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swingline 747 stapler manual is an essential resource for users seeking to understand
the operation, maintenance, and troubleshooting of the popular Swingline 747 stapler
model. This manual provides comprehensive instructions and guidelines that ensure
efficient use and extend the lifespan of this widely used office tool. Whether you are a
first-time user or looking to optimize your stapling experience, this guide covers
everything from loading staples to jam removal. The Swingline 747 is known for its
durability and reliability, making the manual an important document for both individual
users and office managers. This article will explore the key sections of the Swingline 747
stapler manual, including setup, usage tips, troubleshooting, and maintenance techniques.
Understanding these aspects will enhance productivity and prevent common issues
associated with staplers. Below is an overview of the contents covered in this detailed
manual.
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Overview of the Swingline 747 Stapler

The Swingline 747 stapler is a heavy-duty, reliable stapling device designed for frequent
use in office and professional environments. Known for its solid metal construction and
ergonomic design, this stapler can staple up to 20 sheets of standard paper with ease. The
swingline 747 stapler manual provides detailed descriptions of the stapler’s
components, including the base, staple magazine, anvil, and handle mechanism.
Understanding these parts is crucial before attempting to load staples or perform
maintenance. The manual highlights the stapler’s robust build quality and explains how it
combines functionality with user comfort.

Design and Features

The Swingline 747 features a classic design with a black and silver finish, making it a
staple in many offices around the world. Key features include its capability to hold a full



strip of staples, a non-slip base to prevent movement during use, and a top-loading
mechanism for easy staple refills. The stapler’s tension mechanism is designed to provide
smooth stapling action with minimal hand effort. The swingline 747 stapler manual
emphasizes these features to help users appreciate the product’s value and efficiency.

Applications and Suitability

This stapler is suitable for a variety of applications beyond just office paperwork, including
school projects, crafts, and light packaging. The manual outlines the ideal paper thickness
and staple sizes, ensuring users apply the stapler correctly for the best results. It is
particularly favored in environments where frequent stapling is necessary, thanks to its
durability and ease of use.

Loading Staples Correctly

Properly loading staples is a fundamental step detailed extensively in the swingline 747
stapler manual. Incorrect loading can lead to jams, misfires, or damage to the stapler.
The manual guides users through a step-by-step process to ensure staples are inserted
safely and securely.

Step-by-Step Loading Process

Loading staples into the Swingline 747 involves a straightforward procedure:

Hold the stapler firmly and locate the staple magazine release button at the back or1.
side.

Press the button to open the top-loading magazine.2.

Insert a strip of Swingline staples, ensuring the sharp edges face downward towards3.
the anvil.

Close the magazine securely until it clicks into place.4.

Test the stapler on a sample paper to confirm proper loading.5.

The manual warns against mixing staple brands or sizes, as this can impair performance
and void warranties.



Recommended Staples

The swingline 747 stapler manual specifies using standard Swingline 747 staples or
equivalent sizes to maintain optimal functionality. These staples are typically 1/4 inch in
length and are designed to handle paper stacks up to 20 sheets. Using the recommended
staples ensures clean, professional stapling and minimizes the risk of jams.

Operating Instructions

Efficient use of the Swingline 747 stapler requires understanding the correct operating
technique, as outlined in the manual. This section provides instructions to maximize
stapling efficiency and reduce hand fatigue.

Using the Stapler

To operate the stapler effectively, place the paper stack firmly within the stapler’s mouth,
aligning it with the anvil. Apply steady downward pressure on the handle until a distinct
click confirms the staple has been driven through the paper. Release the handle and
gently remove the stapled papers. The manual recommends stapling near the upper-left
corner for standard documents.

Adjusting for Different Stapling Needs

While the Swingline 747 is primarily designed for standard stapling, the manual also
explains how to adjust the stapler for tacking or pinning. This involves partially opening
the stapler to alter the staple orientation and is useful for attaching papers to bulletin
boards or fabric surfaces.

Stapler Maintenance and Care

Maintaining the Swingline 747 is essential to prolong its lifespan and maintain consistent
performance. The swingline 747 stapler manual provides detailed care instructions to
keep the stapler in optimal condition.

Cleaning the Stapler

Regular cleaning prevents dust and debris buildup, which can cause jamming. Users
should wipe the exterior with a soft, dry cloth and periodically open the magazine to



remove staple fragments. Avoid using harsh chemicals or excessive moisture, as these can
damage the internal components.

Lubrication and Component Checks

The manual recommends occasional lubrication of the stapler’s moving parts with a light
machine oil to ensure smooth operation. Additionally, checking for bent or damaged parts
and replacing staples with care can prevent mechanical failures. These maintenance steps
are particularly important in high-use environments.

Troubleshooting Common Issues

The swingline 747 stapler manual includes a troubleshooting guide to address frequent
problems users may encounter. Understanding these issues helps minimize downtime and
maintain productivity.

Stapler Jam Removal

A common problem is staple jams, which occur when staples bend or misfire inside the
magazine. The manual advises the following steps to clear jams safely:

Open the staple magazine fully.

Use a pair of tweezers or a staple remover to extract the stuck staples gently.

Inspect the magazine for any bent components and straighten or replace if
necessary.

Reload staples carefully according to the loading instructions.

Other Common Issues

Other troubleshooting tips include resolving weak stapling caused by worn springs or
improper staple sizes and addressing handle stiffness due to lack of lubrication. The
manual’s comprehensive guidance helps users diagnose and fix these problems effectively.



