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WINDOW SHADES 

ORDERING AND INSTALLING 

1. GENERAL 1.08 It i s  he lpfu l  f o r  use i n  checking se rv ice  
l i f e  t o  date  t he  shades on i n s t a l l a t i o n .  

1.01 This s ec t i on  covers t h e  ordering and i n s t a l -  The date  should appear on t h e  right-hand s i de  
l a t i o n  of new and replacement window shades. of t h e  shade, c lose  t o  t he  r o l l e r .  

1.02 It i s  re issued t o  include s ing le  and dou- 
b l e  hung types and t o  spec i fy  t he  flame 

r e s i s t a n t  v iny l  type of shade cloth.  These items 
a r e  ava i lab le  f romthewestern Elec t r ic  Company. 

1.03 The s i n ~ l e  shade i s  i n s t a l l e d  a t  t he  top 
of t he  window casement and it may be 

adjusted t o  cover pa r t  o r  all of t he  window open- 
ing.  The double hung shade is i n s t a l l e d  near 
t h e  meeting r a i l  of t he  window i n  such a manner 
t h a t  one shade may be adjusted t o  cover the  
upper half of t he  window and the  other  shade 
t h e  lower half  of t h e  window. Generally, t he  
s i ng l e  shade i n s t a l l a t i o n  s a t i s f a c t o r i l y  pro- 
v ides  l i g h t  con t ro l  bu t  t he  double hung shade 
may be advantageous where more e f f ec t i ve  l i g h t  
control ,  together  with b e t t e r  ven t i l a t i on ,  is  
required. Where decorat ive e f f e c t  i s  not  
paramount, t he  double hung shades a s  shown in 
Fig. 2 a r e  preferred t o  Venetian bl inds.  

1.011 When new shades (no t  f o r  replacement) a r e  
required and t he  mounting of t h e  brackets 

appears beyond t h e  s k i l l  of t he  bui lding serv- 
i c e  people t h e  i n i t i a l  i n s t a l l a t i o n  may be done 
by l o c a l  shade dealers.  However, it i s  impor- 
t a n t  t h a t  assurance he had t h a t  t he  specif ied 
type an& grade of shade c l o t h  w i l l be fu rn i shed .  
The recommended shade c l o t h  i s  DuPont Tontine 
v iny l  flame r e s i s t a n t  o r a n  approved equivalent.  

1.05 The recommended shades a r e  ava i lab le  i n  
s o l i d  color ,  i n  duplex, havinga different  

co lo r  on each s ide  and in t r i p l e x ,  having the  
same color  on each s i d e  but  t h e  shade i s  opaque. 
The l a t t e r  i s  used where moving p i c tu r e s  are t o  
be shown and i n  any other  place where dayl ight  
i s  t o  be excluded. For usual  requirements 
DuPont Tontine flameproof No. 506 Ecru, o r  
approved equivalent,  i s  recommended. 

1.06 When using stepladders t o  i n s t a l l  window 
shades t h e  s a f e ty  precautions described 

i n  Be l l  System Prac t ice  Section H51.201 - Step- 
ladders  - Use and Care should be observed. 

1.07 Any s o i l  such as  f inger  marks, smudges, 
e tc ,  inc iden ta l  t o i n s t a l l i n g  t he  shade is 

removed with a moistened clothorsponge.  A mild 
soap rubbed against  t h e  c l o t h  o r  sponge may he 
used i f  t h e  moist c l o t h  o r  sponge i s  inadequate. 

1.09 When quarters  a r e  redecorated, window 
shades should be inspected f o r  cleaning 

o r  replacement. 

2. EQUIPMENT AND MATERIALS 

2.01 For securing ordering data:  

Measuring r u l e  
Stepladder 

2.02 For i n s t a l l a t i on :  

Measuring r u l e  
Stepladder 
Hammer 
Screwdriver 
Hand d r i l l  and d r i l l  no in t s  
Center punch 
Necessary tacks  and screws 

3. SECURING ORDERING DATA 

3.01 When ordering s i ng l e  hung window shades 
f o r  e i t h e r  new i n s t a l l a t i o n s  o r  replace- 

msnt purposes t h e  leng th  and width dimensions 
a s  indicated i n  Fig. 1 a re  given. I n  addition, 
orders  should specify t he  desired co lor  and 
whether ins ide  o r  outside mounting brackets  
a r e  appl icable .  

