ASSEMBLY INSTRUCTIONS
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Types of Screws Referred to in these Instructions

Panhead Screw

Black Screw Machine Screw Washer Helad
Black Screw

#10 x %"

#10 x %2" #10-24 x 34" #8 x Yo"

Assembly Part:

Worktop Surface

End Panel Modesty Panel Rear Post Leg

Vertical Wire
Manager

—

Horizontal Wire Bridging Bracket Leveling Glide
Manager
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Your order is composed of the following manufacturer’s part numbées nfanufacturer’s part
numbers are printed on a white label on the edge of each box.

Quantity Part Number Description
1 DSCC3M-24-36-FMHE Corner Desk, 24x 36
1 ARK-SS Keyboard Arm
1 RADTRAYPM Keyboard Tray & Mouse Tray
2 DSRD3M-24-48-FMMS Desk 1 & 2,1 end/ 1c-leg, 24x 48
1 DSRS3M-24-60-FMEP Return, 24 x 60
1 DSBT3M-24-60-FMBB Bridge Top, 24 x 60
2 DSHM-48-E Hutch, 48 Wide
2 DSHTB-48 Tackboard, 48 Wide
2 uSL42 Task Light
1 ESP20BM-R Pedestal File, 2-box/1- file
2 BDD Box Drawer Divider
1 LF236-R 36” Wide, 2 Drawer Lateral File
2 LD3 Lateral File Drawer Dividers
1 CD2413 Center Drawer, 24 x 13
4 LC1 Lock Core Kit
1 GDPKITE Optional Privacy Panel

Complete Workstation Components

DSRD3M-24-48-FMMS

DSHM-48-E
GDPKITE (Desk 1)

& LC1 USL4z

DSBT3M-24-6C-FMBB

DSCC3Iv-24-36-FMHE

DSHTB-48
DSRD3M-24-48-FMMS
L~ (Desk 2)

-5 LF236 & LC1
/

RADTRAYPM

/

DSRS3N-24-6C-FMEF ESP20BM-RM-R



Corner Desk Assembly Instructions
NOTES: Corner Desks are not intended for “stand-alone” use
and must be attached to at least one Return Surface or Bridge
Top.

1. Locate box marked DSCC3M-24-36-FMHE/ Corner Desk.

2. Unpack box and lay all parts and hardware on a soft surface
(for example, carpet or cardboard).

3. Locate the Worktop Surface (top part of the desk). Position
the laminate or finished exterior of the work surface face
down on the soft surface. Predrilled holes will face up
toward the ceiling.

4. Locate one 9” End Panel. Attach End Panel to the work
surface using a screwdriver or drill to insert two #10-24 x
¥ machine screws into the metal inserts (inserts are silver
in color and embedded in the wood) positioned on the work %j
surface.

5. Locate the Modesty Panel, (modesty panel has three _
predrilled holes on the ends). Attach the Modesty Panel to N
End Panel with three #10 x %" black screws using a !
screwdriver or drill.

6. Attach the first Modesty Panel to the metal inserts located
on Worktop Surface with four #10-24 x %" machine
screws using the screwdriver or drill.

7. Locate the Rear Post Leg (Corner Post), position so the
predrilled holes are facing inward towards the Modesty
Panel. Attach the Rear Post Leg to the Modesty Panel using
#10x %2" black screws with a screwdriver or drill.

8. Locate the second Modesty Panel, and attach to the Rear
Post Leg (Corner Post) with #10x %2” black screws using a
screwdriver or drill.

9. Vertical Wire Managers must be installed at this time. To
attach Vertical Wire Managers to the Modesty Panel, use

the #10x %2” black screws with a screwdriver or drill. “
10. Attach the second Modesty Panel to the Worktop Surface
using a screwdriver or drill and four #10-24 x %" machine NE . I

screws into the metal inserts. (As in Step 6)

11.Locate the second End Panel, attach End Panel to the
Modesty Panel using a screwdriver or drill to insert three
#10x %2" black screws. (As in Step 5)

12.To attach the End Panel to the Worktop Surface, use a
screwdriver or drill to fasten two #10-24 x %" machine
screws into the metal inserts positioned on the Work
Surface

13. Locate the Horizontal Wire Managers. Use a screwdriver or
drill to screw two #10x ¥2" black screws for each Wire
Manager onto Modesty Panels.
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Keyboard & Keyboard Accessories

14.Now, locate the boxes marked as RADTRAYMP/
Keyboard Tray & Mouse Tray and ARK-SS Keyboard
Arm. Unpack boxes.