Safety and Usage Tips

Safety is a priority when using office equipment like the Swingline 747 stapler. The
swingline 747 stapler manual outlines best practices to prevent injury and damage.

Safe Handling Practices

Always keep fingers away from the stapling area to avoid puncture injuries. Store the
stapler out of reach of children and use it on stable surfaces to prevent accidental drops.
The manual advises users to avoid forcing the stapler if it resists, as this can cause
damage or injury.

Maximizing Stapler Efficiency

Using the stapler within its specified capacity and regularly maintaining it not only
ensures safe operation but also enhances performance. The manual encourages users to
follow all instructions carefully and replace staples promptly to avoid jams and misfires.

Frequently Asked Questions

Where can I find the Swingline 747 stapler manual?
The Swingline 747 stapler manual can typically be found on the official Swingline website
under the support or downloads section, or by searching for 'Swingline 747 stapler manual
PDF' online.

How do I load staples into the Swingline 747 stapler?
To load staples, press the staple tray release button or pull back the staple tray, insert a
strip of standard 1/4 inch staples into the tray with the pointed ends facing down, and then
push the tray back into place until it clicks.

What type of staples does the Swingline 747 stapler
use?
The Swingline 747 stapler uses standard 1/4 inch staples, typically Swingline S.F. 4 or
equivalent size staples.

How do I clear a staple jam in the Swingline 747



stapler?
To clear a jam, first remove the staple tray by pressing the release button, carefully
remove any stuck staples with tweezers or fingers, then reload the staples and test the
stapler to ensure proper function.

Can the Swingline 747 stapler staple through thick
stacks of paper?
Yes, the Swingline 747 stapler can staple up to 20 sheets of standard 20 lb paper, making
it suitable for most office stapling needs.

Is the Swingline 747 stapler manual available in
multiple languages?
The availability of the Swingline 747 stapler manual in multiple languages depends on the
source, but the official Swingline website may offer manuals in several languages or
provide contact options for assistance.

How do I adjust the stapling depth on the Swingline 747
stapler?
The Swingline 747 stapler does not have an adjustable stapling depth feature; it staples at
a fixed depth designed for typical office use.

What maintenance tips are recommended in the
Swingline 747 stapler manual?
Maintenance tips usually include keeping the stapler clean, avoiding overloading staples,
clearing jams promptly, and occasionally lubricating moving parts to ensure smooth
operation.

Where can I get replacement parts for the Swingline
747 stapler?
Replacement parts for the Swingline 747 stapler can be purchased from Swingline's
official website, authorized dealers, or office supply stores that carry Swingline products.

Additional Resources
1. The Complete Guide to Swingline 747 Stapler Maintenance
This comprehensive manual covers everything you need to know about maintaining and
troubleshooting the Swingline 747 stapler. From basic cleaning techniques to advanced
repair tips, this guide ensures your stapler operates smoothly for years. Perfect for office
workers and repair technicians alike.



2. Mastering Office Staplers: Swingline 747 Edition
Dive into the world of office staplers with a focus on the iconic Swingline 747 model. This
book provides detailed instructions on usage, staple loading, and common fixes. Learn
how to maximize efficiency and avoid common pitfalls in everyday stapling tasks.

3. Swingline 747: History and Evolution of a Stapler Classic
Explore the fascinating history behind the Swingline 747 stapler, one of the most popular
and reliable staplers ever made. This book traces its design evolution, manufacturing
milestones, and cultural impact. A must-read for office supply enthusiasts and collectors.

4. DIY Repairs for Office Equipment: Swingline 747 Stapler Manual
A practical guide aimed at those who want to fix their Swingline 747 stapler without
professional help. Includes step-by-step repair instructions, tool recommendations, and
tips for diagnosing common problems. Empower yourself with the skills to keep your
stapler in top condition.

5. Office Essentials: Using and Caring for Your Swingline 747 Stapler
This user-friendly handbook offers straightforward advice on operating and caring for the
Swingline 747 stapler. It covers staple selection, loading procedures, and maintenance
routines that prolong the device’s lifespan. Ideal for new users and office managers.

6. Troubleshooting Common Issues in Swingline 747 Staplers
Focus on identifying and solving frequent issues encountered with the Swingline 747
stapler, such as jammed staples, misfires, and inconsistent stapling depth. This book
provides clear diagnostic tips and repair strategies to keep your stapler working
flawlessly.

7. The Art of Stapling: Techniques with the Swingline 747
Learn professional stapling techniques using the Swingline 747 to achieve neat, secure,
and efficient bindings. This guide offers tips for different paper types, stapling volumes,
and creative uses beyond the office. Enhance your stapling skills with expert advice.

8. Stapler Mechanics: Inside the Swingline 747
An in-depth technical exploration of the mechanical design and engineering behind the
Swingline 747 stapler. Perfect for engineers and hobbyists interested in the mechanics of
everyday tools. Includes diagrams, part descriptions, and assembly instructions.

9. Eco-Friendly Office Practices: Extending the Life of Your Swingline 747 Stapler
This book highlights environmentally conscious approaches to office equipment use,
focusing on the Swingline 747 stapler. Learn how to reduce waste through proper
maintenance, staple recycling, and responsible purchasing. A valuable resource for
sustainable office management.
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