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Chapter 1 - Introduction 
 

General Operation 
The Letter Opener Model 3063/3073 is a high speed milling cuter letter opener, capable 
of opening up to 40,000 envelopes per hour, depending on the length and thickness of 
the envelope. 
The letter opener opens the envelopes one at a time by milling off one side of the 
envelope, separated by separation wheels placed under the track cover.  The Model 
3063 stacks the opened envelopes at the tray placed on the table at the right hand side 
panel.  The Model 3073 transports the opened envelopes back to the operator’s area by 
means of the conveyor belt (Model 1010).  With this option, the letter opener can be fed 
stacks of envelopes continuously without stopping the machine or operator movement. 
The letter opener can be delivered with a counter and/or variable speed making it 
possible to change the speed of the envelopes passing through the machine. 
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Chapter 2 – Operator’s Area 
 

Operator’s area 
Before starting your letter opener Model 3063/3073 - make sure that the waste tube is 
mounted.  If it is not mounted, do the following; Remove the center back cover and slide 
the waste tube from the bottom onto the milling cutter.  For more detail, see page 33. 
 
 

Start/Stop 
Plug in the power cord.  To turn power on, depress ON/OFF switch to the “I” position 
and toggle the Reset switch.  To turn power off, depress the ON/OFF switch to “O” 
position. 
 

 
 

Depth of cut 
The depth of cut is adjustable on the letter opener Model 3063/3073.  The cutter is 
preset at the factory to the smallest cut possible.  For typical use, the factory settings 
should be satisfactory.  It is recommended to test the cut with a handful of envelopes.  
To protect the contents of the envelope the smallest amount of cut should be used.  
Depending on the thickness of the envelopes to be opened, you may have to adjust the 
depth of the cutter.  The cutter can be adjusted by turning the Allen nut above the cutter, 
seen below.  To access this screw, open the blue Track Cover from the left hand end. 
 

 

 
 

Envelope Feeding 
 

 

To ensure your envelopes contents are 
not damaged, and to prevent jamming, it 
is recommended that you prepare the 
envelopes before opening as shown.   
 
Stack Envelopes with all flaps face-down 
and pointing away from the operator.  Fan 
the stack so that the leading edge of the 
bottom envelope is protruding from the 

ON/OFF 
RESET 

Milling Cutter 

Adjustment Screw 

Deeper Cut 

Contents 

Flap 



stack, as seen in the following figures. 

 

 
 

Letter-Sized Envelopes 
Loosening the thumbscrews on the 
end of the machine and sliding the 
left end up aides in stacking of 
envelopes for consistent feed.  
Once desired height is reached 
simply tighten thumbscrews and 
begin opening. 

 

 

 

Large Envelopes & Flats 
Folding the tray open allows easy 
feeding and support of large 
envelopes and mailing flats. 

 

Thick envelopes and flats 
Most envelope sizes are fed automatically, requiring the operator to merely add and 
remove the mail.  For a few thick envelopes, it may be required for the operator to lightly 
press on stack to help feed the envelopes.  However, if a majority of the envelopes are 
thick, the operator may have to adjust the machine settings to allow for efficient and 
steady feeding and prevent jamming.  This procedure can be seen in the Separation wheels 
section below.   
 

Separation wheels 
The main function of the separation wheels is to ensure that envelopes pass through the 
cutter singly.  If more than one envelope is allowed through, you will need to adjust the 
separation wheels to a more appropriate height.  Separation wheels are adjusted the 
Track Cover, and require a 5mm hex wrench. Turning as shown below will raise the 
separation wheels.  The factory position for the wheels is approximately 3mm above the 
Track.   

 
  



Variable speed 
The letter opener Model 3063 and 3073 can be delivered with variable speed that gives 
the option to set the speed most suitable for the type of envelopes you are running.  The 
scale allows for speeds between 40 to 100% of normal operation speeds. 
 

