
Koffman uPVC windows and doors 
 
 

General Installation Rules 
 

1. Lifting only with straps below frame and spreader bar or with suction cups 
(recommended). Keep vertical at all times (especially large units). 

2. Storage - under cover protection as minimum and plastic wrap removed 
3. Units contain precision engineering components and require precision installation 

and careful handling.  
4. Cold weather makes uPVC brittle and more care is required. 
5. Min opening installation clearance is 10mm for small windows and 15-20 for large 

windows and door.  
6. Thermal expansion: white - 1.6mm/m, colour - 2.4mm/m 
7. Support under door sills - solid base, fully bonded or secured from movement. Sill 

extension recommended for extra strength and insulation. 
8. Both screws and anchors must be installed in a way not to impose any force on the 

frames. Keep away 150mm away from the internal corner of the frame. Do not place 
screw in the “kink” of the anchor. 

9. Support blocks and spacers to cover full depth and be min 50 mm in lengths. 
Recessed installation required as it allows for this to be achieved. 

10. Screws must be used as addition to anchors for all doors. It is especially important in 
French doors to prevent frame twisting under weight of the door. Screws in the sill if 
used or bottom frame must be sealed to prevent water ingress. 

11. Plumb, level and square installation is required with 1mm/m tolerance and 3mm/m 
limit. 

12. Expansion foam is part of the installation process. Only high-quality foam should be 
used with application following manufacturer instructions. It is of utmost importance 
to protect window and door frames from the foam during application. Loose building 
wrap is not suitable where foam is used. Use sill tape or similar to form sturdy joint. 

13. Transport protection tapes must be removed soon after installation. Protect the 
units from dust and paint during building process with suitable materials. 

14. Operation of each unit must be tested before completing installation with foam and 
trims. Do not proceed if units do not operate freely as designed. Adjustment is 
unlikely to correct wrong installation. 

15. Following maintenance instructions and using manufacturer supplied cleaner and 

16. We recommend to leave any adjustment to a trained professional. 
frame conditioner is required for warranty purposes.

17. Any scratch or visible damage to colour coating must be repaired immidiately.

Damaged coating risks premature failure and loss of warranty.

18. All hardware must be lubricated and treated with rust protection soon after installation.
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Koffman Installation and Maintenance Manual 
 

These are high quality windows that have unique operating features. The instructions for handling, 
storing, and installing these units may be different from other window units you have installed. 
Thoroughly read and understand these instructions before you begin installation. Proper installation is 
necessary for Koffman units to perform as designed. It is presumed that the installer possesses basic 
woodworking skills and an understanding of wall and roof installation, sheet metal work, and joint 
sealant guides.  
Improper installation (Failure to install and maintain this unit according to these instructions) will void 
any warranty, written or implied as well as compromise the units rating for water and air resistance. The 
installer is responsible for contacting the contractor, structural engineer, architect, consumer, or other 
person having authority to obtain information concerning proper installation according to local codes 
and/or ordinances.  

 

Receiving your windows 
Conduct a thorough inspection of the window products immediately after receiving them. The windows 
should be inspected to confirm correct type, size, and for any shipping damage. All damages or freight 
claims must be reported within 48 hours of receipt and submitted in writing within 5 business days of 
receipt to Koffman or transport company. 
Verify that you have all necessary hardware and accessory items.  
Inspect the units again before installation to make sure they have not been damaged on the jobsite.  

 

Safely unloading units from wooden racks  
Koffman units are shipped on wooden racks and secured with banding straps. In order to avoid accidents, 
place the wooden rack on a level surface with enough surrounding free area to safely maneuver the 
equipment and units being unloaded.  
Take care when unloading the windows as they may have shifted during transportation. The windows are 
heavy. Always unload with at least two people. Leave all windows secured to the rack until just before 
they are unloaded.  

 
Handling and moving units  
Windows and doors units are heavy. Always use specialized equipment or at least two people to carry 

them. Do not drop these units. The installer is responsible for safe handling of the windows, for selecting 

appropriate handling equipment, and for the safety of the installation crew. Koffman suggests using 

vacuum cups whenever moving window units. 

Windows are delivered in a vertical position and must remain vertical when moved and put down. Do not 
carry windows either tilted at a sharp angle or in a horizontal position. Do not lay the units flat. Do not lift 
the units by the top framing member or bend the frames to go around a corner. Do not rack, twist, drag 
or pull window frames. Installers should wear clean gloves when handling products.  
Frames with no glass can be heavy. Always carry the frames by supporting the frame weight from the 
bottom or by grasping vertical members near the quarter points. Lift frames gently. Never lift units by the 
top framing member or by a horizontal framing member. When lifting frames with vertical mullions, 
support the joints between mullions and the horizontal framing members. If you lift the frames by the 
ends you will crack the frames.  
Use vacuum cups to carry frames with glass as this is considered to be the safest way to carry heavy glass 
and window units may have the glass surfaces covered with protective plastic film and vacuum cups can 
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be used safely with these units. When using vacuum cups on plastic film, do not attach the cups on the 
joint seams. If the plastic film is loose or peeling, or if there is a condition that causes you to believe it is 
unsafe to use the cups on the film surface, remove the film before applying vacuum cups.  
Cold weather makes the windows brittle. Avoid any impact to the frames, sash or glazing bead when 

 

Protect stored windows against other job site hazards and contamination such as welding splatter, 
grinding sparks, concrete, mortar, stucco, paint, dust and other harmful installation materials.  
Properly protecting the window units during storage is important to safeguard their intended function, 
aesthetics, and durability. Doing so can speed up or eliminate any cleanup and it can also prevent 
unnecessary damage.  
Windows shall be stored out of the weather in a clean, dry, low-traffic area, away from direct sun light, 
extreme temperatures and temperature changes. Store windows inside if possible.  
Do not leave wrapped windows exposed to weather, sunlight or heat. They must be well ventilated so 
that heat cannot be trapped under protective coverings. Heat trapped between surfaces and reflected by 
glass coatings can lead to permanent damage of frames, finishes, and glass.  
Do not store windows in containers, trailers, or areas that might undergo dramatic fluctuations in 
temperature and humidity. Do not store near hazardous or chemical materials. Off-gassing of these 
materials may degrade the window finish or seals.  
Store window units on a flat level surface in a way that will protect the integrity and perimeter of the 
unit. If windows must be stored so some lean against others, always stack the largest units at the back in 
a completely upright position and proceed forward with gradually smaller units. Never lean windows 
against each other without protective material between them. Always secure stacked units to prevent 
falling.  
Units with a flanges have shipping blocks on the bottom. Make sure windows are always supported on 

the blocks. 

