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Change Notice No. 112  

 

Implemented By:  KI-Pembroke   Notification By: Scott Vissers 

 

Date: 03/15/10 

 

Component Product Title: Series XXI Lateral Filing Systems 

 

Effective: 04/05/10    ECN: 11676 

 

Description of Change:   

 

1. The assembly procedure and the appearance of the locks on Series XXI lateral files 

are changing.  The new product will be similar to the current Series XXI pedestal lock 

assembly and appearance. 
 

 

Reason for Change: To ease the assembly procedure and improve the appearance of the lock.  

The new lock creates a cleaner appearance than the old style. 

 

Action Required: New product will begin shipping automatically on 4/5.  Review the enclosed 

assembly instructions (changes are highlighted) and exploded view drawings to ensure the 

change goes smoothly.  Begin the new assembly procedure when you receive a lateral file with 

the new style lock.  Please refer any questions or concerns to Scott Vissers – scott.vissers@oei-

inc.com or 920-468-2165. 

 

Customer Notification:   All Customers  

 

Enclosure 
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Old Lock Style     New Lock Style 

 

 
Old Lock Aesthetic    New Lock Aesthetic 
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        rev. 2/10    

 
 

SERIES XXI 
KD LATERAL FILE ASSEMBLY INSTRUCTIONS 

 
Note: On 5 high lateral files, there will be some extra steps required due to the receding door in the top 

location. These extra steps are noted with an asterisk (*). All reference drawings (figures) are on 
separate pages at the end of these instructions. 

 
I.  INTERLOCK SUB-ASSEMBLY 
     Note:  Every drawer or receding door on a lateral file, requires on interlock mechanism. The top and 

  bottom interlock mechanism must have additional sub-assembly before they are installed in the 
  lateral file shell. 

 
     A. Top Interlock Mechanism 
 The following parts are assembled to make a top interlock mechanism (see Figure 1): 
 
 (1)  Interlock Support Assembly (part #20329) 
 (1)  Interlock Spring Pin (part #20334) 
 (1) Interlock Spring (part #20491) 
 (1)  Interlock Pin Retainer (part #20333) 
 

1. Hold the support assembly as shown in Figure 1. 
2. Set the smaller diameter end of the spring pin into the hole on the top of the support assembly. 
3. Set the interlock spring over the exposed end of the spring pin. 
4. Set the pin retainer around the spring and push it down, while aligning the flat sides of the pin 

retainer with the top of the support assembly. 
5. When the pin retainer snaps through the slot into the support assembly, use the 7/16 interlock 

assembly tool to turn the pin retainer 90°. This will lock it in place. 
6. Check the interlock mechanism by pivoting the wedge back and forth on the support assembly. 

The spring should move freely up and down. 
 
     B. Bottom Interlock Mechanism 
 The same parts are used as were detailed for a top interlock mechanism. The same steps will be 

Followed except that parts are installed on the bottom of the support assembly (see Figure 2). 
 
II.  LATERAL FILE SHELL ASSEMBLY 
     Note:  The lateral file shelf assembly is done on the 24” high padded table with the roller at one end. Be 
                sure there is nothing on the tabletop that can scratch the painted surface of the shell. Assembly 
                instructions will refer to the right hand man (RHM) and the left hand man (LHM), for various 
                assembly duties (see Figure 3). The person performing each step is in the left margin. 
 
     RHM     1. Carefully set the appropriate lateral file shell on the assembly table on its back, with the 
     LHM            bottom near the end that has the roller. 
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     RHM     2.   The RHM pulls from stock, the correct length transfer rod assembly. Hold the 
mechanism so the black end is to the right and the gray end is to the left.  You should be 
able to read the “LEFT” on the inside of the wavewire holder.  Bow the transfer mechanism 
rods slightly until the pins on each end go into the corresponding holes in the vertical frame 
members at the top of the shell (see Figure 4). 

 
     RHM     3. Insert the lock housing into the opening on the top of the cabinet.  Use the test key to turn 

the wavewire driver 90˚ to insert it into the transfer rod.  Attach the small “C” clip behind the 
transfer rod to hold it onto the wavewire driver (see Figure 5).  Be sure the lock housing is 
fully inserted into the cabinet and attach the large “C” clip on the inside of the cabinet to 
hold the lock housing in the cabinet securely. 