Fig. 1 

3.02 For double hung shades, t he  top t o  bottom 
window dimension and t h e  dis tance between 

bracket po in t s  a r e  obtained t h e  same a s  f o r  the  
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s i ng l e  h n g  shades. Color is specified. The 
manufacturer o r  dea le r  provides t he  proper 
dimension of both the top and bottom shades as  
ind ica ted  by t he  plan shown i n  Fig. 2. 
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Fig. 2 

3.03 Double hung shades a r e  f e a s ib l e  only f o r  
outs ide bracket  mounting. The necessary 

harness,  i .e. ,  cords, pulleys,  brackets,  screw 
eyes, e t c ,  a s  shown i n  Fig. 2 a r e  furnished 
with t h e  shades when they  a r e  ordered without 
need f o r  separa te ly  specifying them. 

3.0b Measurements a r e  taken t o  t h e  neares t  
1/16" f o r  width and l/kt f o r  length. 

The width measurement should be ca r e fu l l y  taken 
as a va r i a t i on  of a s  l i t t l e  a s  1/16" may make 
t h e  shade unsuitable.  The manufacturer makes 
allowances f o r  width and overlap length f o r  
t he  shade i t s e l f  and such allowances should 
not  be included i n  t he  dimensions specif ied.  
Also t h e  width of shade on the  r o l l e r  is 
adjusted t o  assure  proper functioning. 

k.01 Orders should he worded as  follows: 

(Quant i ty)  Shade, Window ( s i ng l e  hung o r  
double hung) (color ,  a s  EuPont No. 506) 
(Size, a s  width L5-3/16", l eng th  83-3/bw) 
(1.0. o r  0.B.) 

1-1.02 The terms I.B. o r  O.B. a r e  t he  customary 
t rade  designations f o r  i n s ide  o r  ou ts ide  

brackets  respec t ive ly  and consequently it i s  $ 
unnecessary t o  s p e l l  out t he  words on orders.  f 

h.03 When ordered a s  above from t h e  Western 
E l ec t r i c  Company t h e  shade i s  mounted on 

the  r o l l e r  by means of a top hem which prevents 
t h e  shade from being pu l led  off  t h e  r o l l e r  when 
over extended. Another hem a t  the  bottom takes  
a 1-1/hw s l a t ,  eye le t  inser ted .  The appl icable  
mounting brackets and No. h cord of proper 
l eng th  f o r  t h e  type of i n s t a l l a t i o n  a r e  in -  
cluded. For double hung shades, t h e  harness 
f i t t i n g s  as  shown i n  Fig. 2 a r e  furnished. 
For t he  l a rge r  bui lding having a competent 
window shade i n s t a l l e r  t he  shades may be 
obtained without t h e  ro l l e r s .  

5. REPLACING SHADES - PROCEDURE 

0 1  The shade should be placed i n  brackets  
f u l l y  r o l l ed ,  and then extended t he  f u l l  

l eng th  of i t s  t r a v e l  t o  check tension. Tension 
should be j u s t  s u f f i c i e n t  t o  r e t u r n  the  shade 
t o  t he  r o l l e r .  To increase tension,  p u l l  t he  
shade down a few f e e t ,  remove from the  brack- 
e t s ,  r o l l  t h e  shade back on t h e  r o l l e r  by hand 
and replace it i n  t he  brackets.  To decrease 
tension, remove t he  shade from the  brackets ,  
unwind t he  shade a few f e e t  by hand and re-  
place it on t he  brackets.  Avoid a s t rong  
tension because it tends t o  slam and damage 
the  shade. 

