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Step 2
Slide the sash upward until you feel it disengage from the sash balance system located on the jambs (side) of the 
window. Continue to lift up about 3 inches insuring the bottom of the sash clears the plastic spacer on the bottom 
of the sash balances. Slide the sash to either side. Tilt the opposing side out to remove the sash. Be careful to not 
disengage the sash balances when removing the vent.

Step 3
To re-install the sash, position the sash 3 to 4 inches above the top of the balances insuring you are clearing the 
plastic spacer on the bottom of the sash balances. Slide the sash to either side in the pocket of the jamb and tilt the 
opposing side in. Slowly lower the sash and insure it engages with the sash balances on both sides. Lower the sash 
all the way and lock the window. 

SAFETY  -  With any maintenance, please make sure you take the appropriate safety precautions while performing these task.

Step 1
Review the window diagram on page 2 to familiarize yourself with the window terminology. From the interior of the 
window locate the silver takeout clips on both sides of the jambs. With the sash closed, pop up the bottom of the sash 
cam clip with a flathead screwdriver to its full open position (roughly a 45 degree angle).
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Step 4
Push the takeout clips back to the closed position.
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TOOLS REQUIRED 
Flathead screwdriver 

Safety glasses 
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