Operator’s cleaning and inspection 
Daily: 
Clean around the machine.  Wipe off all surfaces and empty waste bin.  
Monthly: 
Check all belts for cracks, wear, and clean the three black feed belts with rubbing 
alcohol and rag. Clean inside the machine, around milling cutter.  This may be 
done with a vacuum and attachment. 
 

 



Chapter 3 – Routine Service and Maintenance 
 

Machine maintenance 
Before starting maintenance, always remember to disconnect the power cord. 
 
 

Belts 
Open the track cover, lift carefully to the right until the cover rests. 
Check the round feed belts and the flat Poly-V belt for wear and cracking.   
If necessary, replace belts using the procedure in Chapter 4. 
For the interior drive belts, the center back cover and the left cover must be removed.   
Inspect the orange belts on the dual motors for cracking, wear, excessive stretching 
and/or buildup of dirt.  These belts may be cleaned with a damp cloth and should be 
dried before re-installation.  Replace these belts if required.  Make sure all covers are 
replaced before connecting to power. 
 
 

Transport Wheels 
Inspect the transport wheels (white wheel) on the track cover.  The rollers must be 
evenly worn and they must roll unencumbered and quietly.  If the wheels do not roll 
freely, you may need to loosen the mounting nut or possibly will need to clean the 
wheels and change the felt pieces on both sides.  It should only be necessary to change 
wheels or felt pieces after uneven or extensive wear.  In some cases, after cleaning you 
may have to use rubber grease between wheel and wheel shaft for no traction.  DO 
NOT use oil or spray-on lubricants. 
 
 

Switches 
For several features on the 3063 and 3073 letter openers, standard electrical switches 
are used.  Under normal use these switches should last the life of the machine and do 
not require maintenance. 
 
 

Reverse flow conveyor, Model 1010 (optional) 
The reverse flow conveyor transports the opened envelopes back to the operator’s area 
for the operator to collect.  The reverse flow conveyor can work in two ways  

1. Machines with counter (optional) - the reverse flow is controlled by a sensor 
mounted inside the track cover. 

2. Machines without counter - the reverse flow is controlled by a white switch lever, 
which activates the micro switch.  The micro switch and lever are now mounted 
on all standard 3063 machines for easy installation of a 1010 conveyor. 

 
If you do experience problems with your conveyor belt, you may check to see if it is 
becoming misaligned or skewing.  After continued misalignment the belt will become 
frayed at the edges or will jam against its surroundings. 
 
 
 
 
 



To adjust the belt you need to leave the power on.  The adjustment has to be made 
while the belt is running.  For machines with counter, obstruct the light beam with a solid 
object such as tape.  For machines without a counter, you will need to activate the micro 
switch in the middle, by taping it down.  For safety reasons, you should disconnect the 
orange drive belts from the transport motor inside the letter opener.  To adjust the 
conveyor belt 
 

1) Remove the end cover at the right hand side of the conveyor. 
2) Adjust the two screws at the end of the conveyor drive pulley, while the machine 

is running.  By adjusting the screws on either end of the white roller, the belt can 
be guided along a center path. 

 

 
 

3) Replace the end cover. 

 
 

Counter with photo sensor (optional) 
The letter opener can be ordered with a counter.  The counter display is mounted at the 
top right side of the letter opener.  The optical sensor is placed under the track cover.  
The optical lines are made from optical grade fiberglass, so caution should be taken to 
prevent damage due to excessive bending or binding.  Inside the letter opener, the 
photo sensor can be adjusted to vary the sensitivity by using the two white screws. 
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Counter with mechanical sensor (optional) 
The letter opener can be ordered with a counter.  The counter display is mounted at the 
top right side of the letter opener.  The 
mechanical sensor is placed under the first 
filler.  This sensor is used to trigger the 
counter as well as the conveyor (if option 
added). 

 

 

 

 

 

 

 

 

 
 

 

AFTER EVERY SERVICE  
 

Make sure there are no obstructions in the cutting area.   
 