15.To assemble keyboard Tray and Keyboard Arm, use
supplementary instructions & template provided in the box.

After you have installed the Keyboard Arm, Keyboard Tray
to the Corner Desk, proceed to adjust Leveling Glides.

Adjust Leveling Glides

16. At this time, the Leveling Glides should be adjusted the
same amount in order for the Worktop Surface to be
leveled.

Turn Desk Upright

17.Then turn the desk upright (legs should be on the ground).
Adjust level glides if needed so that desk is level and does
not rock.

You have now completed the Corner Desk Unit assembly.




Desk Shell Assembly Instructions
NOTES: Desk’s C-Leg supports requires pre-assembly,
complete Steps 1-4 SPECIAL INSTRUCTIONS, C-LEG PRE-
ASSEMBLY and proceed to assemble desk.

4 H

'S

ey
- #10”x1/2” black screws b

Right hand C-leg Left hand C-leg

SPECIAL INSTRUCTIONS, C-LEG PRE-ASSEMBLY.

1. Unpack and lay out on soft surface. Position the desk leg
posts (A) for right or left hand application (see illustration)
and attach to the end panel (B) with three #10 x 1/2” black
screws.

2. Refer to the illustration to identify the correct hole set for
right and left hand applications. Align the pre-drilled holes
on the end panel (B) with the inside holes on the C-Leg
(C). If the alignment is correct, the outside of the end panel
will be flush with the side of the C-Leg and desk leg.
Secure the End Panel to the C-Leg with three #10 x 1/2”
black screws.

3. Insert a #10-24 x 3/4” machine screw approximately
halfway into the worktop insert that locates the front of the
C-leg. Slide keyhole bracket on topside of C-Leg over the
screw. Align the other two end panel holes over the
worktop inserts and secure with two more #10 x 3/4”
machine screws. Tighten the front screw through the access
hole in the C-leg.

4. Continue on to Desk Shell Assembly, next pages.



Desk Shell Components

DSRD3M-24-48-FMMS
(Desk 1

Bridging Bracket
(2ea)

End Panel

Bridge C-Leg

Modesty Panel ><_ s > L
e
=TV =
=
I i
\ ﬁ"

Desk Shell Cont.,
NOTES: C-Leg requires pre-assembly, see Special
Instructions on previous pages.

First Desk
1. Locate the box marked DSRD3M-24-48-FMMS/ Desk.

2. Unpack the box and lay all parts and hardware on a soft
surface (for example, carpet or cardboard).

Locate the Worktop Surface (top part of the desk). Position
the laminate or finished exterior of the work surface face
down on the soft surface with the 3" oval hole opposite of
you.

3.

Bridging Bracket

(2ea)

DSRD3M-24-48-FMMS
(Desk 2

End Panel




Desk Assembly

4.

Locate one End Panel and one Modesty Panel. Position the
Modesty Panel next to the 3” oval hole of the Worktop.
Then position the End Panel to the right of the Modesty.

With the Worktop face down on the floor, attach the End
Panel to the right of the worktop with three #10-24 x 3/4”
machine screws into the worktop’s metal inserts.

Attach the Modesty panel to the Worktop with three #10-24
x 3/4” machine screws into the worktop’s metal inserts.

Attach the Modesty Panel to the End Panel with three #10 x
1/2” black screws.

Attach pre-assembled C-Leg Supports (SEE SPECIAL
INSTRUCTIONS C-LEG PRE-ASSEMBLY).

Then attach the C-Leg Support to the left of the Modesty
Panel with three #10x %2" black screws using a screwdriver
or drill.

10.Now, the Vertical Wire Managers must be attached to the

right side of the Modesty Panel on the Desk Worktop using
two #10x ¥2” black screws, with a screwdriver or drill.

11.Place the two Horizontal Wire Managers on the edge of the

Modesty Panel and close to the Worktop Surface. Attached
to the Modesty Panel with two #10x ¥2” black screws each.
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Adjust leveling glides

12.At this time, the Leveling Glides should be adjusted the
same amount in order for the Worktop Surface to be
leveled.

Turn Desk Upright

You have now completed the First Desk Assembly.

Attach to Bridge

13.The First Desk attaches to the right edge of the Bridge fo
bridge support. Attach two flat bridging brackets with four
#10x ¥ panhead screws (for each bracket) to First Desk.
Then follow Bridge Assembly instructions.

You have now completed the First Desk assembly.




Desk Shell Cont.,

NOTES: C-Leg requires pre-assembly, see Special
Instructions on following pages.

