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Bind-it-all Basics 
(including how to punch more 
than 6 holes – it’s not as 

scary as you think!) 
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1. We’re going to start by looking at how to bind the simplest kind of project, 
which is one requiring 6 holes or less. 

 
2. Pull out extendable rear foot from the bind-it-all 

so that it’s more stable during use. 
  

 
 
 

 
3. This ATC sized booklet measures 2.5 x 3.5 

inches.  Remember that the bind-it-all punches 
2 holes in each inch.  We will be binding our 
project  along the short edge, so 5 holes will 
need to be punched. 

 
 

4. Insert your cover into the bind-it-all’s 
punching slot.  The side to be bound 
should be downmost.  Slide the cover 
from side to side until the 5 holes are 
evenly centered on the cover, as shown 
here.  Pull the handle to punch your holes.  
Repeat this step for your pages and 
the back cover.  

 
 
5. Cut your wires to length.  (measure the 

thickness of your stack of pages and covers 
to work out what size of wires you need.  I 
find it best to go up a size or two, so if 
your project measures 1/2 inch thick, use 5/8 
or 3/4 inch wires.) 
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6. Note that there are two different 
sides to the wires.  The side with the 
“prongs”  goes through your stack 
of pages and covers.  The other side 
sits against the back cover, to allow 
the pages to turn freely.  

 
7. Imagining your book is already 

bound, flip the back cover 
around to the front of the 
stack. 
 

8. Insert your wires into the 
back cover and through the stack of 
pages until the come out at the back.  

 

 
 
9. Select the wire size guide that matches the size 

of wire you have chosen for your project and 
insert it into the bind-it-all as shown below.  
Turn the knob until the guide is held in place (it 
should stand up on it’s own, but not be so 
tight you can’t remove it without turning the 
knob). Remove the guide.  
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10. Hold your stack of pages so that 
the wires rest on the base of the 
machine.  Slowly pull the punch handle 
until it can be pulled no further.  
Relase the handle and repeat as 
necessary. 

 
 
 

 
11. Flip your back cover around to the back, and hey 

presto, you now have one perfectly bound project.  
Well done! 
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Punching more than 6 holes using 
a punching guide 

 
1. Cut a piece of card, around 3 inches tall and at least 

2 inches wider than the width of your cover (If you 
make it 11 or 12 inches long, you can save it and use 
it for all your projects, no matter how wide they are.  
If they’re more than 9 or 10 inches, fix two pieces of 
card together to make a longer guide) 
 

2. Ensure that the guide marker on the side of the bind-it-all 
is set to position B for “continuous punching” 
 
 
 
 

3. Place your guide into the punching slot on the bind-it-all.  
Position it so that the right hand edge is a 1/4 or so 
beyond the first hole on the right, as shown here (no 
need to be exact).  Pull the handle to punch holes. 
 
 

4. You should now have 6 holes punched in your guide, as 
shown here.  The 2nd hole from the left is used to 
position the guide to punch the rest of the holes 
across it. 
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5. Insert your guide into the punch slot, and anchor 
the marked hole onto the positioning peg.  Pull the 
handle to punch more holes.   
 
 
 
 

6. Continue until you have punched holes across the 
full width of your guide.  
 
 

7. Place your cover on the guide so 
that the two holes on the right 
hand side are kept free.  Adjust the 
position until the cover has an 
equal amount of space between holes 
at each side, as shown here. 
 

8. Holding the cover and guide together firmly 
so that the cover doesn’t move, place them 
into the punching slot and register the 
rightmost hole on the guide onto the peg 
on the slider guide.  Pull handle to punch 
holes. 
 

9. You should now have 6 holes punched in 
your cover as shown.  Use the marked 
hole to repostion the cover in the 
punching slot.  Continue until you have 
completed the cover.  Repeat for pages 
and back. 


