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The purpose of the following information is to act as a reference source to help students 

use and take proper care of their microscopes during the semester. Keep it handy and 

refer to it whenever we use microscopes in class. 

 

 
 

1.0 Checklist for setting up your microscope 
 

Always use both hands to pick up and move your microscope. 

Remove the dust cover. 

Check that the stage is at its lowest setting, or objective lenses are at highest setting. 

Check that the lamp power is all the way down. 

Check that the condenser is in the correct position [see box 4.1] 

 

Clean lenses using lens paper 

Start with ocular lenses then objective lenses 4x, 10x, 40x, and finally 100x. 

You can use one piece of lens paper to clean several lenses by folding it. 

Only use lens-cleaning fluid if lens is oily. 

 

2.0 Adjusting Ocular Lenses 

 
The ocular lenses can be moved closer together or farther apart to accommodate different 

individuals. Adjust the lenses towards each other until the field of view overlaps. Use the 

lens adjustment knob to do this rather than handling the lenses. 

 

 

Microscope Handling Instructions 



2 

Fall 2014  2 

Adjusting the diopter.  
Your eyes will have slightly different points of focus. You can adjust your lenses so that 

the image is in focus for BOTH EYES. Start with both ocular lenses adjusted to their 

lowest position. Then you need to focus on an object using your right eye only (close 

your left eye.) Then close your right eye and bring the image into focus for your left eye 

adjusting the ocular lens. Do not change the stage focusing knobs. 

 

3.0 Positioning Slides 
 

Inspect slide for dust. If slide is dusty wipe slide clean using Kimwipes (which do not 

shed lint) 

Hold slide by edges so not to get fingerprints on slide 

Place slide on stage with the specimen over the light source 

Squeeze stage clip tab to widen the space between the stage clips before sliding slide into 

position. 

As you release the pressure the slide holder should squeeze the slide into position along 

the edge of the slide 

 

 

 

 

 

4.0 Adjusting the light levels 
 

The Condenser 

The condenser is located underneath the stage.  

It is a lens that focuses light on the specimen on the stage.  

DO NOT LOOSEN THE METAL SCREWS holding the condenser in place. 

It can be detached for cleaning, but this is NEVER done by students. 

Find the condenser adjustment knob on the arm of the microscope. 

 

 

 

 

 

 

Once the condenser is properly adjusted you do not need to adjust it again. 

 

Illuminator Rheostat 

 

On the base of the microscope is a red wheel that can be moved to adjust the light 

intensity.  

 

 

 

 

Box 4.1 

Adjust the condenser to its highest position, then lower it one quarter turn. 

Box 4.2 

The lamp should be turned to its lowest power before turning off the microscope 

Box 3.1 

The slide should NEVER be FORCED UNDER the stage clips 
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This prolongs the life of the expensive bulb. 

When you have finished looking at a specimen TURN OFF the lamp. 

 

Tips. 
You will find that you need LESS light when using low power objectives (4x scanning in 

particular) and you will need to increase the light intensity as you increase magnification 

(especially when using the 100x oil immersion lens). 

 

Improper illumination is one of the major reasons for students not being able to find 

specimens- because they cannot see them! 

 

Iris Diaphragm Lever 

 

 
 

The iris diaphragm lever is used to control the light reaching the specimen. When the iris 

is fully open all light reaches the specimen. By closing the diaphragm slightly (as in the 

center example above) only the light coming from the center of the light beam illuminates 

the specimen. This reduces the amount of scattered light reaching the specimen, so 

although less light reaches the specimen it is more useful light. 

 

As you increase magnification increase light intensity by using the rheostat to increase 

illumination power, rather than by opening the iris diaphragm. 

 

 

 

5.0 How to Find a Specimen on a slide 
 

Follow these steps every time you start with a new slide: 

 

 

 

 

 

• Start with the 4x objective lens in position 

• Once the slide is in place use the coarse focus knob to bring the stage to its 

highest point. 

Box 5.1 

Do not use objective lenses as handles! Switch lenses by twisting the entire revolving 

nosepiece 
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• The specimen will be out of focus, BUT this is because the specimen is above the 

focal plane. 

• Use the coarse focus knob to slowly lower the stage by turning the knob away 

from your body, until the image comes into focus. 

• Center the image using the stage control knobs. 

• Switch to 10X lens 

• Adjust light as necessary 

• Use fine focus to sharpen the image, by turning the knob away from yourself. 

• Center the image using the stage control knobs. 

• Switch to 40X lens 

• Adjust light as necessary 

• Use fine focus to sharpen the image, by turning the knob away from yourself. 

 

 

 

 

 

 

The Oil Immersion lens 

 

This is the LAST lens you should use. As it has a very limited depth of field and field of 

view ONLY use this lens ONCE YOU HAVE CENTERED YOUR SPECIMEN AT 40x 

power. You cannot scan to find a specimen with this lens. 

 

Once you have a sample centered and focused at 40x, and you are sure that it is worth 

seeing at 1000x you will move the 40x lens halfway out of its viewing position, BUT do 

not yet click in the 100x lens. Take the bottle of immersion oil. Lift the glass rod out of 

the oil and allow any excess oil to drip back into the bottle. Then carefully transfer a 

small amount of oil to the surface of the slide. Place the oil on the slide where the light is 

centered. Replace the glass rod in the bottle. Swing in the 100x lens. It will touch the oil 

droplet. Adjust (increase) the illumination power using the rheostat Focus using fine 

focus. 

 

6.0 Putting Away your Microscope 
 

The microscope needs to be properly adjusted before you put it back in storage. (Even if 

it was not so when you took it out of storage) 

 

• Slides need to be removed 

• Lenses must be cleaned 

• The 4x lens should be in position 

• The stage should be lowered 

• The illuminator rheostat should be at the lowest setting 

• Condenser should be properly adjusted. 

 

Box 5.2 

Only use coarse focus with 4x objective. Never with any other lens 


