stop. The raising knob is automatlcally dis=-
engaged .

1T _ 3. Adjust print height up or down by using print
height adjuster knob,

3 _ ke Slouly turn handle clockuwise ¢® - sgon as feed
mechanism begins to operate,
5 1, The duplicated copy whichis printed in the meantime
- during this processes is collscted in the trey
SETTING THE COUNTER

2 a,

——rm——-——~—y,

—1.. be

Turn unit sstter anti-clockuise to units
required (tuwenty five).

Set hundred setter anti-clockuwise to hundredé
required (one thousand)} and

M 1V/8/45/KC 1-2(iii)



PRINTING
—2_. a.
—S__ b
L o JEV TS C‘
TQ CLOSE
. 2

10 b,

12 C,

11 d.
13 __ e.
1 F,
A g,
~5_.h.
1. 1.
N
—2 . ke

8 1,
-3 m,
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COPIES

Start machine by raising suwitch,

Depress feed lever to commence printing.,

- Select speed of machine - raise speed switch for

fast speed and lower for. slow speed,

/

"THE MACHINE

Turn handle clockuise and remove stencil from
the machine,

Turnm handle to bottom position and fold inyards,

. Close up feedboard and collecting tray.
- Fold back and side guides of collecting tray inuards,

Replace the cover.

Release stencil heading from studs, .
Lay back fence backward, herizontal on to feedbosrd.
Lift up stencil fixing bar flap,

Depress the feedboard raising knob.

Remove paper slide back fence fully forward bulow
feed unit, ‘

Turn handle clockwise until stencil fixing bar is
at top of machins.

Detach flap,

Lower paper weight,

RE=RUNNING OF uSED STENCILS

6 a.

— .

- e

— o yveirs

— ey

Turn handle little at a time and stretch out any
Creases with fingures of left hand.

Lay it evenly on ink screen over its entire

length,

Turn handle until stencil fixing bar
uith feed mechanisg.

is in line

of stencil
slouwly on

Remove any creases by lifting bottom
with right hand and rslaying stencil
ink screen,

Ink machine and attach stencil as discussed
garlier,

Grip bottom of stencil and hold it upright and then.

-

M 1V/3/45/KC 1-2(iv)



AUDIO VISUAL.EDUCATION: 63

« 7

CRITERION TEST

Module IV Duplicating Processes
Unit 3 Stencil Duplication

W W e W W N WS W A W AR S e AN GF R G R A SR W AR aS e N P s am

1s The four sssential items for making mimeography copies

ars
a,. b ]
G de

-

2, Three methods of stencil preparation are | !

3. The sketch balow is a schematic diagram showing the
principle of stsncil duplicatien, Indicate the follow-
ing namss by placing the correct letter against each

nams,
A :
1. Stencil attached
‘B to the screen
~a 2, Ink
3. Impression roller

e \\ * - 4, Duplicating paper
) 8, Ouplicated copiss,
= = »

m 1¥/3/cT-1
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4, The kind of paper used for preparing spirit dupli=-
cating master is- (indicate the correct response
with a tick against the letters)

a. Wax coated paper.

b. tissue paper

1]

Ce tracing paper

de glazed paper
5, Diagrams are hand drawn on a stencil using-

2. copying pencil
b H.B.Pencil

C. ball point pen
d, stylus

6. While preparing a stencil uUsing typeuriter for stencil
G

duplication, the typewriter ribbon position is kept in

a. normal

— s -

b, neutral

c, red colour

N

d.&plack<célougi

- e rmmanat

7« Select the bestrmaterial\on which you may place

the stencil while making hand drawn diagrams,

a. rubber pad
b. backing sheet of stencil
..C, hard board

O———n

d. glass

8. The sketch below is of a stencil duplicator. Some
of its parts are marked as 1,2,3,

Rgainst the names given below write the correspoi.ding
number,

M IV/3/CT-2



feed board raising knob

collecting tray

ink sslector

Print height adjusterﬂ
handle

counter

mIV/3/CT=3

——_ S8tencil drum

ERREE

feed unit
feed laver
back guide
side guide
feed board.
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AUCIO VISUAL EDUCATION

\

KEY

B Wk T M AR B AN e W W AR A M Wk W AT N M SR AR Wk s W G WE W Am R

Module IV ‘ Duplicating Processes
Unit - 3 Stencil Duplication -

W e M W W W M e B G I s ws P WE W W e M S A R e e W g

1.

The fbur essential items for making mimeography coples’
are , .

" a, Duplicator - b, Stencil

¢, Ink d, Ouplicating paper -

Three methods of stencil preparation are

a, Hand uritten

b, Type uwritten

c, Scanning.

The sketch below ls a schematic diagram showing the
principle of stencil duplication, 'Indicate the folloye
ing names by placing the correct letter against each
name,

4, Duplicéﬁing paper
5, Duplicated copies,

A
B 1, stencil attached
A to the scresn
~_. ______'21 Iﬂk
D 3, Impressien roller
£
£

Prm—— %/*
D

|

M IV/3/KCT-1

12
T



67

4., The kind of paper used For preparing spirit duplicating

master. is ===~ (indigate the correct response with a tick
against the letter).

e

3¢ Wax coated paper

b. tissue paper

C. tracing paper

E 3

de glazed paper

5. Diagrams are hand drawn on a stencil using
— 2. Copying pencil

b. H.B:Pencil

C., Ballpoint pen

de stylus

6. While preparing a stencil using typewriter for stencil
duplication, the typeuriter ribbon position is kept in ... -
a, normal

—
A

# b, neutral

C., red colour

d. ribbon removed position

7. Select the best material on which you may place the
stencil while making hand drawn diagrams,
. 8, rubber pad
¥ _ b, backing sheet of stencil
——0 C. hard board
- d. glass
B. The sketch given on the next page is of a stencil dupli-
cator,
Some of its parts are marked as 19253 00e0cescscencnnse
Against the names given her eunder urite the corresponding
number of the part,

M IV/3/KCT 2
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feed board raising knob

collecting tray

ink sslector

11 Print height adjuster
handls

counter

M IV/3/KCT=3

stencil drum S

Peed unit
faed 1ewar:
back quide
side guide

feed board,




