A Workspace — Complete Shredder Selection &

Maintenance Guide

How to Choose the Right Shredder for Your Office &
How to Maintain It

How to Choose the Right Shredder

When choosing a shredder for your office, focus on a few key factors to match your security, usage,
and convenience needs. AAA Workspace offers trusted brands such as HSM, Fellowes, Ideal, GBC,
and Business Source — covering options for small teams, shared office areas, and high security
environments.

1. Business Usage and Sheet Volume

Consider how often the shredder will be used and by how many people. Smaller teams may only need
a light duty shredder, while shared departments benefit from higher capacity or auto-feed models.
Auto-feed shredders are helpful for large batches, letting employees load documents and walk away.

2. Security Level (Cut Type)

- Strip-cut — Long strips, basic protection.

- Cross-cut — Better security for general office use.

- Micro-cut / Super Micro-cut — Extremely fine particles ideal for confidential HR, legal, and
financial documents.

3. Sheet Capacity, Runtime, and Bin Size

A higher sheet capacity reduces time spent shredding. Runtime indicates how long a shredder can
operate before cooling down. Larger bins are ideal for shared office environments where shredding
volume is heavy.

4. Additional Features

Look for:

» Jam-proof or jam-prevention technology

* Quiet operation — ideal for open offices

« Safety sensors that stop the shredder when hands get too close

* Auto-feed drawers for bulk shredding

« Ability to shred staples, paperclips, credit cards, or CDs (when supported)

Models from HSM, Fellowes, Ideal, GBC, and Business Source offer combinations of these features.

5. Fit Your Work Environment

Desk-side shredders are compact and great for personal use. Shared office shredders are larger with
greater capacity and runtime. High-security departments should select micro-cut or super micro-cut
shredders.

6. Brands Available at AAA Workspace

» Fellowes — Popular for office-friendly, safety-focused designs.

HSM — Known for industrial-strength shredders and precision engineering.
Ideal — High-performance shredders built for reliability and heavy loads.
GBC — Excellent auto-feed and super cross-cut systems.

Business Source — Practical and budget-friendly shredding options.



How to Maintain a Shredder

1. Empty the Waste Bin Regularly
A full bin causes jams and reduces shredding efficiency. Empty before it reaches maximum capacity.

2. Use Correct Shredder Bags
AAA Workspace offers bags compatible with HSM, Fellowes, Ideal, GBC, and Business Source
shredders. These bags support airflow and help cutters perform better.

3. Apply Shredder Qil

Shredder oil reduces friction and keeps blades sharp.

Manual-oil shredders: Oil every 20-30 minutes of shredding or monthly.
Auto-oil shredders: Keep the reservoir filled with approved oil.

4. Clear Jams Safely
Use reverse mode first. Never pull paper toward you with the shredder powered on. Overfeeding sheets
is the most common cause of jams—stay within capacity limits.

5. Avoid Prohibited Iltems

Unless the model allows it, avoid shredding:
* Thick cardboard

» Laminated documents

* Large binder clips

» CDs or credit cards (unless supported)

6. Clean the Machine
Unplug the shredder before cleaning. Dust and particles can interfere with sensors and performance.
Clean the feed slot, cutting area, and the inside of the bin housing.

7. Respect Duty Cycles
Some shredders can run continuously, while others require cooldown periods. Overuse can burn out
the motor or reduce blade life.

8. Inspect for Noise, Vibration, or Performance Changes
Unusual noise or vibration may indicate dull blades, misalignment, or internal debris buildup. Address
early to avoid major damage.

Recommended Maintenance Schedule

» Weekly: Empty waste bin; check for debris.

» Monthly: Apply shredder oil (unless auto-oil).

» Quarterly: Review usage vs machine capacity; upgrade if needed.
» Annually: Full inspection and fresh supply stock.

With the right shredder and regular maintenance, your office can ensure safe, efficient, and
professional document disposal every day.





