ENOWLEDGE MEANS IMPROVED PERFORMANCE!

OPERATING INSTRUCTIONS

will provide usetful information to both old and new users,
for in every model of the OLYMPIA progressive innovations
are incorporated. The use of an OLYMPIA is the easiest
thing imaginable, but it is even easier if you know your
machine properly. Itisin your own interestic read carefully

the following instructions before operating your DLYMPI.A-.




STEP BY STEP...

First of all
Lay back the cover of the case and remove by sliding
it out of the hinges. Remove all cardboard packing.

Take ﬂ{e rubber band off the right hand platen knob.
(15)

Taking out and making ready
Press down the caich on the baseboard, lift the
machine and draw it out from the rear baseboard

{astening.

Hemove the wire springs from the left and right
of the carriage. To do this tum the machine on its
back and press cut the wires from under the sides,

liffing them up in the direction of the cariage and
shaking free.

Press down the shiit key (23) thus raising the camiage,
and remove the pieces of cork placed left and right

under the carmiage.

Lift up the front cover (19) and remove the cardboard

which protects the typebars.

Reducing noise

The machine, which in itself makes little noise should
be placed on a soft pad of felt or similar material.
Only when in a hurry — perhaps while travelling —
should the machine be leftsianding on the baseboard.




THIS, TOO, IS NECESSARY "“ﬂ'

Changing the ribbon

Lift up the front cover (19) of the mach’ne, expo-
sing the ribbon mechanism. Wind the wom ribbon
on io one of the two spools (h). Pull out the spool
caich (g) and removing the emply spool, free the end
of the ribbon from the hook, and draw ocut of the
ribbon guide (b). The spool canying the old ribbon
is now replaced by the new spocl and ribbon. Put the
free end of the ribbon on the projecting hook on the

empty spool, and press the hook inlo the spindle.
Now replace the empty specl back on the machine
taking care that both spools are {irmly held by the
conveyor pin (e), Thread the ribbon through the
ribbon reverse levers (c) on both sides. Now press
down the shift lock, and take hold of the
o Tibbon with both hands. Put the ribbon
sbehind guide (b) and insert if into the left
4, -énd right slits of the guide (a) so that its
full width lies in the slits. When cormrectly
fitted the position/of the ribbon will corres-

pond to that shown in the diagram

a) Ribbon holder &) Conveyer pin

b) Ribben guide 1)} Epool shaift

c) Hibbeon reverse lever @) Spool ealeh

d) Guide hole k) Ribbon spoel
Margin alignment

n order to preserve lhe‘ good appearance of docu-
ments and circulars, it is sometimes required that the
right hand margin should be as straight as the left,
A rough draft of such work should first be typed
so as to calculate the number of letters that reguire
levelling on each line. The shoriest line of the dralt
isfaken as the slandard and a vertical line is drawn
at the end of this as shown in the example,



IS ALL THIS KNOWN ALREADY?

Ribbon Control

With a lwo-colour ribbon set the 1ibbon switch (26) in
the upper position for black, or the lower for red. The
cenire position (white) is for use when cutling dup-
licating stencils, Ribbon advance and return are
automatic. When the upper half of single colour
ribbon is worn-out invert for use of the lower part.

Inserting the paper

Raise the paper support by pressing the release
button (27). Lay the paper on the lateral paper guide
(3) insert the paper between the paper table (8) and
the platen and adjust it to the required height by
turning the platen knobs (15). To adjust the paper or
A to insert several sheets pull the paper feed release
lever (13) forward.
The paper support is returned after use by pressing
{firmly to the right.

Margin control

The beginning and end of the lines may be set fo
the required positions by adjusting the two margin
stops (4). The margin stops are squeesed while being
moved.

Line spacing

The line space lever (2) may be set fo give single,
one-and-half, and double line spacing. Slight pres-
sure on the line space lever (18) pushes the carriage

along to the right and brings the paper into position
for the next line.

Raising the carriage

To type capital leiters, punctuation marks efc. press
down one of the two shift keys (23). Pressure on the
shift lock (22) locks the carriage in the raised position.

To lower the carriage again, press the left hand shift
key.

Spacing

On depressing and releasing the space bar (24) the
carriage moves one space lo the left.
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Margin release
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Back Space Key
Depressingthebackspace key(25)movesthe carriage
back one space i. e. the width of one leiier.

Carriage release

Grip the right hand platen knob (15) with your right
hand, and depress the carriage release lever (14) with
thethumb. This allowsthe corriage io be moved freely
in both directions.

Platen Release

By pressing the platen release (1) downwards the
platen may be revolved freely. This is essential for
work on ruled paper, or filling in forms as it enables
an accurate retumn to the original line position when
the release is elevated.

Line Space Plunger

By pressing the line space plunger (15) inwards, the
plalen will be freed; this enables a new line position
to be found. The white vertical lines on the Alignment
Guide (9) should be regarded as being the veitical
centre of any letter. Use of these controls ensures
accurate re-positioning of work.

