Files & Storage QUESTIONS & ANSWERS

There are three areas to look at first when solving problems with lateral files. Those areas are
Leveling, Locking, and Loading. About 95% of all lateral file issues are related to leveling. We
will cover some of the most common issues that occur with these files.

LEVELING- TROUBLESHOOTING GUIDE

Most people think of leveling as making something completely even or straight. That is
not quite true when it comes to leveling a lateral file. In “Lateral Lingo” Leveling is being
sure the unit is even from left to right. However the unit, when properly installed, is 4” to
1/8” higher in the front than in the back. Some issues to consider when installing the unit:

= s the unit being installed on carpet? Old or new?
= [s the unit being installed on tile?

= s the floor level?

= How was the lateral file loaded?

Leveling Test
A good test to see if your lateral file is leveled properly (“leveled” from front to
back) is to place a round pen or pencil on the top front edge of the file. It the pen
rolls to the back, the unit is installed correctly. If it stays in place or rolls off the
front edge, the unit is not leveled correctly from front to back. The first solution to
try is leveling the unit from front to back. Follow the leveling instructions included
at the end of this document.

PROBLEM: Drawer sticks about two-thirds of the way open.

1. Check to see if the unit is level from front to back. See Leveling test at the
beginning of this document.

2. Be certain that all the drawers are completely closed.

3. TItis possible that the interlock mechanism has ridden up the interlock ramp and is
catching on the drawer slide. Close all drawers and be sure the unit is leveled.

4. Be certain there are no papers or other stored materials that are getting caught in
the drawer.

5. If the drawers still will not fully close, contact your purchasing dealer.

PROBLEM: Drawers do not align
1. Check to see if the unit is level from front to back. See Leveling test at the
beginning of this document.
2. If'the drawers still do not align, contact your purchasing dealer.

aping) Buijooysajgnoil jeidje]

Created: 10/24/03 Lateral File- Troubleshooting Guide The HON Company
Rev 1.0 PAGE 1 OF 8 800.336.8398 / www.hon.com



HDNE

Files & Storage QUESTIONS & ANSWERS

PROBLEM: The drawer will not shut all the way. It stops about 1”-2”

from closing

1. Be certain there are no papers or other stored materials that are getting caught in
the drawer.

2. Check the catch clips to see if either of them is bent. These are the “J” shaped clips
on the left and right sides of the front of the cabinet. (Visible when the drawers are
open.)

3. Ifthe catch clip is bent, bend it back into place. The catch clip needs to fit into the
slot for it on the back of the drawer front.

4. If the drawers still will not fully close, contact your purchasing dealer.

PROBLEM: One side of the drawer will not release.

1. Check to see if the unit is level from front to back. See Leveling test at the
beginning of this document.

2. Check the catch clips to see if either of them is bent. These are the “J” shaped clips
on the left and right sides of the front of the cabinet. (Visible when the drawers are
open.)

3. Ifthe catch clip is bent, bend it back into place. The catch clip needs to fit into the
slot for it on the back of the drawer front.

4. A bent lock bar could also cause the problem. If the lock bar is bent, bend it back
to the original position.

5. If the drawers still will not fully close, contact your purchasing dealer.

LOCKING- TROUBLESHOOTING GUIDE

PROBLEM: Keys locked in the cabinet or lost.
Locking problems can sometimes occur in lateral files. To unlock a lateral file when you
do not have the keys:

1. Get two letter openers or putty knives.

2. Place them in the space between the drawer and the lateral case. (Just above the

lock bar tabs, about 2/3’s of the way down the face of the drawer.)

Using equal pressure push down on both sides forcing the lock bars down.

4. Have a second person pull the drawer open while you are still pushing down on the
lockbars. The drawer should open about halfway. You can then remove the keys
and unlock the file.