The integral mounting flanges (if used) on windows are not structural nailing flanges. They must not be 

used to anchor the window to the wall structure. Koffman will provide anchoring straps to permanently 

mount the window into the window/wall assembly. Fasteners penetrating the flanges can cause 

operating problems and damage that is not covered by warranty. No permanent fasteners are to 

penetrate window flanges after the window installation. The builder or person of authority shall notify all 

trades of this requirement. 

details must allow for movement between the exterior finish material and the window frames. Exterior 

finish material that restricts movement between the exterior finish material and the window frames can 

result in damage to the windows. 

Koffman strongly recommends that builder and building designer review exterior finishing details and 

coordinate the work of trades to ensure that fasteners used to attach exterior finishes and flashings do 

not penetrate windows flanges and to ensure that exterior finish material details allow for movement 

between the exterior finish material and the window frames. 

 

 

 

Koffman windows and exterior finishes

handling or installing at temperatures below 1O°. 
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Building codes 
 
Koffman builds quality units based on information provided by the purchaser. It is the responsibility of 

the owner, architect or builder to select and install units in compliance with all applicable laws, 

regulations and building codes. 

 

Building interface detailing 

These instructions show you how to place, shim and anchor the windows to the building. They do not 

show you how to prepare the building envelope and rough opening nor how to apply all the sealants, 

flashings, or barrier membranes required for a code compliant and weather-sealed installation. These 

requirements vary from one jurisdiction to another and is prescribed by the designer. It is presumed the 

installer has a working knowledge of the tools, equipment, and methods necessary for the installation of 

fenestration units. It further assumes familiarity with flashing and sealing, glazing procedures, finishes 

where applicable, and an understanding of the fundamentals of installation that affect the installation of 

these units. 

Before installation the authority having jurisdiction (architect, building envelope consultant, local building 

department or building inspector) should be consulted about requirements for weather-tight installation, 

including use of flashings, sealants and barrier membranes.  

The quality and installation of the material/lumber and fasteners of the rough opening must be 

structurally adequate for design load requirements. The structure above all window openings must be 

designed to limit deflection due to dead loads and live loads. The maximum allowable deflection of the 

structure above or below  windows is +/-10mm. 

Check all rough openings to see if they are square and have a level sill and plumb (vertical) jambs. Make 
sure that the outside face of the wall is straight and plumb. If a rough opening is out-of-square, adjust the 
thickness of the shim blocks as necessary to make sure that you install the window in a square, level and 
plumb way. Maintain a uniform space around the frame where possible, even if the rough opening is not. 
If the outside face of a wall is bowed or leaning, install the window to be vertical.  
If any conditions exist that would prevent the proper installation of the fenestration unit, or prevent 
application of materials and components in accordance with local codes, inform the general contractor or 
the party responsible for the installation. Make sure that the general contractor corrects the rough 
opening if you find the rough opening does not allow you to install the unit perfectly level, square, plumb, 
and straight in every direction.  
The rough opening size for windows should be 20mm -30mm wider and 20mm -30mm taller than the 
outside measurement of the window frame. For the doors there is no clearance below the sill.  

jurisdiction is responsible to select compatible materials. The Koffman warranty does not cover damage 
to the supplied units or surrounding materials arising from the use of incompatible or unsuitable units.  
If you are not sure what the finishes are on the Koffman units you are installing, contact your Koffman 
representative.  
Use caution to avoid damage to windows before and after installation. Many field-applied protective 
coatings can damage fenestration gaskets and sealants, especially insulating glass sealants, and are not 

Do not block sashes in the open position with lumber or other materials 

Sealants, adhesives, adhesive tapes and barrier membranes used must be compatible 

recommended. Contact Koffman before applying any such coatings. 
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Keep sills of operable windows free of dust, dirt and installation debris. Make sure gaskets are not 
damaged or dislodged and that drain slots are not blocked.  
Protect installed windows from other installation activity such as welding spatter, grinding sparks, 
concrete, mortar, stucco, paint, acid solutions used to wash masonry and other harmful installation 
materials and practices.  
Do not use metal scrapers, paint thinners, chemical solvents or abrasive cleaners to clean any part of the 

Vinyl window frames may have protective plastic tape applied to interior and exterior surfaces to protect 

them during manufacturing and handling. Glass surfaces may have protective film applied to interior and 

exterior surfaces. Protective tape on exterior vinyl surfaces must be removed as soon as units are 

installed. Protective film on exterior glass surfaces must be removed within twelve months of installation. 

Protective tape and masking tape should not remain on exterior vinyl surfaces for an extended period of 
time. They will begin to fuse to the unit surface making the adhesive residue difficult to remove. Failure 
to remove tape at the time the frames are installed may permanently damage the frame finish.  
 

Do not remove the protective tape or film in the presence of flammable and explosive chemicals and 
gases. Removal can cause sparks that could ignite combustible liquids used nearby. 

 

Materials required  
Treated wood products can be corrosive to many commonly used fasteners. All the fasteners are to be 
corrosion resistant and selected for compatibility with the substrate.  
• Fasteners for securing provided strap anchors to wood substrates - stainless steel Pan head   
screws.  

