
A
djustable glides are provided in the base of each

cabinet.  Y
our cabinet w

ill have 4 glides (one at
each corner).  G

lid
e ad

ju
stm

en
t is critical fo

r
cab

in
et stab

ility an
d

 p
ro

p
er o

p
eratio

n
 o

f lock,
in

terlo
ck, d

raw
ers o

r o
th

er m
o

vin
g

 featu
res

th
at m

ay b
e p

resen
t o

n
 yo

u
r cab

in
et.

1. B
e sure cabinet is em

pty.

2. P
lace a 24" level across the front of the cabinet to

outside of the cabinet using an adjustable open end
level side-to-side. A

djust the front glides from
 the

w
rench. T

urn the glides clockw
ise to raise the

cabinet and counterclockw
ise to low

er the cabinet.
It m

ay be necessary to cau
tio

u
sly

 tip the cabinet
back slightly to m

ake the front glide adjustm
ents.

present to access the rear glides.

T
he rear glides can be adjusted from

 the inside of
the cabinet using a socket w

rench w
ith a 1/4" drive.

D
epending on your m

odel, an access hole m
ay be

rear w
hile m

aintaining the side to side levelness. O
n

3. T
he final glide adjustm

ent is to adjust the glides
so that the front of the cabinet is higher than the

carpeted surfaces, the front is 1/4" higher. O
n hard

4. C
heck cabinet for proper operation. A

ll draw
ers

surfaces, the front is 1/8" higher.

on your cabinet should open and close sm
oothly

adjustm
ent and levelness of your cabinet can effect

and be evenly aligned w
ith the fram

e. T
he glide

this operation.
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1/4" D
rive socket w

rench
1/4" D

rive extension

A
djustable, o

pen end w
rench

24" long level

T
ools requ

ired for file adjustm
ent:

1/4" S
ix point socket w

ith 1/4" drive

C
lockw

ise to raise

R
ear

glides

F
ront

glides

A
ccess holes

C
ounterclockw

ise to low
er

B
ottom

 draw
er/shelf not show

n for clarity

W
A

R
N

IN
G

F
ront of cabinet

W
all

1/8" to 1/4"
A

djustable glides

A
ssem

bly Instructions

C
om

m
ercial

Lateral F
ile

(1)

1. P
osition low

er tabs pointing dow
n and rear tab

pointing tow
ard rear of draw

er.

2. Insert rear tab into slot in back of draw
er.

3. Low
er bottom

 tabs into slots in bottom
 of draw

er.

1. C
lose draw

ers.

2. P
ull out on posting shelf using handle

hold in center of posting shelf to fully
extend.
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4. R
everse procedure to rem

ove divider.

Low
er T

ab

D
ivider

R
ear T

ab

B
ottom

 of draw
er

F
ront of draw

er/shelf

P
osting shelf

(4)
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T
hese files are for storing and filing non-com

bustible m
aterials

that do not require special protection.  D
o not use this cabinet to

store com
bustible or hazardous m

aterials.
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W
A

R
N

IN
G

L
o

ading
:

1. C
heck cabinet for proper adjustm

ent and stability.

2. Load bottom
 draw

er first to increase stability.

3. D
istribute contents and w

eight evenly am
ong rem

aining draw
ers.

4.  C
h

eck to
 see if cab

in
et is stab

le after lo
ad

in
g

 is co
m

p
lete (o

n
carp

eted
 su

rfaces, settlin
g

 m
ay o

ccu
r).  If n

ecessary, em
p

ty
cab

in
et co

m
p

letely, th
en

 read
ju

st g
lid

es.

U
n

lo
ad

ing
:

1. R
em

ove contents from
 top draw

er first.

2. R
em

ove contents from
 bottom

 draw
er last.

•
D

o
 n

o
t stan

d
 o

r lean
 o

n
 an

 o
p

en
 d

raw
er.

•
D

o not put m
aterials on an open draw

er.  U
se posting shelf or

table to sort or collate

•
If th

is cab
in

et ever seem
s u

n
stab

le, d
o

 n
o

t u
se it.  H

ave it
checked for proper leveling and loading.  H

ave any problem
s

corrected im
m

ediately.

•
T

h
is cab

in
et h

as an
 in

terlo
ck to p

reven
t o

p
en

in
g

 m
o

re th
an

o
n

e d
raw

er at a tim
e.  D

o
 n

o
t try to

 d
efeat th

is in
terlo

ck.

•
T

hese files are for storing and filing non-com
bustible m

aterials
that do not require special protection.  D

o not use this cabinet to
store com

bustible or hazardous m
aterials.

B
efo

re m
o

ving
 cab

in
et:

1. U
nload contents. (U

nload from
 the top.  S

ee loading and
unloading above.)

2. S
ecure the unit:

• C
lose and lock the cabinet.

• U
se furniture straps and appropriate m

oving equipm
ent.

3. A
fter positioning cabinet in new

 location, follow
 instructions for

adjusting and installing.
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1. H
anging folder fram

es m
ust be in P

ositions 1 &
 4 as show

n.

2. P
osition hanging file racks on front and rear hanging folder

fram
es for each bank of file folders.  S

ide of draw
er/shelf

should be used for outerm
ost side of folders.

T
here are tw

o hanging folder fram
es per draw

er.
R

ecom
m

ended filing positions are as follow
s:

P
ositions 1 &

 2 - Letter filing (side-to-side)

P
ositions 1 &

 4 - Legal filing (side-to-side)

P
ositions 1 &

 3 - A
4 filing (side-to-side)

R
ibs m

ust
face aw

ay from
filing system

P
osition num

ber

P
osition num

ber
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If m
isu

sed
, th

is file cab
in

et can
 b

eco
m

e
u

n
stab

le o
r tip

 o
ver, cau

sing
 serio

u
s

in
ju

ry.  T
o

 h
elp

 p
reven

t accid
en

ts, fo
llow

th
e instru

ctio
n

s b
elow

.

A
n

 im
p

ro
p

erly lo
ad

ed
 o

r u
n

lo
ad

ed
 file

cab
in

et can
 b

eco
m

e u
nstab

le o
r tip

 o
ver,

cau
sin

g
 serio

us in
jury

.

If no
t p

ro
p

erly secu
red

 w
h

en
 m

o
ving

,
th

is file cab
in

et can
 b

eco
m

e u
n

stab
le o

r
tip

 o
ver, cau

sin
g

 seriou
s in

ju
ry.

F
ront of draw

er/shelf

H
anging folder fram

es

D
ouble rail hanging file rack

F
ront of draw

er/shelf
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(3)