Second Desk

1.
2.

3.

Locate the box marked DSRD3M-24-48-FMMS/ Desk.
Unpack the box and lay all parts and hardware on a soft
surface (for example, carpet or cardboard).

Locate the Worktop Surface (top part of the desk). Position
the laminate or finished exterior of the work surface face
down on the soft surface with the 3” oval hole opposite of
you.

Desk Assembly

4.

Locate one End Panel and one Modesty Panel. Position the
Modesty Panel next to the 3” oval hole of the Worktop.
Then position the End Panel to the left of the Modesty.

With the Worktop face down on the floor, attach the End
Panel to the left of the worktop with three #10-24 x 3/4”
machine screws into the worktop’s metal inserts.

Attach the Modesty Panel to the End Panel with three #10 x
1/2” black screws.

Attach the Modesty panel to the Worktop with three #10-24
x 3/4” machine screws into the worktop’s metal inserts.

Attach pre-assembled C-Leg Supports (SEE SPECIAL
INSTRUCTIONS C-LEG PRE-).



9. Then attach the C-Leg Support to the right of the Modesty
Panel with three #10x %2” black screws using a screwdriver
or drill.

10.Now, the Vertical Wire Managers must be attached to the
left side of the Modesty Panel on the Desk Worktop using
two #10x ¥2” black screws, with a screwdriver or drill.

11.Place the two Horizontal Wire Managers on the edge of the
Modesty Panel and close to the Worktop Surface. Attached
to the Modesty Panel with two #10x ¥2” black screws each.

Adjust leveling glides

12.At this time, the Leveling Glides should be adjusted the

same amount in order for the Worktop Surface to be
leveled.

Turn Desk Upright

13.Then turn the desks upright and position the Second Desk
to the right of First Desk, then align the two edges for a

flush finish. Please note Desk is free standing and no flat
bracket is necessary for support.

You have now completed the Second Desk Assembly.
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Left Return Assembly Instructions

NOTES: Return Desks are not intended for “stand-alone” use
and must be attached to at least one Corner Desk, Return
Surface, Desk or Bridge Top.

1.

2.

3.

Locate the box marked DSRS3M-24-60-FMEP/ Left
Return.

Unpack the box and lay all parts and hardware on a soft
surface (for example, carpet or cardboard).

Locate the Worktop Surface (top part of the desk) with a 3”
oval hole. Position the laminate or finished exterior of the
work surface face down on the soft surface with the 3” oval
hole opposite of you.

Left Return Assembly

4.

Locate one End Panel and one Modesty Panel, (modesty
panel has three predrilled holes on the ends). Position the
Modesty Panel next to the 3” oval hole then position the
End Panel to the right of the Modesty Panel.

Attach the End Panel to the Worktop Surface, align holes in
End Panel with predrilled holes in the work surface. Attach
with three #10-24x %" machine screws using a screwdriver
or drill.

Attach the Modesty Panel to the Worktop Surface, align
holes in Modesty Panel with predrilled holes in the work
surface. Attach with four #10x ¥2” black screws using a
screwdriver or drill. Then attach the Modesty Panel to End
Panel with three #10x %2" black screws using a screwdriver
or drill.

Now, the Vertical Wire Managers must be attached to the
right side of the Modesty Panel on the Left Return using
two #10x ¥2” black screws, with a screwdriver or drill.

Place the two Horizontal Wire Managers on the edge of the
Modesty Panel and close to the Worktop Surface. Attached
to the Modesty Panel with two #10x ¥2” black screws each.

Adjust leveling glides

9.

At this time, the Leveling Glides should be adjusted the
same amount in order for the Worktop Surface to be
leveled.

Turn Desk Upright

10.Then turn the desks upright and align the two edges with a

flat Bridging Brackets from underneath the work surface.
Adjust level glides if needed so that desk is level and does
not rock.
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Attach to corner

11.To attach the Return Surface Worktop to the Corner Desk,
use two flat bridging brackets and eight #10x %" panhead
screws (for each bracket).

12.Connect the Return Modesty Panel to the Corner Desk End
Panel with two #10 x ¥2” black screws.

(TIP) You may need the assistance of a second person to align
the two edges as you screw the flat Bridging Brackets from
underneath the work surface.
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Bridge Top Assembly Instructions
NOTES: Bridge Worksufaces are not intended for “stand-
alone” use and must be attached to a Corner Desk, Return
Worksurface, or Desk Top on both ends.