• Fasteners for securing strap anchors to steel studs: Self drilling pan head screws.  

• Sealants and membranes - Sealants and barrier membranes for air and water seal at perimeter 
joints shall be compatible with rigid PVC, with building substrates, and with one another.  

• Sill support shims - Plastic or other non-deteriorating and non-swelling/non-compressing window 
support shims. Shims may be purchased in various thicknesses.  

• Shim blocks - Synthetic, plastic, or treated plywood shim blocks to be used at jambs.  

• Caulking and backer rod - Compatible sealant for second plane of protection at interior 

 

 

Tools required 

• 24", 48" and 72" levels which are needed for tall windows. Substitute a cross line laser level for 
ultimate accuracy.  

• Framing hammer  

• Flat pry bar  

• Screw gun  

• Screw drivers  

• Tape measure  

• Caulking gun  

• Small adjustable crescent wrench or 11 mm open end/box wrench, 11mm socket wrench (may 
be needed for certain hardware adjustments)  

• Vacuum cups - Minimum two vacuum cups are recommended for handling large heavy windows.  

3, 4, 5 and 8 mm Hex key or combination Hex-socket tool (required for hardware adjustments such as 

clearance and locking tightness adjustments 

perimeter of each window. Approved fixing and insulationg foam. 
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Removing the sash before installation  
Depending on the size of the unit, it may be helpful to remove the sash to make the units easier to 
handle. In order to remove a sash, you need to install a handle or use the assembly key that will let you 
operate the hardware.  
There are several possible operating modes. Dual action sashes have labels showing the operating mode 
of the unit. They are located on the handle side of the sash.  
The sashes will need to be operated for removal. The window handles can become damaged during 
installation. It is advisable to use only the assembly key to operate all of the windows during installation. 
The square end of the assembly key can be used as a temporary handle to operate the windows. This 
ensures your handles are not damaged during installation.  
The sash is heavy! DO NOT try to remove the sash by yourself. Koffman recommends a crew of at least 
two people for this procedure.  
To remove the sash, insert the square end of the assembly key into the center hole of the handle 
location. Partially open the sash and remove the hinge cover. Starting with the top hinge, grasp the top 
and bottom edges of the upper hinge cover and pull them towards you. Remove the hinge cover.  
Once the hinge cover is removed, insert the hook end of the assembly tool into the bottom of the hinge. 

With a gentle tug, pull the assembly key down to remove the pin from the hinge. The hinge on the sash 

will then detach from the frame.  

Tilt sash towards you slightly then lift it off the lower hinge pin.  
Put the sash in a safe place, on support blocks, on a clean and dry surface. Make sure dirt and sand do not 
enter the lower hinge hole while the sash is stored in this way.  
Push the upper hinge pin from below until it "clicks" in place. Put the hinge cap back on the hinge so it 
does not get lost.  
 

Prepare the frames for installation  
Remove the wooden or pvc shipping blocks that are attached to the frame. 

Sometimes a frame member may become bowed by actions such as dragging it by the edge of the frame.  
See Bowed frame for an example.  
The frame may be straightened by tapping it back into place with a wooden block and a hammer. 
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After straightening the frame, locate the anchor locations with reference to frame. Locate anchors on 
both sides of each frame corner at 150mm from the corner. Locate anchors on both sides of each vertical 
and horizontal mullion at 150mm from the mullion centerline. Locate intermediate anchors at a 
maximum spacing of 700mm on center in between the corner and mullion anchors unless you have shop 
drawings that show a different spacing.  
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Typical anchor spacing  

A = anchor spacing max 700 mm  

E = – distance from the inside corner approx. 150 mm 

– for mullions and locks, distance from 

the profile’s inside edge approx. 150 mm 

– on nonwhite profiles approx. 250 mm 

 

Place the anchor in the groove so it can be turned clockwise.  
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Install Frames into openings  
STOP AND READ BEFORE PROCEEDING!  
• Measure the rough opening to ensure that it will allow installation of the window in a 
square, plumb, and level condition in accordance with manufacturer’s instructions. If the opening 
will not allow correct installation, correct these deficiencies before proceeding.  

• Check that the fenestration products are the correct size and type for the opening, including 
tolerances for plumb, level, and square installation.  
• Verify that all interfacing components (such as panning systems, drip caps or moldings, and other 
weather barrier systems) have been installed.  

• Follow the handling instructions in this document  

• For frames with hinges, make sure to position the frame in a way that will allow finish materials 
to clear the edge of hinge by at least 6mm. When jamb finish materials are thicker than 12mm you may 
need to reposition the hinge side of the frame farther from the rough opening to allow finish materials to 
clear the edge of hinge by at least 6mm 
• For frames with flanges anchors must be fixed to frame with self-tapping screws. 
• An option of installation with screws through frame may be more appropriate at some instances. 
Screws location is the same as for anchors. Predrilling in factory is available. This type of installation is 
advisable for door frames. Same rules for shims apply. Generally, door and windows frames must not be 
locked on all side as to prevent thermal expansion. 
• 

 

Special requirements 
Particularly when sound insulation measures are implemented, the space 
between the outer and inner joint or between the frame’s outside and its connection 

backfilled mineral fibers must not be packed too tightly if there is to be no firm 
coupling between the PVC outer frame and the building. The joints must not be 
grouted, otherwise they will form a direct, firm connection between the window 
and the building. The grouting crumbles under the window’s movements and 
drops out of the joint. Unintentional closing (e.g. the wind slamming the sashes 
shut) exerts particularly high loads on the joints. As a consequence, a connection 
with plaster cannot remain tight over the long term. The plaster crumbles, 
water can enter the joint, and damage is caused to the building. Joint fillers are 
resilient and remain tight. 
The advantage of plaster connection profiles of PVC-lined angle beads is that 

to the building must be carefully filled with mineral fibers or expanding foam
This acts as a considerable barrier to the passage of sound. The

Door sills must be fully supported and securely fixed or bonded to substrate
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the bonding flanks of the joint filler always come into contact with PVC. This 
allows jointing even when the final coat of plaster is still moist. The joint has 
perfectly firm flanks and many sources of defects are prevented. 
 
