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Installation 
guide
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Thank you for trusting us 
with your filing cabinet! 
By choosing the Neat filing 
cabinet, you encourage the 
local economy as it is 100% 
manufactured in Quebec. 

If you have any questions 
regarding our products, 
call us at 1-877-37-STAND.

To know more about our 
products and services, visit our 
website at ergonofis.com.
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Parts, components, and hardware

Handles (2)

Wheels (5)

Screws for handles (4)

Document-holder metal bars (2)

Lock (1)

Screws for wheels (20)

Attachment screws (6)

A

C

F

G

D

E

B



7

Step 1

Remove the drawers

Remove the drawers from the 
Neat filing cabinet, the process 
is simple: 

Find the grey clips under the 
drawer, press them in to unclip 
the drawer, and slide the 
drawer towards you, keeping 
the pressure on the clips. The 
drawer should easily come off 
the rails.

Clips
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Install the wheels

Position the filing cabinet upside down, as shown in the photo 
below. Using the round-head screws, screw the 4 locking wheels as 
shown in the photos below.

* Please note that it is not necessary to remove the stickers from the 
casters to attach them to the casing.

Screws for wheels (16)D

The remaining 4 screws will 
be used in the next step

Step 2
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Step 3

Install the fifth wheel

Using the round head screws, screw the 5th wheel at the center of 
the filing cabinet, as shown in the photos below.

* Please note that it is not necessary to remove the stickers from the 
casters to attach them to the casing.

Screws for wheels (4)D
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Step 4

Install the front panels

Place the front panel of the large drawer flat on the floor with the 
holes facing upwards. 

Place the large drawer on the front panel, making sure the holes 
inside the cabinet align with those on the front panel. Using the 
remaining screws, start screwing them by hand to make sure the 
pieces are properly aligned. Then secure everything using a Phillips 
screwdriver.

Attachment Screws (4)E
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Place the front panel of the small drawer flat on the floor with the 
holes facing upwards. 

Place the small drawer on the front panel, making sure the holes 
inside the cabinet align with those on the front panel. Using the 
remaining screws, start screwing them by hand to make sure the 
pieces are properly aligned. Then secure everything using a Phillips 
screwdriver.

Attachment Screws (2)E
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Insert the large drawer into the cabinet, making sure to align the 
drawer rails with the rails at the bottom of the cabinet. Then insert 
the small drawer in the same way.

Tip: The rails must remain closed during this step, you just have to slide the 
drawer into the cabinet. You should hear a «click» if the rails are properly 
aligned.

Step 5

Insert the drawers
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Place the handles on the drawer fronts making sure the holes on the 
inside of the cabinet are aligned with the handles and using screws 
C, secure the handles to the drawer fronts.

Tip: Start by tightening the screws C by hand to make sure that the 
handles are aligned with the drawer fronts. Then secure it all with a Philips 
screwdriver.

Install the handles

Step 6

Handles  (2)

Screws for handles (4)

A

C
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Insert the lock into the assigned hole and secure it with the washers, 
the bent cam and the bolt. Secure the bolt using a screwdriver. 

* Please make sure to follow the order below when installing the lock.

Step 7

Install the lock

Lock (1)G

UNLOCK LOCK



15

Slide the 2 rails into the plastic guide rails in the bottom drawer as 
shown in the picture below. 

Install the guide rails

Step 8

Document-holder metal bars (2)F

For letter size file folders, put the back rail in the first set of holes. 
For legal size file folders, put the back rail in the second set of holes. 



16

It is possible to move the front panels so that they align (left/right, 
top/bottom). Find the small wheels and the pressure button under 
each drawer, and use these to align the panels in front of your 
cabinet. 
 
Tip: We suggest lightly raising the drawers to facilitate the adjustment. 

Here’s how to proceed:

Wheels under the drawers: The small wheels are used to align the 
panels from right to left. The 2 wheels need to be spun at the same 
time for optimal results. 

- To the back = the drawer panel will move to the right. 
- To the front = the drawer panel will move to the left. 

Pressure buttons under the drawers: The pressure buttons are 
used to align the height of the panels. If you push a button on one 
side, the same side will go up. If you pull a button on one side, the 
same side will go down. 

- Push = The drawer panel goes up 
- Pull = Drawer panel goes down

Alignment of the front panels
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Wheels

Pressure buttons
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ergonofis warrant the original purchaser that the Neat filing cabinet 
components are free from defects in design, material, and workmanship. 
The warranty is applicable for one (1) year.  
 
The warranty is subject to the limitations below:

1. Defaults caused by inadequate installation and/or use.
2. All products that were modified or repaired by the user or a 

third party other than ergonofis.
3. Normal use. 

 
Please note that the warranty is only applicable to the original 
purchaser; it is not transferable.  
 

Considerations:

Make sure to maintain a constant temperature and humidity level, 
ideally between 18 and 21° C  and between 45 and 55% humidity. 
Variations can put your wood panel under stress, which can create 
cracks and curves. It is also recommended not to leave your filing 
cabinet exposed to sunlight for prolonged periods. Opt for placing 
your filing cabinet in a shaded area, so it stays in good condition for 
years. 

If your Neat filing cabinet becomes defective during the warranty 
period, call us or send us an email at info@ergonofis.com to explain 
the situation. Depending on the problem, we will fix it with you over 
the phone, or we will replace parts or the entire filing cabinet as 
soon as possible.

Warranty on the Neat filing cabinet 
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51 de Louvain Street W 
Montreal (Quebec) 
H2N 1A3  Canada

1-877-37-STAND 
info@ergonofis.com 
ergonofis.com