1. Locate box marked as DSBT3M-24-60-FMBB/ Bridge
Top.

2. Unpack the box and lay all parts and hardware on a soft
surface (for example, carpet or cardboard).

3. Before starting the Bridge Top, install two flat Bridging
Brackets on each of the two desk shells, Corner Desk and
First Desk each will be use to support bridge top.

4. Secure the Bridging Brackets to the underside of the Desk
Shells, Corner Desk and First Desk work surfaces with four
#10 x %" panhead screws on each bracket.

Bridge Top Assembly

5. Locate the Modesty Panel, attach to the Bridge Top
Surface, closest to the 3” oval hole, with four #10-24 x %"
machine screws in to the metal inserts in the bridge top.

6. Attach the horizontal wire managers to the bridge modesty
panel with two #10x %" black screws each using a
screwdriver.

Adjust leveling glides and turn Bridge upright

7. At this time, the Leveling Glides should be adjusted the
same amount in order for the Worktop Surface to be
leveled. Then turn the Bridge upright.

(TIP) You may need the assistance of a second person to align
the two edges as you screw the flat Bridging Brackets from
underneath the work surface.
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Connect Bridge to Desks work surfaces

8.

Pre-assembled Bridge attaches to Corner Desk and First
Desk. Align the two edges (desk & bridge) with flat
Bridging Brackets from underneath the work surface.
Connect the Bridge to the two desks using the two
preinstalled flat Bridging Brackets on each desk.

Next, connect the Bridge Modesty Panel to the Corner
Desk Leg with a Modesty Bracket clip and two #10 x %"
black screws. To install, slip the tab of the bracket clip into
the slot at the bottom of the Modesty Panel. Then rotate the
bracket clip over onto the Corner Desk Leg and secure in
position with one #10 x ¥2” black screw.

10.Then connect the Bridge Modesty Panel to the First Desk

End Panel. Connect the right side of the Bridge Modesty
Panel to the left of the Desk End Panel by drilling two #10
X ¥2" black screws into the side of the Desk End Panel.

11.Adjust level glides as needed so that desk is level and does

not rock.

You have now completed the unit work surface assembly.
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Hutch Components

Hutch Assembly Instructions

NOTES: Hutch Units are not intended for “stand-alone” use
and must be placed on a worksurface top accordingly.

Hutch components include hutch, tackboard, task light and

locks.

1. Locate boxes marked DSHM-48-E / Hutch.

2. Unpack the box and lay all parts and hardware on a soft
surface (carpet or cardboard).

3. Locate the top shelf. Position the Top Shelf so that the
Slide Bracket holes face the front.

4. Attach the Top shelf and Upper Back Panel to the Hutch
End Panel with #10x ¥2” screws.

5. Position the Intermediate Shelf so the Lock Slots are
towards the front.

6. Attach the Intermediate Shelf and Lower Back Panel to the

Hutch End Panels and to the Upper Back Panel with #10x
%" screws.
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7. Locate the Flipper Door and set them on the top of the
Hutch so that with the lock faces up toward the ceiling.
Pull the mounting plate on the underside of the flipper
doors toward you so that the predrilled holes in the
mounting plate line up with the predrilled holes located on
the front of the top shelf. Attach the Flipper Door to the
Hutch using the screws. Only use two screws per mounting
plate for ease of alignment.

8. Close the door to check alignment and to test the lock.
Adjust side-to-side by loosening the slide mounting screws,
moving the door, and re-tightening the screws.

9. Attaching the Hutch to the Worktop Surface begins by
aligning the hutch mounting brackets with the side and
back edges of the laminate worktop with the mounting tabs
to the inside.

10.Remove the protective backing from the double-backed
tape on the bottom of the bracket and press in place. Secure
the brackets to the worktop with two #10x %" panhead
screws.

11.Place the hutch with the on to the Worktop Surface with the
tabs of the mounting brackets sliding inside the slots in the
bottom of the hutch end panels. Secure the hutch to the
brackets with two #10x ¥2” black screws in each end panel.

Tackboard

12.Locate box marked DSHTB-48 / Tackboard and unpack.

13.Take the Tackboard and tuck the top of the tack board
(fabric side out) into the full-width channel at the top of the
lower back panel.

14.Push the bottom of the Tackboard towards the back of the
hutch until a secure pressure-fit is attained.
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Lock Core

NOTE: These are the key cores for use in the hutches,
pedestals and the lateral files. Included in the package with the
key cores is a brass key with smooth edges (No teeth)sthis i

the master key used for insertion and removal of the lock cores.