 
 
 

Position support shims  
Koffman recommends using composite or stackable plastic non-compression shims of different 
thicknesses to achieve the correct placement of the window in the rough opening.  
Minimum shim size: 50mm-35mm.  
Place sill support shims under each frame where shown in the following diagrams. Adjust thickness of sill 
shims to ensure frame is level, straight, and plumb. Do not bend frames by forcing shims into place. 
Adjust the height of the shims to ensure there is a minimum 10 mm gap at the head.  
Place lateral support shims at the jambs where shown in the following diagrams. Jamb shims are required 
near the tops of jambs opposite to the hinge side to prevent the frames from moving sideways from the 
weight of window sashes.  
For fixed (non-operable) windows place shims 4” (100mm) in from each corner and 100mm from the 

centre of each mullion to support the weight of the glass. These positions align the shims with the glass 

supports inside the frame. To prevent bending of the sill you must place the shims within 25mm of the 

positions For operable windows place shims under the vertical jambs to support the weight of the glass 

as transferred to the frame through the hinges. Then place shims where shown at the jambs to keep the 

frame from bending sideways. To prevent bending of the sill and jambs you must place the shims within 

1" (25mm) of the positions shown 
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Adjusting anchors 
  
The anchors are designed to allow for anchoring the window securely for different gap widths. Adjusting 
the anchor to suit the gap is a two-step process: first you pre-bend the anchor towards the window, and 
then back against the side of the rough opening. The objective is to have the anchor lie flat against the 
side of the rough opening before it is screwed in place.  
For narrower gaps, pre-bend the anchor less. For wider gaps, pre-bend the anchor more. 

 

Start by pre-bending the anchor about 30 degrees from the face of the rough opening, then bend it back. 

If it does not lie flat, pre-bend it again, more than before. Continue until there is a consistent feel for how 

much you need to pre-bend the anchors for different sizes of gaps. Take a few minutes to practice how 

much or how little you need to bend the anchor towards the window in order to have it lie flat against 

the rough opening when you bend it back. 

 

To prevent problems later on with wall finishing or window operation, all the anchors must lie flat against 

the sides of the opening before they are screwed to the wall. If the bend doesn’t allow the anchors to lie 

flat against the opening, the frame will twist when screwed in to place. 

 

 

 

Place the frames into the rough opening  
If the window is a fixed unit, center it in the rough opening with equal spacing on each side.  
If the frame has hinges, first determine the thickness of the finish material. Then, position the frame to 

allow ¼” clearance between the hinge and the finish material. 
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Do not fasten the anchors in sequence.  
Start by loosely fastening the corners. Then fasten the anchors at the midpoints of the frame and at the 
mullions, installing the jamb shims at each anchor location. (there should be shims on either side of the 
anchors). Do not twist or deform the frame with the midpoint anchors. Finally, fasten the intermediate 
anchors. Alternate fastening from side to side and from top to bottom to lessen the chance of deforming 
or shifting the frame out of position.  
Use the hole nearest to the window frame to fasten the anchor to the rough opening. 

 

 

 

Remove the anchor tabs by bending or cutting the tabs where they extend past the inside face of the 

studs. Be careful to not damage the window or glazing. 
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Before moving to next step, recheck the frame to confirm it is plumb, level and square and not bowed or 
racked.  

Re-Hang sash on frame  
Remove the upper hinge cover and push the hinge pin down. Tilt the lower hinge pin towards you 
approximately 30 degrees. To prepare the sash for installation make sure there is no dirt in the lower 
hinge of the sash and make sure the handle is in the turn position (as when sash is swung open to one 
side). Get help to lift the sash, then set it down onto the lower hinge pin of the frame. Tilt the sash 
towards the frame carefully and align the top of the sash hinge with the slot in the hinge body on the 
frame.  
As you tilt the sash into place, the shear arm at the top of the sash may disengage. If this occurs, gently 
lift the arm upwards and move it parallel to the sash, then press it downwards until it "clicks" into place. 
Push the upper hinge pin upwards until it "clicks" into place. The pin should easily click into place. Align 
the sash to the frame so the sash hinge is flush with the frame hinge. Make sure that the hinge pin is all 
the way up until the bottom is in line with the frame hinge. Replace the plastic upper hinge cover and 
close the sash.  

 

Check sash operation 

Manufacturer squares the sashes and aligns them with the hardware at the factory. Operating problems 

occur when the frame is not installed level, plumb and square, or when the frame or sash members are 

not straight because of handling or incorrect installation.  

Open and close the sash several times. The sash should operate freely without binding at any point and 
all the hardware functions should operate smoothly.  
If the sash does not operate properly or the hardware does not engage properly, the frames are not 
installed plumb, square and level, or the frames have become twisted during anchor installation. For help 
in diagnosing the cause of operating problems see section titled Troubleshooting sash operation 
problems.  
If the sash binds or strikes the frame at some point, or if the handle cannot be fully rotated to lock the 
sash, there is a problem with the installation. Do not proceed with applying interior sealants until you 
have corrected the sash operating problems.  
If the frame is twisted towards the side of the rough opening, loosen anchor screws and use a flat pry bar 
to straighten frame. Insert shims between frame and rough opening and re-tighten the anchor screws.  
If the frame is twisted away from the rough opening, try to twist it into position. If that is not possible you 
may need to replace and re-bend the anchor so it does not deform the frame.  
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If the interior face of the frames is bowed, unscrew anchors in the affected area, straighten the frame, 
and re-fasten anchors.  
If the outside edges of the frames are bowed, follow the same steps as for correcting twisted frames 
above.  
If a sash has become out of square or has become bowed and cannot be straightened, it will have to be 
re-glazed and re-shimmed.  
 

