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Chapter 1 - General Overview / Machine Specifications

Thank you for your purchase of the Postmark Model 3050 Desktop Letter Opener.  The 3050
can open mixed varieties of envelopes from small envelopes, to the largest of envelopes.  It
has the power to open envelopes with a maximum thickness of 1/3 inch (8mm), while
delicately opening the thinnest.

Before operating the 3050 for the first time, we recommend that you read and familiarize
yourself with the operating manual and understand all warnings and safety precautions.
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Figure 1.1
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Chapter 2 - Operational Safety

WARNING Conditions that may cause serious
injury or even death.

Do not use power other than AC120V under any conditions.
* May cause overheating of electrical components which posses as a fire hazard.

Do not damage or alter the power cord in any way.  Also, avoid using extension cords or
power strips.
* May cause electrical shock or overheating of electrical components.

Keep all liquids off machine and do not use with wet hands.
* May cause electrical shock.

Use machine only for it’s intended design use (opening envelopes).
* Serious injury or machine damage may occur.

Before performing any maintenance or service on machine, disconnect power supply and
properly discharge motor capacitors.
* May cause electrical shock.

CAUTION Conditions that may cause injury or
may damage the machine.

Do not alter the machine to run with safety covers removed.
* Personal injury may occur.

Allow sufficient amount of space behind the machine for air circulation.
* The motors may overheat and wear down prematurely.

Turn off the power immediately when the machine jams or makes unusual noises.
* Machine damage may occur.

Install machine on a sturdy table with ample amount of space.
* Machine may fall and cause damage to it or the surrounding environment.

Avoid using machine in direct sunlight or in high humidity environments.
* May shorten the individual component’s life or cause machine malfunction.
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Chapter 3 - Operator’s Area

1. Before Starting
i. Plug in machine.

ii. Verify blue track cover is pushed down all the way.
iii. Position receiving tray to catch opened envelopes.
iv. Place chaff bin under the milling cutter discharge shoot

(See figure 3.1.1).

2. Start/Stop
i. To start, press down the I (Button #1) and press the reset switch

(Button #2). To stop, press down the O (button #1).  (See figure 3.2.1)

3. Clearing a Jam
i. Lift the blue track cover up and out – machine will automatically shut

off (See figure 3.3.1).

Figure 3.2.1
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ii. Remove the envelopes that have jammed.
iii. Replace blue track cover and verify it is pushed down all the way.
iv. Press the reset button – machine will turn back on.

Chapter 4 - Machine Adjustment

The Model 3050 letter opener comes from the factory with settings optimized for opening
envelopes between 2 and 8 mm thick.  Generally, these settings will work for all envelope types
and thickness.  There are, however, four simple adjustments to ensure proper envelope feeding,
separation, and opening of envelopes.

1. Envelope Feeding
Two methods of envelope feeding provide the best results.

i. Straight stacking. (See figure 4.1.1)
ii. Fan-folded stacking. (See figure 4.1.2)

Note:  Sometimes simply moving the envelope guide left
or right will place the envelopes at the proper angle
for machine feeding. (See figure 4.1.3)

Figure 4.1.1 Figure 4.1.2

Figure 3.3.1
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Second, pull
up and out
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2. Separation
Two separator stones, mounted on the underside of the blue track cover,
allow only one envelope at a time to feed through the machine.  Although
the preset gap of the stones is set at the ideal distance (3mm for the front
stone and 4mm for the back stone), adjustments for proper feeding can be
made as follows:

i. To raise stones, turn screws clockwise (See figure 4.2.1 on next
page).

ii. To lower stones, turn screws counterclockwise (See figure 4.2.1 on
next page).

Tip: When adjusting stones to a specific height (i.e. 3mm)
place a 3mm Alan wrench under the stone and adjust
stone until touching.

Figure 4.1.3
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3. Envelope Opening
The milling cutter “nibbles” off the edge of the envelope by a high-speed
cutter blade similar to a circular saw blade.  The milling cutter is properly
adjusted at the factory to guarantee it does not cut the contents of the
envelope.  If, however, depth adjustment is required, follow these steps:

i. Larger cut – Turn the adjustment screw clockwise (See figure
4.3.1).

ii. Smaller cut – Turn the adjustment screw counterclockwise (See
figure 4.3.1).

iii. After adjusting the milling cutter, test a few envelopes to verify
contents are not cut.

iv. Readjust if necessary.