 
     RHM     4. Place the test key and core back in the lock mechanism and turn it to see if the lock 

transfer mechanism moves freely.  Use the test key and core to turn the lock mechanism 
so that the ends on the lock mechanism are pointing down slightly (see Figure 6). This will 
put each end in the correct position for assembly. 

 
     LHM      5. As the RHM is installing the lock transfer mechanism, the LHM pull from stock 2 of the 

appropriate length lock bars. These lock bars are slid into the openings in the bottom of the 
vertical frame members (see Figure 7). 

 
Note: The lock bar must be inserted so the open slot is pointing towards the back of the 

file shell. Leave 1” – 2” of the lock bar sticking out of the opening to make the next 
step easier. 

 
     LHM      6. Insert the offset “lock bar tool B” into one of the square holes in the vertical frame member 
     RHM to prevent the lock bar from dropping down (see Figure 8). Use the “lock bar tool A” to 

maneuver the slot on the top end of the lock bar over the stud on the pivot arm of the lock 
transfer mechanism (see Figure 9). 

 
     LHM     7. Use the “lock bar tool A” to lift the bottom end of the lock bar until a lock stud (part #20260) 
     RHM can be screwed into the 4th oval slot from the bottom of the shell. Once the first lock stud is 

in place, refer to the story pole for the appropriate space of the other lock studs. Use the 
3/8” hex drive to tighten all the lock studs in place. 

 
Note: Be sure the upright of the shell is not pinched between the lock bar and the 

shoulder on the lock stud. The lock bar and stud should still move freely when the 
lock studs are tightened in place. 

 
     LHM     8. Pull from stock, the correct number of interlock mechanism components: 
  (1) Top Interlock Assembly 
  (1)  Bottom Interlock Assembly 
  (?)  A plain Interlock Support Assembly for every other drawer 

(?)  The correct number of 12”, ¼” diameter “X” shaped interlock rods (1 less than the 
      number of drawers) 
*(1)  13½”, ¼” diameter “X” shaped interlock rod on a 5 high unit 
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     LHM     9. Starting at the bottom of the shell, screw the interlock assemblies in place using  
(2) #10 x ½” screws on each assembly. Refer to the story pole for the placement of the 
interlock assemblies. Place the interlock rods into the interlock assemblies before screwing 
them in place. *The 13½” long interlock rod will be the 3rd rod from the bottom on the 5 
high units (a longer rod is needed to span the filler bar). When all the interlocks are 
screwed in place, test each one to see if they pivot freely. 

 
     RHM     10. Use the 7/8” hex socket to back the 4 adjustable glides (see Figure 10), almost out of the 

holes then run them back into the threaded holes. This is done to remove any paint that 
may be on the threads if the glides were in when your industry painted the shell. If there is 
heavy paint build up in the threaded hole, use the 3/8-16 tap to clean them out. 
 
Note: Do not turn the glides so far in that they bind tight against the shell. It makes it 

difficult for the installers to turn the glides by hand at the final installation site. 
 
     RHM     11. Pull from stock, the correct number of left hand and right hand drawer suspensions (1 each 

per drawer or receding door). See Figure 11 for the difference between a RH and a LH 
suspension. 

 
     LHM     12. Using the interlock locations or the story pole for reference, install each of the suspensions 
     RHM in the square holes on the vertical frame members. 

 
The rear tab on the suspension is open to the back, and slides into the square rear hole 
from the front. You may need to use the hammer to tap the suspension down. 
 
The front tab on the suspension is open towards the bottom of the shell, and fits into the 
square hole from the top. You will need the hammer to tap the front. Repeat for all 
suspensions. 
 
Note: The tabs on the inside of the suspensions should all be facing open towards the 

top of the shell when they are correctly installed. 
 
     LHM     13. Push a split prong glide button (part #20320) into the correct locations in the vertical frame 
     RHM member. Use the story pole as a guide for the spacing of the split prong glides. 
 