Establishing Continuity between the window unit and the other Components of the Building 
Envelope  
The window installation system should integrate into the building envelope and provide a continuous air 
and water seal on all four sides of each window. To ensure success it is essential to have a thorough 
understanding of the building system employed to prevent water and vapor penetration through the 
envelope.  

 
 
Koffman recommends following NZ Building Code guidelines for sealing and flashing exterior windows 

and to adhere to the design plans supplied by architect. 

Remove protective tapes, install wind caps  
Remove protective tape from frames and install wind caps to drain slots on the exterior of all windows 
and.  

 
 

Protection from other building work 
When there is masonry or plastering and painting work after installation this is best protected with 
suitable self-adhesive and smooth UV-resistant PVC-U films. 
Transport and installation protection should be removed after installation.  
Check PVC compatibility of other protective films and tapes and use only approved cleaning products. 

 
Operating problems  
Operating problems include sashes binding in one or more places, sashes that cannot be closed or locked, 
and excessive air leakage.  
Operating problems may have a number of causes, from faulty installation to building settlement to 
deformations arising from abuse or unusual environmental conditions. In most cases operating problems 
are due to deformations of the frame or sash that exceed hardware tolerances.  
Do not make any assumptions about the cause of the problem. A common mistake is to start adjusting 

hardware before you have diagnosed the problem. This can add to existing problems and make them 

harder to correct. 

info@koffman.co.nz December 2021

mailto:ekowindows.nz@gmail.com


Koffman 
18L Bower Avenue 
Christchurch 8083 

                                                 

14 

Follow all the troubleshooting steps before making any hardware adjustments. Use the checklist to 

determine whether the operating problem can be corrected by adjusting the hardware, the frame 

members, or the sash.  

 

Check the Overlap  
EW windows are designed for a 6.5–8 mm (1/4"–5/16") overlap of the sash to the frame. Trace an outline 
of sash corners onto the frame with a pencil.  
If there is too little or too much overlap, the sash or the frame may be out of square. 

 

 

Check for squareness, level, plumb, bowing, racking, lean, or twist.  
To determine if the sash is square measure the diagonals or from corner to corner. An out of square sash 
can cause operating problems.  
Use a straight edge to determine if the vertical edges of the sash are straight when you are facing it. If 
edges are bowed, the hardware may not engage. If the sash is bowed towards the center of the glass, the 
glazing shims may have slipped.  
Use a straight edge on the face of the sash to determine if the top, middle and bottom are in line or 

bowed towards or away from the frame. 
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Use a level to determine if frame and mullions are vertical when facing the window, and a shorter level to 
determine if the sill is level.  
Use a 6 foot level on the face of the frame and mullions to determine if the frame members are leaning 

inwards or outwards at the top. Use a 6 foot straight edge on the face of the frame to determine if the 

top, middle and bottom are in line or bowed towards or away from the sash. 

 

 

 

 

Incorrect bending of strap anchors can twist the frame, resulting in locking points that bind or don't 
engage. This is an installation problem that cannot be easily corrected after finishes are installed.  
Use a straight edge to span between both jambs of an open sash to see if the jambs are twisted inwards 

(shown) or outwards 

 

It can be difficult to know whether locking points are engaged properly, especially on the hinge side of a 

sash. Apply putty to the slots where locking points are supposed to engage, close the sash, and then 

operate handle. Open the sash to see how far the keepers have travelled.  

 

If frames are not plumb, level, square and straight, the frame installation must be corrected.  
If sashes are out of square or bowed, they must be deglazed, re-shimmed, and re-glazed.  
If hardware binds or does not close properly, the frame installation must be corrected. In some cases, 
such problems can be corrected with minor hardware adjustments.  
Contact your Koffman representative for information about hardware adjustment and re-glazing or with 

questions about any of these instructions. 
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Windows use and Maintenance 
Operation 
Your windows are fitted with brand hardware. Please make sure that the handle 
is always vertical at the top, or either horizontal or vertical at the bottom. 
Other positions may cause handling malfunctions (excluding fittings with gap 
ventilation). For instance, the window sash could still turn when it is already tilted. 
Don’t panic! The hardware’s stay arm can hold the window firmly and reliably 
at the top. Turn the handle to the tilt position, and press the sash back into 
the frame. Afterwards turn the handle from the tilt to the closed position. 
Now you can open and close the window in the usual manner. 
 
Cleaning PVC-U profiles 
Window frames with normal soiling can be easily cleaned with lukewarm water 
and a little washing up liquid. Under no circumstances may these profiles be 
cleaned with abrasive agents or dry dust cloths or similar. 
Heavily soiled frames can be cleaned effortlessly with a special cleaning 
agent. 
Removal of heavy dirt or residues of sealing tapes 
- first use a steam gun and a soft cloth to wipe off the dirt / if the residues, for example glue, do not come 
off then you can use ISOPROPYL ALCOHOL and gently remove the dirt with a soft cloth. 
Do not use hard, rough brushes or pot cloths. 
After removing dirt, wash the entire window with soap and water or dish liquid and water and wipe dry 
with a clean soft cloth. 
 
IMPORTANT 
All cleaning and polishing agents containing solvents may not be used, specifically 
nail varnish removers or so-called “plastic cleaners”. 
 