4. Top Guides
The top guide and first top guide direct the envelopes into and out of the
milling cutter (See previous figure 1.1).  The guides are set at the factory
for a maximum envelope thickness of 8mm.  Adjustment of the guides is
not recommended but can be lowered if necessary.  To lower guides,
follow these steps:

i. Take off the back panel.
ii. Loosen the two screws that secure the guides.

iii. Gently push down the guide.
iv. Tighten the two screws.
v. Replace back panel.

Note: The first top guide’s factory setting is – 10mm for
the leading end and 8mm for the trailing end.  The
top guide’s factory setting is – 8mm for the leading
and trailing end.

Figure 4.3.1
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Chapter 5 - Maintenance

By design, the model 3050 letter opener should function consistently and continuously
without frequent maintenance or replacement of parts.  However, we suggest periodical
maintenance and inspection of critical components to ensure proper machine operation and
minimize machine wear (See maintenance table 5.1 for a suggested maintenance and machine
inspection interval).

Caution: Before attempting any maintenance or inspection of
machine, unplug the power cord to prevent electrical
shock or injury.

Regular Maintenance

Chaff Bin
(Daily)

 Chaff should never be allowed to overfill the Chaff Bin.  Emptying
the Chaff Bin daily, or under heavy use hourly, will prevent chaff
from backing up into machine.

Clean machine

(During Regular Service)

 Wipe down feed belts with belt cleaner or isopropyl alcohol
 (DO NOT WIPE DOWN THE RED BELT).

 If chaff has collected inside, vacuum inside machine.

Regular Inspection /
Part Replacement

Feed and Transport Belts

(Weekly)

 Inspect belts for cracks, chaffing, excessive wear, and if too loose.
Replace if any of these condition exist.

Orange Drive Belts inside the
machine

(Monthly)

 Inspect belts for cracks, chaffing, excessive wear, and if too loose.
Replace belts if necessary.

Motors, relay, and wiring

(Monthly)

 Inspect for wire damage or unusual signs of wear.  NOTE: The motors
are maintenance free and should have a long life under normal use.
However, they may breakdown, and subsequently, need to be
replaced.

Maintenance Table 5.1
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Chapter 6 - Troubleshooting
If a problem should arise, consult troubleshooting table 6.1 below for fixes to most
common problems.

Note:  Depending on the type, size, and condition of
envelopes opened, the quality of opening may not
be consistent in quality.

Problem Possible Causes Fix

Machine does
not turn on.

 The power cord is not connected.
 The blue track cover is not pushed down

all the way.
 The on/off switch is not in the “on”

position and not pressing the reset button.
 The internal fuse is blown (Located in the

power socket.

 Connect the power cord.

 Push the track cover down all the way.
 Press the “I” and then press the reset

button (See previous figure 3.2.1).
 Replace the internal fuse.

Machine does
not separate
envelopes.

 The separator stones are adjusted too
high.

 The angle at which the envelopes feed
into the machine is not ideal.

Method of stacking envelope is not
working.

 Adjust the separator stones (See previous
figure 4.2.1).

 Slide the envelope guide back and forth to
find where it works the best.

 Try fan folding the envelopes and then
feed them into the machine (See
previous figure 4.1.2).

Machine won’t
feed envelopes.

 Separator stones too far down.

 Feed belts not “grabbing” envelopes.

 The angle at which the envelopes sit on
the feed belts is not ideal.

 Adjust separator stones (See previous
figure 4.2.1).

 Clean feed belts or replace if necessary
(Chap. 7, Sec. 1 – Belt Replacement).

 Slide the envelope guide back and forth to
find where it works the best (Fig 4.1.3).

Machine does
not open
envelope.

 The milling cutter is not adjusted
properly.

 Milling cutter drive belts may have
slipped off of pulleys.

 Irregular folded sides of the envelope will
prevent proper opening.

 Adjust the milling cutter as described in
Chapter 4, Section 3.

 Remove back panel and replace orange
drive belts.

 Before feeding envelopes into machine,
pre-arrange the envelopes so the
manufactured folded side will get milled
open.

Machine cuts
contents of
envelope.

 The milling cutter is not adjusted
properly.

 Contents of the envelope too close to the
cut-side of envelope.

 Adjust the milling cutter as described in
Chapter 4, Section 3.

 Jog envelope contents away from cut-side
before running through machine.

Machine
continually
jams.

 There is an obstruction to the smooth flow
of envelopes through the machine.

 Envelopes are too crumpled.

 Visually and physically check the
transport table for any obstructions
(WARNING: Disconnect the power
supply first).

 Smooth and flat the envelopes before
opening, especially the corners.

Machine
produces a
“jagged” or
irregular cut.

 Carbide inserts have a chip in them or
they are sufficiently worn.