5. CAUTION!! Damage to the unit or locking system may occur using this method.
Use it only in the event of an emergency.
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PROBLEM: Cannot get the unit unlocked
1. Especially in new units, check to see if the number stamped on the side of the key
matches the number stamped in the face of the lock. I they do not match, please
contact your purchasing dealer.
2. In the event of an emergency, use the unlocking method described above or
contact Hon Customer Service at 800-336-8398.

PROBLEM: The lock spins when the key is turned
1. The cam follower is missing from the back of the cam lock causing disengagement
of the actuator rod. This is a white plastic clip that resembles a tuning fork.
2. Ifthis clip is missing or broken, contact your purchasing dealer.
3. Inthe event of an emergency, use the unlocking method described above or
contact Hon Customer Service at 800-336-8398.

LOADING- TROUBLESHOOTING GUIDE

PROBLEM: The drawer grinds when opening

1. Check to see if the black lock bar boot is missing. This a small black square
located between the drawer side and lateral case.

2. If this boot is missing, contact your purchasing dealer.

3. The drawer being over loaded could also cause this problem. Unload the drawer to
decrease the weight in the drawer.

4. In the event of an emergency, use the unlocking method described above or
contact Hon Customer Service at 800-336-8398.
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DRAWER REMOVAL

NOTE: Before attempting to remove a drawer, make sure you have an
additional person to help, as this is a two-person operation.

1.

(98]

Remove all items from the drawer; this includes hangrail bars (the bars the
hanging folders rest on.) Remember, when unloading drawers, always start with
the top drawer and work your way from top to bottom. When reloading, start at the
bottom and work your way to the top.

Fully extend the drawer.

You need to push in on the exterior side of the drawer side with the palm of your
left hand. At the same time, pop up on the bottom of the drawer with your right
hand. You are pushing up at the same time you are popping the drawer up. (If hand
force is not enough, you may need to use a flat screwdriver to release the drawer
side from the suspension.)

Once you have released the first side, have your partner support the drawer side
that has been released while you repeat the process for the other side.

If you are moving the cabinet, please follow the loading/unloading instructions.
Remember to re-level the unit once it has been relocated.
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INSTALLATION AND USE MANUAL FOR LATERAL FILES

Please return this manual to the orange storage pocket in the bottorn drawer.

These files are for stoning and filing non-combustible matenals that do not require special protection. Do not use this
cabinet to store combustible or hazardous matenals.

WEAR SAFETY GLASSES WHEN USING TOOLS

REQUIRED ADJUSTMENTS
Tools required for file adjustment:
1" Orive socket wrench 24" long level
¥" Onve extension Straight blade screwdriver {optional)

%" Six point socket with 4" drive
Adjustable glides are provided in the base of each cabinet. Gfide adiustment is critical for cabinet stability and
proper operation of lock, interfock, doors, and sheives. Clockwise to raise

1. Be sure cabinet is empty.
2. Position cabinet into desired location. Access holes

3. To access glides, align slots in bottom drawer/shelf with
holes in base. Use the socket wrench, extension, and 4"
socket (or the straight blade screwdriver) to adjust glides.

4. Turn glides clockwise to raise cabinet. Turn counter- — n

o

clockwise to lower cabinet. Counterclockwiseto lower
Bottom drawer/shelf nat shown for clarity

5. On campeted floors, extend all four glides until the weight

of the cabinet is supported by the glides (not by the cahi- i _
net bottom)_ — Front of cabinet
6. Level cabinet side-to-side. Wt 1 }
7. On carpet, adjust glides so the front of the cabinet is wall -

4" higher than the rear. On uncarpeted floors, the
front should be 4" higher than the rear.

8 Check cabinet for proper operation. Orawers and doors —
should open and close smoothly and be evenly aligned Adjustable glides

with the frame. Quantity dependent on model:
4 - One at each corner, or
2 - One at each front corner

INSTALLATION AND ANCHORING

To increase stability and avoid tip over, cabinets should be bolted together or anchored to a wall whenever
possible.