Cleaning aluminium surfaces 
Aluminium must be cleaned at intervals if it is to retain its decorative look. After 
the components have been installed and before the official acceptance the windows 
must be subjected to basic cleaning. Clean cloths or sponges must be 
used for this purpose. 
Anodised surfaces are cleaned with warm water to which a chlorine-free cleaning 
agent (e.g. washing-up liquid) has been added. The windows should be 
cleaned only with a cloth or sponge and water. In the case of heavily soiled 
surfaces we recommend special cleaners for anodised surfaces. 
Subsequently polishing the aluminium with a dry, soft cloth yields a uniform 
surface free of streaks. 
Powder finished components are cleaned of slight soiling in the same manner 
as anodised surfaces. After cleaning the components should be rinsed well 
with clear water. Heavily soiled components require special cleaning agents, 
e.g. finish restorers and polishes from the automotive industry. Afterwards dry 
off with a leather or dry cloth. 
 
IMPORTANT 
Do not use acids, alkaline cleaners, scouring agents, pot cleaners, lyes, mortar, 
lime water, cellulose thinner, or similar. 
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Gasket care 
Also, the peripheral gaskets should be cleaned regularly of dust and other 
deposits. If a gasket should be pulled out of its receiving groove, you can press 
it back in with your thumb, starting at the retained section. Do not use sharp 
objects: they could damage the gasket. 
 
Hardware maintenance 
Once or twice a year all moving parts in the fittings should be treated with a 
resin- and acid-free oil or grease. Hardware that no longer moves easily will 
have to be treated earlier. 
The hardware can be readjusted. This readjustment though should be left to 
the specialist, i.e. your window supplier. Only he knows exactly what to do. 
 
Cleaning glass 
Glass is best cleaned with clear, warm water and a good chamois. If you apply 
too great a pressure, the gaskets may leave black stripes on the leather. If necessary, 
a little washing up liquid may be added to the water. Do not use abrasive 
care agents or agents containing solvents. 
 
Glazing 
Unlike the old single glazing, you can see everything without distortion through 
your new insulating panes. This is the result of the particularly plane surfaces. 
Under certain angles, sunlight can refract in plane and parallel panes, and there 
is visible interference in the colours of the rainbow. This physical phenomenon 
is not a quality defect, and not therefore grounds for complaint. 
 
Thermal insulation glazing 
Thermal insulation glazing consists of two or more glass panes. Between these 
panes there is dry air or a special gas. At their edges the insulating panes are 
provided with a special sealing compound that prevents air and moisture from 
entering. 
The insulating properties are contributed solely by the enclosed gas, which has 
a low thermal conductivity. 
 
Note on retrofitting louvers, roller blinds, and pleats: 
Air can circulate adequately between the window panes and indoor shades 
when there is an adequate gap between them. 
This also serves to prevent the buildup of heat that could cause damage to the 
glazing. Please consult the fitting instructions issued by the supplier. 
 
Why glass mists over 
In recent times there has been the occasional witnessing of a phenomenon 
that earlier was very rare indeed: 
condensate on the weather side, i.e. the outside of the glazing. When obsolete 
insulating or single glazing has been replaced with a modern thermal insulation 
system, there are often disappointed or annoyed reactions when this phenomenon 
occurs and is seen to be a defect. Rightfully so? To answer this question, 
we must take a closer look at this phenomenon. 
 
 
 
Condensate on the outside pane 
For windows to mist over both of the following must apply: 
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They must be colder than the ambient outdoor air, and this air must be saturated 
with moisture. Air can absorb only a certain quantity of moisture, and the 
hotter it is, the more it can absorb. When this saturated air therefore comes up 
against a cold pane, it cools, and part of the moisture it contains liquefies on 
the surface: the water condenses on the pane, and the pane mists over. 
In regions with high air humidity, for instance near water courses, it can happen 
in the early hours of the morning that the air heats up faster than the window 
pane. Water then condenses on the outer pane. This is basically no different 
than dew forming on grass. Above all roof windows are affected. Because 
they can “see” into the cold night sky, roof windows cool faster at night than 
vertical panes. 
So why didn’t this happen to the “old” insulating glazing? The answer is simple. 
The old pane exhibited considerably poorer thermal insulation, so a lot more 
heat was lost from the heated interior. The outer pane was therefore heated as 
well – at the cost of living comfort and a huge heating bill. This no longer happens 
with thermal insulation glazing. 
The insulation between the inside and outside panes works, the heat stays 
indoors – and the outside pane stays cold. This means there is temporary condensation 
as described above. 
 
Condensate on the inside pane 
On the other hand, condensate on the inside pane is a far rarer sight on modern 
thermal insulation glazing than on the old systems – for the same reason. 
As a result of the enhanced thermal insulation the surface temperature of the 
pane is nearly as high as the temperature indoors. The panes then mist over 
only when the air contains too much hot water vapour, e.g. in the kitchen or the 
bathroom. So, there must be regular ventilation: otherwise excess air humidity 
can condense on the walls! 
Further details can be found in 2.3.1 “Ventilation”. 
 
Source: Bundesverband Flachglas (German flat glass association) and Profine GmbH. 
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Remove mounting bushes from pull handle using hex spanner key. 
Use only hand screw-driver to fit mounting bushes to predrilled holes on the outside of the 
doors. 



Operating and maintenance instructions

Operating and maintenance manual for the window company
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Turn-tilt window

Double-sash window

Operating and maintenance manual for the window  
company

General notes and safety advices

These instructions are intended for the specialist window company. They describe essential adjustment and maintenance work 

for the activPilot fittings. Please observe the following notices: Fitting parts are to be tested regularly to ensure they are seated 

firmly and checked for wear. Fastening screws are to be retightened and parts replaced as necessary. Their functionality is to 

be retested afterwards. Fittings may only be cleaned with mild, ph-neutral cleaning agents in diluted form. Use only cleaning 

agents which do not degrade the corrosion protection on fitting parts. Never use aggressive, acidic or caustic cleaners, scour-

ing agents or sharp objects to clean fitting parts. Always also observe the guideline for product specifications/notices and lia-

bility (VHBH) when making adjustments or performing maintenance. This information can be obtained at the following Internet 

address: http://www.beschlagindustrie.de/ggsb/richtlinien.asp

Operation / operating sequence

Turn-tilt window

Operating the turn-tilt window

See figure: Turn-tilt window

-	 Push the handle down (c). The window is closed.