Make sure that all the screws in the transport area are flat with the surface and that 
all stops and safety system works.   
 
Make sure that the belts are placed correctly, check both the feed belts and the flat 
Poly-V belt. 
 
Make sure that the track wheels are tightened properly and that the springs are all 
mounted.  Make sure that the separation wheels do not rub on the belts. 
 
Make sure that all fasteners are secured. 
 
Make sure that all back covers are closed. 
 
Run the machine and open the track cover to assure that the machine will stop and 
all safety systems work. 

 
 

Mechanical Switch 



Chapter 4 – Part Replacement 
 

Power Supply 
If the machine does not start – do as follows: 
 

1) Check that the power cord is connected, and that the On/Off switch is set on I. 
2) Press the reset button. 
3) Check that the transport cover is closed firmly. 
4) Check that the track cover is closed firmly. 
5) Check the fuse (located in pull-out drawer below the main power socket on 

back of the machine).  You can check and change the fuse by opening the 
drawer.  The 3063 and 3073 machines use a 250V 10 Amp fuse. 

6) If the fuse is okay and the machine still doesn’t operate, an overload of the 
relay might have occurred.  To check the relay, disconnect the power cord 
and remove the right back cover.  Locate the relay as seen below and turn the 
yellow switch on top 90 degrees to the left.  Turn the letter opener on briefly, 
just to verify operation.  If the letter opener starts – you will need to order a 
new relay.  DO NOT permanently run the machine with the relay switched off, 
as this will void the warranty and could cause bodily harm or danger. 
 

  
 

Belts 
Under normal use, belts may become dirty, worn or cracked.  If left unattended, belts 
may break or loose effectiveness during feeding.  It is recommended to replace belts 
when they are worn and become noisy, sloppy or stiff. 
 
Replacement of feed belts and Poly-V belt is performed as follows 
 

1) Disconnect the power cord. 
2) Remove center and left back cover. 
3) Raise the Track Cover to the upright position  
4) Open black transport cover. 
5) Remove the stainless track by loosening and removing six M3x10 

countersunk screws. 
6) Remove orange belts inside machine. 
7) Remove the large transport pulley by loosening its pointed setscrew. 
8) Loosen the four M6 screws located on the backside of the chassis from the 

transport bar. 
9) After removing the transport bar from the front of the machine, the three feed 

belts can be changed. 
10) To change the Poly-V belt the inner feed belt must be removed and the Poly-V 

belt may be guided off the pulleys by hand. 
11) To insert a new Poly-V belt, first loop around the drive shaft and idler pulley 

and then carefully guide onto the pulleys again, one groove at a time.  Note: 



the Poly-V belt is uni-directional and may be fed onto the transport bar either 
direction; however if rubbing occurs between the transport bar and the belt 
after mounting, try mounting the belt in the opposite direction.  

12) Mount the transport bar, and tighten all 4 screws. 
13) Mount the large drive pulley.  Tighten the pointed setscrew. 
14) Replace orange drive belts. Check alignment with motor pulley. 
15) Close the back of the machine. 
16) Replace the stainless track and screws.  Make sure that the screws are all the 

way down and flush with the surface.  Do not attempt to over tighten these 
screws as this will lead to damage to the screw head. 

17) Close the black transport cover. 
 
 
 
 

Transport bar, bearings and pulleys 
The transport bar is designed to provide minimal resistance to belt movement.  For 
normal use the belts should run without problems.  If the belts do not run properly and 
the belts are not worn, check the bearings – they might need replacement. 
 
Replacement of bearings/wheels 
For an exploded view of the transport bar, see below. Part numbers can be found in the 
3063 3073 Parts Manual. 
 



Track wheels and separation wheels 
The function of the track wheels is to hold the pressure on the envelopes just right when 
they pass the cutter.  The pressure is light and should not be heavy as this can make 
the envelope jam. 
 