1. Locate the box marked LC1/ locks.

2. Insert the smooth brass key fully into one of the key cores.
3. Insert the smooth edge (master) key core in to hole in the
front of the hutch door or in to the hole above the drawers,
on the pedestals or lateral files. Make sure that the number
printed on the core is at 12 o’clock.

Turn key 180 degrees to the right and withdrawal key.

Test lock by inserting one of the two keys (with teeth) in to
the lock and locking and unlocking the doors.

oA

Task Light
Locate the boxes marked USL42/ Task Light. These are

the under shelf lights or task lights that are to be mounted
under the hutches.

1. Unpack the lights from the boxes being careful not to break
the acrylic lens cover. Also, locate the two metal hanger
rods, usually taped to the back of the light. These are
approximately ¥2” x 10” long.

2. Insert the two metal hanger rods in to the sides of the light
fixture. To do this you must insert the flat side of the rod in
to the flanges that have been bent in to the light fixture
housing.

3. While holding the light under the hutch, rest the back of the
rods in to the flange of the hutch.

4. Flex the rods outward (away from the light fixture) while
lifting the light up in to the underside of the hutch.

5. Release the flexed rods in to the front of the hutch flange.
This will seat the light fixture firmly in to the hutch.

6. Trail the electric cord in to the flange and down the inside
leg of the hutch. Secure the electric cord to the hutch using
the two cord control clips, inserted in to the slots on the
inside leg of the hutch.
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Privacy Panels Assembly Instructions
1. Now, locate the boxes marked as GDPKITE/ Privacy
Panels. Unpack boxes.
2. To assemble Privacy Panels, use supplementary
instructions & template provided in the box.

Files & Storage Installation

Box/Box File Pedestal

1. Locate box marked ESP20BM-R/ 2-Box, 1-File drawer
Pedestal.

2. Unpack the preassembled Pedestal.

3. Adjust the leveling glides of the Pedestal to be placed
underneath the Left Return Surface.

4. Simply slide the Pedestal into the corner of the Left Return.

NOTES: Pedestals are mobile and interchangeable, based on
user preference.

Lateral File
NOTES: Lateral File includes two adjustable hangrails per
drawer for side to side filing.

1. Locate box marked LF236-R/ Lateral File.

2. Unpack the preassembled 36" Wide, 2 Drawer Lateral File.

3. Adjust the level glides for 36” W, 2 Drawer Lateral File to
be placed underneath the Second Desk Surface.

4. Simply slide the Lateral File into the corner of the Left or
Right Return.

NOTES: Lateral Files are interchangeable, based on user
preference.

Lock Core

NOTE: These are the key cores for use in the hutches,

pedestals and the lateral files. Included in the package with the
key cores is a brass key with smooth edges (No teeth)sthis i

the master key used for insertion and removal of the lock cores.
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Locate the box marked LC1/ locks.

Insert the smooth brass key fully into one of the key cores.
Insert the smooth edge (master) key core in to hole in the
front of the hutch door or in to the hole above the drawers,
on the pedestals or lateral files. Make sure that the number
printed on the core is at 12 o’clock.

9. Turn key 180 degrees to the right and withdrawal key.
10.Test lock by inserting one of the two keys (with teeth) in to
the lock and locking and unlocking the doors.

© N
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Center Drawer Assembly Instructions

1.
2. Unpack and lay out on soft surface.
3.

4.

Locate box marked CD2413 / Center Drawer.

Remove drawer from mounting frame. Press the black
release tabs on each side of the drawer for complete
removal while pulling the drawer back.

Place the Center Drawer Frame into position.

NOTES: SPECIAL MOUNTING INSTRUCTIONS-
CENTER DRAWER, align mounting frame underneath of
the Bridge Top or Return Worktop Surface as follow:

For Figure 9 Type E, Style N:
NSN 7110-01-541-6614
NSN 7110-01-541-6605
NSN 7110-01-541-5615

Place the Drawer Frame centered on the Bridge Top.

The Mounting Frame should be set back about one inch for
the drawer front to be even with the desk edge.

Attach the mounting frame underneath the Bridge Top or
Return Worktop Surface using four screws, one on each
corner.

Align drawer with mounting frame. Insert drawer onto

frame using attached tracks. Push drawer completely in to
secure. Pull drawer out until it stops to check for security.
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Metro Office Solutions
Workplace |Management
For Guidance with the Assembly of Furniture,

Please Contact Customer Service:

1 (866) 450 - 8160

sop@ metroofficesolutions.com
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