-	 Move the handle to the central position (a). The window is 

unlocked; the sash can now be opened fully.

-	 Close sash. Push the handle up (b). The window is  

unlocked; the sash can now be tilted.

Note: Optionally turn-tilt windows can be 

equipped with a mini ventilation function. By 

turning the handle in between the shown posi-

tions (a) and (b), this component is addressed. 

Different tilt angles of the sash can be achieved 

by arresting the fitting components.

Double-sash window

Operating the double-sash window

See figure: Double-sash window

Press the unlocking button (1) and pull down the lever so 

it’s in the end position (b; opening angle approx. 135 °). The  

window is unlocked; the sash can be fully opened.  Close 

sash. Return lever to original position (a). The window is 

closed.
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Fitting the sash

Turn-tilt and turn double sash type

Preparation:

-	 Turn the window handle to the tilt position. 

-	 (If there is a fail-safe device, disconnect it.)

-	 If Sash Hinge Rail FLS.SE is used, the height adjustment 

screw must be removed from the corner  

hinge before installing the sash. 

Caution: Secure the window sash against falling. 

Take the heavy sash weight into account! Two 

people should carry the sash if necessary. 

Installing sash at the bottom

See figure: Corner and Sash Hinges

-	 Open the corner hinge brackets (4) 90°. 

-	 Lower sash onto the corner hinge brackets (4):

-	 Insert bolt (2) in the sash hinge top hinge point while 

inserting the bolt (3) in the sash hinge groove at the same 

time. 

-	 If present, fit the sash hinge rod (1) into the slot  

on adapter plate.  

Warning! Risk of damage to the corner hinge. The 

corner hinge brackets must not bear the sash 

weight on their own.  If Sash Hinge Rail FLS.SE is 

used, it must bear the weight of the sash. If neces-

sary, readjust the sash hinge rail using the height 

adjustment. 

1

3

2

4

Corner and Sash Hinges

Support the sash!

Open the sash to a 90° turn position and support!

Support the sash!
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Engaging the sash at the top

See figure: Engaging the sash at the top

-	 Pivot mount securing device (1) out by 90°.

-	 Open shear 90º and place over the retaining  

bolt (4) on the top rod. 

-	 Press in the shear bolt (3) into the opening in the  

counter bracket.

-	 Press the hammer head bolt into the elongated hole on 

the top rod. The shear arm should be flush with  

the top rod. 

-	 Swivel the mount securing device (1) into position by 

hand, so that the stop spring (2) clicks into place. 

-	 Set fitting to “Turn” position. Then check whether the 

shear is securely fastened to the top rod and the sash 

hinge to the corner hinge. 

Note: For the “turn double sash” version it is pos-

sible to use a turn hinge instead of a shear in case 

of low sash rebate heights (FFH), depending on 

the profile system. These frame parts are identical 

in their function and installation.

1

2
3

4

Engaging the sash at the top

Warning! Risk of Injury.  The sash can fall out and 

cause injuries if the shear and top rod are not se-

curely fastened. It is important to ensure the stop 

spring is firmly in position (clicking sound). 

The mount securing device (1) must be pivoted by 

hand – without the use of tools, such as a ham-

mer, screwdriver, etc. – such that the safety spring 

(2) detents.
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Install turn limiter

See figure: Install turn limiter

-	 Place the turn limiter arm on the retainer pin, so that the 

stop spring clicks into place behind the retainer pin.

-	 It is important to ensure the stop spring is firmly in posi-

tion (clicking sound). 

Install turn limiter

Removal of the sash
Detaching the turn limiter

See figure: Detaching the turn limiter

Preparation:

-	 Move the sash into the 90° turn position.

-	 Detaching the turn limiter

Detaching the turn limiter
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Support the sash!

Open the sash to a 90° turn position and support!

Support the sash!

Unlocking the mount securing device

See figure: Remove the sash

Unlocking the mount securing device (1) of the shear:

-	 Press down the stop spring (2) with a screwdriver while 

swivelling the mount securing device (1)  

outwards 90º at the same time. 

Caution: Secure the window sash against falling. 

Take the heavy sash weight into account! Two 

people should carry the sash if necessary. 

1

2

Remove the sash

Lifting the sash out of the bottom frame hinge

-	 Pivot the uncoupled shear arm into the frame rebate.

-	 Lifting the sash out of the bottom frame hinge.
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Adjustment options

Octagonal bolt

Regulate the contact pressure between the sash and the 

frame (± 0.8 mm) by turning the octagonal bolt. The adjust-

ment can be carried out by means of the Winkhaus adjust-

ment key (V.ST.SCH.HV-11) . 

Max

Min

± 0,8 mm

+ 0,8 mm - 0,8 mm=

Octagonal bolt

Shears

The sash is raised and lowered by adjusting the shear slide-

way. The sash can be raised 2.5 mm and lowered 1.5 mm.

-1,5/+2,5mm

Shears

Fail safe device FSF

After installation the tip of the pressure piece must be di-

rected towards the frame! For airgaps smaller or larger than 

12 mm an adjustment is possible by turning the plastic part to 

the left or to the right!

Fail safe device FSF
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Corner hinge up to a sash weight of 100 kg

Height adjustment (+ 3 mm / -2 mm) and side adjustment  

(± 2 mm) for the sash hinge.

Pressure adjustment ±0.8 mm

± 2mm+3
/-2

m
m

± 0,8 

      
 mm

Corner hinge up to a sash weight of 100 kg

Corner hinge  more than 100 kg sash weight.

Height adjustment (+ 3 mm / -2 mm) and side  

adjustment (± 2 mm) for the sash hinge.

Pressure adjustment ±0.8 mm

Note: The sash hinge adjusting screw must be 

removed first.  Loads are transferred by the Sash 

Hinge Rail! 