The track wheels should be inspected for wear.  At the same time, make sure that the 
wheels rotate freely.  The wheels should be replaced if worn down to a small diameter or 
if they are unevenly worn. 
 
The function of the separation wheels is to separate the envelopes so that they pass the 
milling cutter only one at a time.   
 

Track wheel replacement 
1) Disconnect the power cord. 
2) Open the track cover by pulling the cover to the right, placing it in rest 

position. 
3) For machines with counter, disconnect the sensor by loosening the nut and 

washer.  Be careful not to bend or pinch the cable. 
4) Pull the track cover off the shaft and put it on a table.  Place something soft 

underneath (rag/towel) so you do not scratch the cover or table. 
5) Loosen the screw that acts as an axle for the wheel, and the corresponding 

lock nut.  
6) Pull out the screw and take off the wheel.  It is recommended to change the 

felt pieces at this time. 
7) Now put the wheel back on.  When you tighten the lock nut make sure that the 

wheel shaft is not loose and the wheel can still rotate without problems. 
8) Put the cover back on. 
9) For machines with a counter, put the sensor back on by putting the sensor 

through the tube and reattaching to track cover. 
10) Close track cover. 
11) Connect the power cord. 

 

Milling cutter and carbide insert 
 

The carbide inserts can be used on all four sides.  If they are really worn, chipped or are 
no longer parallel with the cutter the resulting cut will no longer be as clean, or may not 
cut at all.  This can be an indicator that it is time to rotate or replace the carbide insert. 
 
Carbide inserts  
 

1) Disconnect the power cord 
2) Open the track cover by raising it to 

the right to an upright position 
3) Unscrew the foam holder and the track 

finger 
4) Using a Torx nut driver, unscrew the carbide insert and turn it 90 degrees.  

Rotating it clockwise makes it easy to remember which sides have been used. 
5) Turn the milling cutter to make sure the carbide insert does not obstruct the 

path of the cutter. 
6) Put the track finger back on. 
7) Put the foam holder back on. 



 
Milling cutter 
The milling cutter can be worn and chipped, if that happens it needs to be changed.  To 
replace the milling cutter, do as follows: 
 

1) Disconnect the power cord. 
2) Remove the center back cover. 
3) Remove the orange drive belts by lifting them off. 
4) Remove the waste tube from the bottom. 
5) Open the track cover by lifting the cover to an upright position. 
6) Loosen the screw over the foam holder, as well as the screw under the black 

cover.  These two screws hold the milling cutter in place – so you will need to 
support the milling cutter while loosening the screws. 

7) Take off the pulley wheel. 
8) Slide the milling cutter out of the machine gently.   
9) Remove pulley from old cutter and install on new cutter, noting location on the 

shaft.  Locate and swap over the adjustment spring from the front of the old 
cutter to the front of the new cutter. 

10) Test that the cutter is free of the carbide inserts by hand-turning it a few 
revolutions. 

11) Place the new cutter in the machine and screw into place. 
12) Mount the waste tube from below. 
13) Put the orange drive belts back on.  
14) Close the back of the machine. 
15) Close the track cover. 
16) Connect the power cord. 
17) Test the machine with a few envelopes. 
18) Adjust the depth of the milling cutter as in Chapter 2. 

 
 
 
 

Deflector 
The deflector can break, if it does you may wish to replace it.  Without the deflector 
envelopes tend to become skewed during transport between conveyor and stacking tray 
or reverse-flow conveyor and are difficult to pick up. 
 
Replacement of deflector 

1) Disconnect the power cord. 
2) Remove the center back cover. 
3) Unscrew the two nuts and screws, also holding second top guide.  
4) Place the new deflector on top of second top guide. 
5) Replace screws and nuts. 
6) Put the back cover on. 
7) Turn the power on. 

 
 
 

 

 

 
 



Motors 
The motors are maintenance free and do not need to be greased or oiled.  Note that the 
motors are thermally protected and may shut down if excessively over heated.  If your 
motors do not run and you have checked the procedures in the Power Supply section, 
allow time for the motors to cool before trying to run the machine again. 
 