1. Adjust all cabinets Refer to Required Adjustments
Section.

2. Fully extend top drawer.
3. Remove knockout.

4. Use the hardware provided in the key packet to bolt cabi-
nets together.

5. Use wall anchoring devices when securing a cabinet to a
wall. Be sure to use the right devices for the type of wall
you have.
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LOADING AND UNLOADING

Loading:
1. Check cabinet for proper adjustment and stability.
2. Load bottom drawer first to increase stability .

3. Distnbute contents and weight evenly among remaining
drawers.

Load
4. Check to see if cabinet is stable after loading is com-
plete (on carpeted surfaces, settling may occur). If
necessary, emply cabinet completely, then readjust Unload
glides.
Unloading:

1. Remove contents from top drawer first.

2. Remove contents from bottom drawer last.

OPERATING

¢ Do not stand or lean on an open drawer.

= Do not put matenals on an open drawer. Use posting shelf
or table to sort or collate.

¢« Jf this cabinet ever seems unstable, do not use it. Have
it checked for proper leveling and loading. Have any prob-
lems comected immediately.

« This cabinet has an interfock to inhibit opening more
than one drawer at a time. Do not try to defeat this inter-
fock.

+ These files are for storing and filing non-combustible maten-
als that do not require special protection. Do not use this
cabinet to store combustible or hazardous materials.

aping) Buijooysajgnoil jeidje]

RELOCATING
Before moving cabinet:
1. Unload contents. {(Unload from the top. See loading and =
unloading above )
2. Secure the unit: - =
« Close and lock the cabinet.
« Use furniture straps and appropnate moving L]
equipment.
3. After positioning cabinet in new location, follow instruc- =
tions for adjusting and installing.
Lff/—r
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HANGING FOLDER FRAMES

There are two hanging folder frames per drawer.
Recommended filing positions are as follows:

Positions 1 & 3 - Letter filing (side-to-side in front)
Positions 2 & 4 - Letter filing (side-to-side in rear)
Positions 1 & 4 - Legal filing (side-to-side)
Positions 1 & 5 - Data pnntout filing (side-to-side)
{14%"w x 8X"h papen) 5

Positions 1 & 5 - Front-to-rearfiling

Hanaing folder frames

Fosition number \(

Ribs must face away
from filing system

Front of drawer/shelf

OPTIONAL FRONT-TO-BACK FILING

1. Hanging folder frames must be in Positions 1 & 5 as shown.

2. Paosition hanging file racks on front and rear hanging folder
frames for each bank of file folders. Side of drawer/shelf
should be used for outermost side of folders. Diouble rail hanging

file rack

Zingle rail
hanging file rack

Fosition number "'?

Front of drawerishelf
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OPTIONAL DIVIDERS
Plate Divider: 7
1. With lower tab pointing down and rear Lower fab 0 Cliviioe
tabs pointing toward rear of drawer, lay 0 Rear tab

drader flat on bottom of drawer

2. Insert lower tab into the desired slot on
the bottom of drawer and pivot top of
divider upward

3. Align rear tabs with slots on rear of
drawer

4 Push divider toward rear of drawer until
rear tabs lock into slots

5. Reverse procedure to remove divider.

Bottom of drawer f

Front of drawer/shelf

Shide dwider
" rearward and
Wire Divider (Binder Storage Only): release to lock

1. Squeeze sides of divider and align bot-
tom ends (UJ-shaped flanges) of dinider
with cut outs in shelf

2. Insert U-shaped flanges into cut-outs
n shelf

3. Shde divider toward side wall of cabi-
net, inserting edge of shelf cut-outs
nto divider U-shaped flanges

4. Release tension on sides of dvider to :
lock dmider in place. sides logether

5. Reverse procedure to remove divider. Shelf Shelf

aping) Buijooysajgnoil jeidje]

OPTIONAL POSTING SHELF
Close cabinet
2. Push in and quickly release center of posting shelf /"’
Pushing on either end of posting shelf can cause shelf to s i S
bind in cabinet it keprpih-rogh
” posting shelf
3. Pull out on posting shelf to fully extend. — Posing shef
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