     LHM     *14. Set the 1½” filler bar into the correct square holes (see the story pole). Be sure the front 
     RHM surface is flush with the front of the shell and use (2) #14 x ½” screws (part #20191) to 

hold it in place (see Figure 12). 
 
     LHM     *15. Slide the rear facing tabs on each receding door runner (part #61174 and 61175) into the 
     RHM top set of square holes on the shell (see Figure 13). 
 
                   16. Carefully pull the shell over the roller and stand it in an upright position. 
 
     LHM     17. If your correctional industry is using a manufacturer’s ID label, place it on the inside of the 

shell on the left side just above the top suspension. 
 
     RHM     18. Test the lock to be sure all parts are moving freely. 
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III.  LATERAL FILE DRAWER ASSEMBLY 
1. In the lower left hand outside corner of the drawer tray, insert an interlock ramp (part #20331) into 

the 3 holes that are punched in the side of the tray. Use (1) #10 x ½” pan head screw (part #20171) 
from the inside of the drawer tray to attach the ramp (see Figure 14). 

 
2. Place a Caution label on the inside left end of the drawer tray. Put it about ½” down from the top of 

the tray, and 2” back from the open front end (see Figure 14). 
 
3. Check the lateral file front assembly fixture to be sure the padded surface is clean of anything that 

might scratch the painted drawer fronts. 
 
4. Lie the drawer front into the fixture face down, with the finger catch edge closer to the fixture stops. 
 
5. Set the drawer tray onto the back of the drawer front, so the open side of the tray is against the back 

of the drawer front. The top tabs on each end of the drawer should fit in the slots on the assembly 
fixture (see Figure 15). 

 
6. Be sure both the drawer front and the drawer tray are tight against the fixture. Drive (4) #10 x ½” 

screws through the slots on the drawer tray tabs and into the drawer fronts. Start with 2 screws on 
the right side of the fixture; when you drive the first of the left side screws, be sure all parts are tight 
against the fixture. 

 
7. The drawers are now ready for installation in the lateral file shell. 

 
IV.  RECEDING DOOR SUB-ASSEMBLY 

*1. In the lower left hand outside corner of the drawer tray, insert an interlock ramp (part #20331) into 
the 3 holes that are punched in the side of the tray. Use (1) #10 x ½” pan head screw (part #20171) 
from the inside of the drawer tray, to attach the ramp (see Figure 14). 

 
*2. Place a Caution label on the inside left end of the drawer tray. Put it about ½” down from the top of 

the tray, and 2” back from the open front end (see Figure 14). 
 
*3. Insert a rubber bumper (part #20472) into the lower oblong hole on each end of the receding door 

drawer tray (see Figure 14). 
 
*4. Place (4) plastic L-glides (part #20321) on the receding door follower mechanism as shown in 

Figure 16. Be sure the L-tab is to the inside and pointing in the correct direction. 
 
*5. The receding door and tray are now ready for installation in the lateral file shell. 

 
V.  LATERAL FILE DRAWER INSTALLATION 
     Note:  The lateral file shell sub-assembly should be standing in a normal upright position and the correct 

number of drawer assemblies and receding door assemblies should be at hand. It will make the 
final packaging easier if the lateral file shell is set in the bottom cardboard tray with the front flap 
folded down. 

 
1. Starting with the bottom drawer opening, pull out the two drawer suspension all the way. 
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2. Carefully set the drawer assembly into the space between the drawer suspensions, so the slot on 
the drawer assembly end rests on the tabs at the front and rear of each suspension. 

 
Note: The interlock ramp on the left end goes below the left suspension. 
 

3. Tap the drawer assembly down with a rubber mallet, to lock the drawer assembly onto the 
suspension tabs. The round button on the drawer assembly slots will snap into the hole in the 
suspension tab. 

 
4. Slide the drawer in and out, it should ride smoothly. 
 
5. Set two of the proper length hanging folder bars into the two slots near the back of the drawer tray, 

so the offsets are completely opposite each other (see Figure 17). Push the hanging folder bars 
down so they lock in place. 