 The milling cutter blade has a chip in it or
is sufficiently worn.

 Carbide inserts not adjusted properly.

 Rotate or replace carbide inserts (See
figure 7.3.1).

 Sharpen or replace the milling cutter blade
(NOTE: This requires the removal of the
milling cutter and special machining by a
trained technician).

 Adjust the carbide inserts.

Troubleshooting Table 6.1
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Chapter 7 – Replacement Parts

There are few parts that may, occasionally, need replacement.  This chapter will guide
you step-by-step through the replacement of the most commonly replaced parts.

1.  Belt Replacement
The two black feeder belts and the one red poly-v belt usually need
replacement once or twice a year, depending on the amount of use.
Replace belts when they are worn and become noisy, sloppy, or stiff. To
replace belts, consult the steps listed below:

1. Disconnect the power cord and remove the back panel.
2. Remove the blue track cover by lifting it up then pulling it out.
3. Remove the black track cover on the underside of the transport

table.
4. Remove the orange transport bar drive belts on the inside of the

machine by sliding them off of the pulleys with your fingers.
5. Remove the large drive pulley by first loosening the set screw

behind the pulley, and then slide the pulley off the shaft.
6. Remove the four M6 cylinder head cap screws.  Be careful not to

let the transport bar fall – support it while unscrewing.
7. With the transport bar now removed, you may replace the two

black feeder belts with your fingers.
8. To change the red poly-v belt, loosen the screw that secures the

idler pulley mounted in the slotted hole.  Next, loosen the setscrew
located underneath the same pulley.  Now, pull off the belt by
rotating the belt about its path while simultaneously sliding it off
the grooved pulleys.  Add new belt by following these same steps
in reverse order.

9. Re-mount the transport bar and verify all four mounting screws are
secure.

10. Slide large pulley back on shaft with setscrew on the far side of
pulley and lined up with the flat side of shaft.  Tighten setscrew.

11. Slide the orange drive pulleys back on the drive motor pulley and
transport bar pulley.

12. Secure the back panel.
13. Re-install the blue track cover.
14. Plug-in power cord and start machine.

2.  Bearings and Wheels Replacement
The function of the transport bar is to run the belts smoothly to maximize
belt life.  If the belts frequently get replaced, or if they seem to not run
smooth or properly, examine the various bearings and wheels to see if they
are, perhaps, worn out.  If so, consult the following steps below for
replacement:

1. Disconnect the transport bar as described in Belt replacement,
steps 1 – 6, above.

2. Remove belts.
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3. Remove bearing either by removing the lock clip and then tapping
out the bearing, or by unscrewing the bearing, and then tapping out
the bearing.

Note: We recommend that you look at figure 7.2.1
for the easiest way to take the transport bar
apart and to put it back together.  Follow the
direction of the screws.  The elements in the
upper portion of the figure mount to the right
side, and all elements in the lower portion of
the figure are mounted on the left side.

4. Reinstall all belts and follow steps 9 – 14 in Belt replacement
above.

Figure 7.2.1



13

3.  Milling Cutter Carbide Inserts
The carbide inserts can be used on all four sides.  If they are sufficiently
worn or have a noticeable chip in them, and produce a jagged edge, it is
time to rotate the carbide inserts (See figure 7.3.1).

1. Disconnect the power cord.
2. Lift up and out the track cover.
3. Unscrew the foam holder and the track finger.
4. Unscrew the carbide insert and turn it 90 degrees.
5. Turn the milling cutter through an entire revolution to make sure it

does not contact the carbide insert.
6. Remount the track finger and the foam holder.
7. Reconnect the power and verify smooth cutting.

4. Motors
The motors are maintenance free and do not need to be greased or oiled.
They may, however, break down over time.  If so, follow the below steps
for motor replacement.

1. Disconnect the power cord.
2. Remove the back cover.
3. Remove 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, and disconnect the

wires and remove motor.
6. Replace motor.
7. Connect wires.
8. Reinstall orange drive belts.
9. Secure back panel.

Figure 7.3.1
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Chapter 8 – Wiring Diagrams
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Machine Specifications
Maximum Speed: 30,000 Envelopes per hour
Maximum Envelope Thickness: 0.33 in. / 8mm
Dimensions: (LxWxH) 28x18.25x13 in. / 71.1x46.4x33.0 mm
Net Weight of Opener: 80 lbs / 36 kg
Net Weight of Receiving Tray: 4 lbs / 1.8 kg
Shipping Weight: 100 lbs / 45.5 kg
Power: 115 V / 60 Hz
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