5.02 The shade cord i s  at tached a s  follows: 

(a )  For s i ng l e  shades. One end of t he  cord 
i s  i n se r t ed  i n  t h e  eye le t  of t h e  shade 

and knotted with t he  h o t  on t he  window s ide  
of t he  eyelet .  The other  end i s  at tached 
a t  the  right-hand s i d e  of t h e  window casing 
usua l ly  i n  an eye screw. Place t he  cord 
attachment about f i v e  f e e t  from the  f loor .  
The cord should be of exact l eng th  so tht 
it becomes t a u t  when t he  shade i s  r a i s ed  t o  
within an inch o r  two from t h e  t op  and thus 
prevents t he  s l a t  from revolving about t he  
ro l l e r .  
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(b)  For double hung shades. The cord should 
be i n s t a l l e d  i n  a continuous leng th  as  

shown i n  Fig. 2. 

6. INSTALLING NEW SHADES - PROCEDURE 

6.01 The brackets f o r  s i ng l e  hung shades a r e  
loca ted  a s  follows: 

(a)  Inside brackets.  The center  of each - 
bracket  where t h e  r o l l e r  t i p  f i t s ,  i s  

loca ted  au~roximate lv  1-1/2" ( t o  centers)  
down from t h e  t op  o f  t he  casement. 

(b) Outside brackets.  The brackets  a r e  
located on the  face of t he  casement near  

t he  top or  near t h e  lower edge of t he  top 
cross  member. An overlap of not l e s s  than 2" 
should be allowed on each s ide where possible  
t o  avoid l i g h t  leaks on t he  s ides .  

6.02 When i n s t a l l i n g  brackets f o r  new shades, 
it i s  important t h a t  they be l eve l  with 

respec t  t o  each other ,  otherwise t h e  shade w i l l  
no t  hang s t r a i g h t  when pul led down and w i l l  
r o l l  up unevenly, toward t h e  high side. The 
screw u t i l i z i n g  t he  s l o t t e d  hole i n  t h e  bracket 
base i s  i n s t a l l e d  f i r s t  and in the  middle of 
t he  s l o t .  The second screw i s  not i n s t a l l e d  
u n t i l  t h e  shade r o l l s  correct ly .  I f  t he  shade 
does not r o l l  up s t r a i g h t  when grasped a t  the  
c en t e r  it is an ind ica t ion  t h a t  t he  r o l l e r  is 
not l e v e l ,  i n  which case t he  bracket i s  ra i sed  
s l i g h t l y  a t  t h e  end of t he  r o l l e r  opposite t o  

t h a t  which r o l l s  o f f .  A s l i g h t  change, 1/16" 
o r  l e s s ,  w i l l  co r rec t  t he  tendency f o r  t he  
shade t o  r o l l  off  a t  one s ide.  

6.03 For wood casements, round head screws 
about 3/h" long should be used. For 

metal casements, self - threading metal screws 
should be used. S l i gh t l y  smaller holes should 
be d r i l l e d  i n  t he  casement f o r  s t a r t i n g  t he  
screws. The round hole bracket  i s  always on 
t he  right-hand s ide  and the  s l o t t e d  bracket  on 
t he  l e f t  f o r  s i ng l e  hung shades and t he  reverse  
f o r  the  double hung. 

6.0b For double hung shades the  brackets  a r e  
i n s t a l l e d  with t h e  cen te rs  about 10" 

above t he  horizontal  center  l i n e  of t he  window 
meeting r a i l ,  on t he  outside face  of t he  casing 
(window tr im).  The brackets  a r e  so mounted 
t h a t  t he  shade c lo th  w i l l  overlap t he  casing 
not l e s s  than 2". The mounting above t h e  cen- 
t e r  r a i l  is  t o  pennit  t he  use of a window pole 
in r a i s i ng  and lowering t he  windows and permit 
ready access by window washers. The mounting 
bracket is  posi t ioned horizontal ly .  D r i l l  t h e  
window casings f o r  bracket mounting screws a s  
described i n  Paragraph 6.03. Attach t he  r o l l e r  
brackets. 

6.05 After i n s t a l l i n g  t he  brackets  a s  shown 
i n  Fig. 2, t he  shades a r e  then placed 

in t h e  brackets,  the  cords at tached a s  shown 
i n  Fig. 2, and the  tension checked as  out l ined 
i n  Paragraph 5.01. 

Page 3 
3 Pages 