 
6. Repeat for all remaining drawers. 
 

Note: Be sure the previously installed drawers are pushed all the way in, or the interlock will 
prevent you from testing the drawers. 

 
VI.  RECEDING DOOR INSTALLATION 

*1. Use the grease brush to spread a thin layer of grease on the top and bottom of the left and right 
door runners, the full length of the parts. 

 
*2. Slide the receding door onto the door runners, so the plastic L-glides go above the runner and the 

offset flange on the follower goes below the runners (see Figure 19). Push the receding door about 
¾ of the way into the lateral file shell. 

 
*3. Pivot a right anti-lift bracket (part #61178, stamped with an R) into the slot in the right door runner. 

Pivot the anti-lift bracket against the door runner, so the hook goes above the flange on the door. 
Drive (1) #10 x ½” screw through the anti-lift bracket to hold it in place on the door runner (see 
Figure 20). 

 
*4. Repeat the procedures on the left anti-lift bracket (part #61179). 
 
*5. Install the drawer, without a front, onto the top two suspensions the same way you did on the 

standard drawers. 
 
*6. Test the receding door to see if it closes completely. If the door does not close flush with the shell 

of the file, use the suspension tab tool to bend the tab at the back of each suspension back slightly 
(see Figure 18). This will allow the drawer tray to slide in further, thereby allowing the door to close 
flush. 

 
VII.  FINAL ASSEMBLY CHECK 

1. Close all drawers and close the receding door if there is one. 
 
2. Use a lock check key and core to test the lock mechanism. All drawers and the receding door 

should lock with one turn of the key. 
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3. If any drawers are misaligned, use a rubber mallet to tap them until they line up. 
 
4. Test the interlock mechanisms. You should not be able to pull out two drawers at the same time. 
 
5. Use a piece of double stick tape (part #20482) on the back of the clear label holder (part #20340). 

Slide a label card (part #21100) into the clear label holder. Peel the double stick tape off the back, 
and stick the label holder assembly at the left end of each drawer pull. 

 
6. Place an additional Caution label on the outside left end of the top drawer tray. 
 
7. The lateral file is now ready for packaging. 
 

VIII.  PACKAGING OF LATERAL FILE 
1. Put 4 self drilling ½” screws in a small plastic bag, and tape it to the inside bottom of the top 

drawer on 2, 3 or 4 high, and the 3rd drawer up on a 5 high. 
 
2. Snap fit a yellow PVC clip (part #20383) over the top flange of each end of the drawers to hold the 

folder bars in place during shipping (see Figure 21). 
 

Note:  This replaces the tape used in the video tape instructions. 
 

*3. On 5 high unit, place (3) 12” plate dividers (part #62042) in a plastic bag and tape it to the inside 
bottom of the 3rd drawer up. Feed the tape down through the slots in the tray to hold them securely 
in place during shipping (see Figure 22). 

 
      4. Place a “Users Guide” (part #21103) in the top drawer. 
 
      5. Place a “self sticking customer note” (part #21081) on the front of one of the drawers. 
 

6. Insert a lock core into the lock mechanism using a core key. Test the lock mechanism using the 
correct numbered key. Lock the cabinet. Put the two numbered keys in a small plastic bag and 
roll the bag around the keys. Slide the rolled up key bag into the label holder on the top drawer of 
the cabinet. Apply a “KEY ENCLOSED” label to the front of the label holder, so it holds the key bag 
in place, and alerts the customer to the location of the keys. 

 
7. Pull a large plastic shipping bag down over the top of the lateral file. Tuck the shipping bag in 

around the bottom of the lateral file. 
 
8. Set the correct height 1” thick cardboard corner pads at each corner of the lateral file, and a 1” 

cardboard pad at the front and back of the lateral file. Set the cardboard top cap over all the 1” 
pads. Put a piece of tape from the top to the 1” front/back pads to hold them in place  
(see Figure 23). 

 
9. Enclose the lateral file with stretch wrap and attach the correct label your correctional industry is 

using. 
 

Note: It will help to lift the lateral file and cardboard packaging off the platform slightly, so the 
stretch wrap grabs the bottom cardboard tray. 