+3
/-2

m
m

± 2mm

± 0,8 

      
 mm

Corner hinge  more than 100 kg sash weight.
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Maintenance
Lubrication points

See figure: Overview of lubrication points

The figure shows the location of possible lubrication points 

which should be lubricated at least once a year. 

Positions A, C, D = lubrication points relevant to function.

Position B = safety-relevant lubrication point

Please note: The fitting schematic shown adja-

cent does not necessarily match the existing fit-

ting. The number of locking positions will vary 

depending on size and type of the window sash.

C C C

C

C

C C

C

C

B

B

D
D

D

D

D

D
D

D

D

Overview of lubrication points

Attention! Risk of injury. The window could fall on 

removal and thus injure persons. Do not remove 

the window for maintenance.

Keeps

See figure: Lubrication points

To keep fittings running smoothly, you must lubricate the 

keeps at least once a year.

-	 Lubricate the keeps (C) at the run-in side with technical 

Vaseline or any other suitable grease.

-	 Coat the running surfaces of the locking bolts (D)  

with an oil that is free of resins and acids. C

C

D C D

Lubrication points

Ascertaining the run-in sides

See figure: Run-in sides

-	 Left-handed window; handle right

-	 Right-handed window; handle left

Run-in sides
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Lubrication points

Shear and corner hinge

See figure: Shear (sash/frame), corner hinge, sash hinge rail

Fitting parts are to be tested regularly (at least once annually 

or semi-annually in school and hotel buildings) to ensure they 

are seated firmly and checked for wear. Fastening screws 

are to be retightened and parts replaced as necessary. Their 

functionality is to be retested afterwards. All moving contact 

points on the shear and the corner hinge should be greased 

with a suitable lubricant at least once a year.  Coat lubricating 

points with non-resinous, non-corroding grease. 

Attention! Risk of injury. The window could fall on 

removal and thus injure persons. Do not remove 

the window for maintenance.

Shear (sash/frame), corner hinge, sash hinge rail
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Adjustment and maintenance

Dual/triple function element

DFE/TFE activation

The DFE/TFE element is supplied in the neutral position. 

Please proceed as follows: Drive in the protruding pin to fix 

in place (1). Can be used left/right by swivelling out the lever 

once only. Dribble a few drops of oil (free of resin and acid) 

onto lubrication points.

1

DFE/TFE activation

TFE – Retaining force of balcony door catch

Adjusting the holding force by re-setting the eccentric cam 

with a 4 mm Allen key. Dribble a few drops of oil (free of resin 

and acid) onto lubrication points.

4 mm

TFE – Retaining force of balcony door catch

Frame part DFE/TFE

Height adjustment (+/– 3 mm) for sash support plate. Each 

time fittings are adjusted, the DFE/TFE height setting should 

also be checked using a 2.5 mm Allen key. 

Frame part DFE/TFE
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Płynna regulacja zawiasów JOCKER w 6-ciu kierunkach, bez konieczności podnoszenia i zdejmowania 
skrzydła drzwiowego. Do regulacji zawiasów wystarczy tylko 1 osoba.

PVC door hinges JOCKER are steplessly adjustable in 3 dimensions. Assembly and adjustment on the installed door can 
be carried out by one person. 

Réglage continu des paumelles Jocker dans 6 directions sans besoin de soulever et dégonder la porte. Le réglage peut 
être fait par une personne.

Плавная регулировка петель JOCKER в 6-ти направлениях выполняется всего 1 человеком без необходимости 
снятия дверной створки.



Jocker PCV (120 kg/кг) Jocker Junior PCV (80 kg/кг)
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5.0

+4,0
-1,5

+4,0
-1,0

+4,0
-4,0

+4,0
-4,0

+1,75
-1,75

+1,75
-1,75

5.0

2.5

Regulacja w pionie ■ Vertical adjustment ■ Réglage vertical ■ Вертикальная регулировка

Regulacja w poziomie ■ Horizontal adjustment ■ Réglage horizontal ■ Горизонтальная регулировка

Regulacja docisku uszczelki ■ Sealing pressure adjustment ■ Réglage de la compression ■ Регулировка прижима уплотнителя
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1

1

1

2

3

4

HEIGHT ADJUSTMENT: (regulation range: 5mm)

Ease up on screws 1 for every hinge in door.1.
Unscrew the upper screw 2 for every hinge in door.2.
In case of very heavy door, we advise temporarily lighten door with for instance wedges. 3.
Use allen wrench 3 to regulate with screw 4. (one turn 360 degrees will change height by 1,25mm) 4.
It should be done for every hinge  posssibly equal.
After adjustment, screw tight screws 1 in all hinges.5. ROLLER HINGE WR

HEIGHT REGULATION



Allen wrench "4"

"+"

"-"

1

LEFT / RIGHT ADJUSTMENT: (regulation range: 2,5mm*)

Use allen wrench to regulate with screw 1. (one turn 360 degrees will change distance by 1,25mm)1.

* - for systems with 6mm distance between profiles, for 5mm aluminium systems by virtue 
of thicknesses of the wing the possible value of the regulation is -1,5mm, +2,5mm

ROLLER HINGE WR
LEFT / RIGHT REGULATION



1

1

"+"

"-"

max "-"

max "+"FRONT / BACK ADJUSTMENT: (regulation range up to 1,5mm*)

Door before the regulation should lightened.1.
Ease up on screws 1.2.
Make adjustment by allen wrench "5" with the eccentric. Maximum value can be achieved by 90  turn.3.
After adjustment, screw tight screws 1.4.

* - the real range could be smaller depending on distance near gasket in the aluminium systems 
ROLLER HINGE WR

FRONT / BACK REGULATION



 

	 	 	
	 	 	

Tilt and Slide PSK Door adjustments



	 	 	
	 	 	



 

	 	 	
	 	 	



 

	 	 	
	 	 	