Touch control

By moving the lever of the touch control (28) in the
direction of the arrow the tension of the keys mav be
adjusted to suit the individual touch. The minimum
pressure is required when the leveris forward to the
full extent.

Drawing lines

Insert the point of a pancil in th> notch in the align-
ment guide (11). By moving the carrage sideways,
or by turning the platen knob, horizontal or vertical
lines may be drawn.

Erasing and Correcting

Turn the platen until the parl of the papar on which
the mistake hasbeen madeliesonthe paperconductor
{(9) and move the cariage fo the side so that no eraser
dust falls into the machine. Use a typewritar rubber
and eraser shield for the top copy, and a soft ;ubber
for carbon copies. Do not type omitled leiters in be-
tween the others, but use the "correcling space bar”,
Rub outthe wrongly typed word, and move the carri-
age back fo the last letter of ithe preceding word. Tap
the space bar once then depress the space bar and
hold it in the down position; type the first letter and
release the space bar: repeat this aclion throughou’
the wrongly typed word.




The best typewriter
(righf)

The bst typewriter

{wrong)

The best typewriter

(corrected)

Protection against damage % <@

When carrying the machine, or fo prevent unautho- w f

rized o1 tough handling, lock the carriage and the

%T(ﬁ{l ing up the locking lever (20) and sliding \/
(jj..ﬂ 'ie to its ceniral position. To release the

carriage and the keys push lever down.

The machine should be replaced in the case before
iransporting it any distance. Set the machine on the [
prongs at the rear of the baseboard and push into TR
the clips, then press inio the fastener at the front. Insest

the case cover into the rear hinges of the basebard;

close and lock.

Tabulation

The use of the tabulator stops and key simplifies all
work that requires tabulation. The tabulator stops (29)
must fiist be set to the required positions and this is
done by selting them to the same numbers on the scale
at the back of machine (30) as is indicated at the
required positions on the paper scale 12). The tabu-
lator stops are easily moved by light pressure with
the fingers, but care must be iaken that the red mork
on the tabulaier stop is in exact alignment with the
mark on the scale. Stops that are not required must
be moved to left or right of the extreme margins.
Eight'separate columns of typing may be produced
by the use of all the {abulalor stops in conjunciion
with the right hand margin stor and margin release
key. ! X

ressure on the tabulaior kev (17) causes the carri-
e to glide automatically io the next tabulator slop
ke key is released when the stop is reached.

17
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The letters on the other lines which are outside this limit must be inserted within
it by means of the comnecting space bar when the fair copy is typed.

the advantage of which

can be easily assessed

as it dispenses with the .
without margin alignment

the advantage of which
can be easily assessed
| as it dispenses with the
with margin alignment

~
rd

If for example, two letters are culside the marginal limit, these two letters must
be compressed within the limit by using half-spacing instead of nermal spacing
four times throughout the line. This compression is obtained by following the in-
,struclions already given under the heading “Erasing and Correcting”.

L

CAREFUL MAINTENANCE GUARANTEES DURABILITY
Cleaning

If the machine is in constant use it should be cleaned every moming. Lift the front
cover (19) and dust with a clean brush, cleaning the type with a special wire
brush and, if necessary, a little petrol. A sheét of paper should be placed under
the type levers while cleaning. The platen;mdy be cl"éjmed with méthylated spirit
but never with petrol. e T .

s, 2 M ;

Oiling : e U 34
Moving paits, and those subject to Iriction require oiling occasionally. A thin
acid-free office machine. cil should be used taking care o remove all old oil
before applying new. Never oil the segment, the line space wheel or ihe typ
guide. ‘ .
Repairs

Damaged machines should be immediately handed over to an expert typewriler
mechanic. Repairs and adjustment call for the specialised attention which he
alone can give. & ;

v
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The carrying case will give your typewriter
full profection for many, many yedars; hand-
some treated canvas cover, sirong and dur-
able plywood - the best material to keep
your OLYMPIA safe and dusi-free.

Ciecta

Spﬁng-iemperedtypebﬁrswﬂlnoﬂos&iheir
ability to ,bounce back” to their eriginal
shape. This is so important for a permanent-
ly accurate type-alignment - will produce
neat lefters for years to come. (You can

actually make them .sing”.)

OLYMPIA SM 8 De Luxeisavailableinthe
following four different typestyles. With

more than 120 keyboards to choose from,
OLYMPIA truly serves the world's writing

needs.

atie 45 Wy International
- Pica (12) | International

@) m International
®» International

The tabulator of the OLYMPIA SM 3

De Luxe provides for the setting of six differ-

ent columns. Vertical and horizontal lines, as

illustrated below, can be drawn by simply

inserting a pencil in the slot of the plexiglas

guide.
No. Last Raze Firct Hase Salary Deductions| Tetal
230 Layzan Jack 485, = T6.39 808,61
2302 Billex Willies 260.= 349,85 220,15
2303 Wilder Lad 360.= 57.30 302,70
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