Motor replacement 

1) Disconnect the power cord. 
2) Remove the back covers. 
3) Remove the orange drive belts. 
4) Note the position of the wires on the motor.  Also see the wiring diagram. 
5) Loosen screws and nuts from the motor bracket, disconnect the wires and 

take off the motor. 
6) Replace the motor. 
7) Connect the wires. 
8) Put the orange belts back on. 
9) Close the back of the machine. 
10) Connect the power cord. 

 

Replacement of scale for variable speed 
To change the scale you must pull the knob off, loosen the nut and then remove the 
scale.  

 
 
 
 

 

 



Chapter 5 – Wiring Diagrams 
 

List of Wiring Diagrams 
 
1.  110V 3063 
2.  110V 3063 with optical counter 
3.  110V 3063 with variable speed 
4.  110V 3063 with optical counter and variable speed 

 
5.  110V 3073 
6.  110V 3073 with optical counter 
7.  110V 3073 with variable speed 
8.  110V 3073 with optical counter and variable speed 

  
9.  220V 3063 
10.  220V 3063 with optical counter 
11.  220V 3063 with variable speed 
12.  220V 3063 with optical counter and variable speed 

 
13.  220V 3073 
14.  220V 3073 with optical counter 
15.  220V 3063 with variable speed 
16.  220V 3073 with optical counter and variable speed 

 
17.  110V/220V 3063 with mechanical counter 
18.  110V/220V 3063 with mechanical counter and variable speed 

 
19.  110V/220V 3073 with mechanical counter 
20.  110V/220V 3073 with mechanical counter and variable speed 

 
 



 
 

Wiring Diagram 110V Model 3063 



 Wiring Diagram 110V Model 3063 with Optical 

Counter 



 
Wiring Diagram 110V Model 3063 Variable 

Speed 



 Wiring Diagram 110V Model 3063 Variable Speed 

and Optical Counter 



 

Wiring Diagram 110V Model 3073 



 

Wiring Diagram 110V Model 3073 with Optical Counter 



 
Wiring Diagram 110V Model 3073 Variable 

Speed 



 

Wiring Diagram 110V Model 3073 Variable Speed 

and Optical Counter 



 
Wiring Diagram 220V Model 3063 



 Wiring Diagram 220V Model 3063 with Optical 

Counter 



 

Wiring Diagram 220V Model 3063 Variable 

Speed 



 
Wiring Diagram 220V Model 3063 Variable Speed 

and Optical Counter 



 
Wiring Diagram 220V Model 3073 



 
Wiring Diagram 220V Model 3073 with Optical 

Counter 



 Wiring Diagram 220V Model 3073 Variable 

Speed 



 

Wiring Diagram 220V Model 3073 Variable Speed 

and Optical Counter 



 Wiring Diagram 110V/220V Model 3063 with 

Mechanical Counter 



 

Wiring Diagram 110V/220V Model 3063 with Variable 

Speed and Mechanical Counter 



 

Wiring Diagram 110V/220V Model 3073 with 

Mechanical Counter 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Wiring Diagram 110V/220V Model 3073 with Variable 

Speed and Mechanical Counter 



 
Maximum Speed:    40,000 envelopes per hour 
Maximum Envelope Thickness:    0.33”  /  8mm 
3063 Dimensions: (H/W/D)   41”x44”x30”  /  1050x1120x780 mm 
3073 Dimensions: (H/W/D)   45”x44”x30”  /  1160x1120x780 mm 
Shipping Dimensions:  (H/W/D)   14”x23”x11”  /  365x580x385mm 
Net Weight of Opener (3063):   187 lbs  /  85 kg 
Net Weight of Opener (3073):   227 lbs  /  103 kg 
Stand and Waste Bin:   Included 
Power Supply:      115V-60 Hz   /  220V - 50Hz 
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