
 

MODEL S350, SW350 and W350  
ASSEMBLY INSTRUCTIONS 

 

CAUTION 
The adjustment mechanism is spring-loaded and loosening the locking knob before the unit is fully loaded and in 
the proper orientation may cause it to quickly lengthen to its fully extended position.  
  
Do not loosen height adjustment locking knob (see figure 1) until lectern is completely assembled and in its final 
vertical position. This unit is shipped in the fully collapsed and locked into its minimum height position.   
 
Do not loosen the height adjustment locking knob while leaning over the top of the unit or when there is less 
than one foot clearance above the unit. 

ASSEMBLY STEPS 
Please follow the steps below to assemble your new adjustable height lectern.  
1. Remove center column and shroud assembly from the 

shipping carton and place as shipped (face down) on the 
floor or for easier assembly on a suitable sturdy table. See 
figure 1. 

2. Remove and unpack the base from the shipping carton. 
3. Assemble the base to the column as shown in figure 1 by 

using four of the knob screws supplied with the lectern.  
HINT:  Do not completely tighten each screw as you place it 
through the base and into the column.  Wait until all four 
screws have been put into the proper position and then tighten them up. 

4. Turn the base and column assembly upright.  If assembled on a table place the unit upright on the floor. 
5. Remove and unpack the lectern table. 

6. S350/SW350 ONLY - Make sure the speaker connection cable is routed through the proper notch in the 
back face of the amplifier pocket of the shroud so that the table will not pinch the cable when mounted. 
See figure 3. 

7. SW350 ONLY  - Make sure the antenna cable is also routed through the notch in the same manner. 

 

 
 



8. Attach the table to the top of the lectern movable shroud. See figure 2.  This is accomplished by placing 
the table down on the shroud so that the wood block on the underside of the table goes into the open area 
above the center wood block of the shroud.  Center the table on top of the shroud and let it fully down on 
top of the shroud.  The locking “L” bracket on the bottom of the table should be located just in back of the 
rear of the amplifier pocket. 

9. Fasten the table down with one of the knob screws supplied with the lectern.  The knob screw goes into 
the hole in the center of the back of the amplifier pocket (see figure 3) and engages the top’s locking “L” 
bracket.  The table may have to be moved to the right or left to slightly get the “L” bracket perfectly 
centered on the hole in the shroud so that the screw can be easily screwed into the “L” bracket and 
tightened. 

10. Remove and unpack the speaker cover. 

11. Attach the speaker cover to the front of the shroud by pushing the 
plastic posts in each corner of the cover into the rubber 
receptacles in the front of the shroud. See figure 4 and 5. 

12. S350 ONLY  - Remove and unpack the amplifier.  
13. S350 ONLY  - Put the amplifier into the pocket and plug the 

speaker cable connector into the left output jack of the amplifier. Refer to the separate instruction sheet for 
setting up the amplifier unit.   

14. SW350 ONLY  - Insert the small (2.5mm) plug into the amplifier jack labeled ‘Antenna.’ 
15. See the amplifier operation manual for further instructions regarding operation of the sound system. 

OPERATION 
To set the lectern height:  
1. With one hand flat in the center of the table holding it down loosen the height-locking knob with the other 

hand.  At this point the top may pop forcefully up depending on the setting of the drag screw.  By keeping 
ones hand on the top when loosening the height-locking knob a rapid uncontrolled extension of the lectern 
can be avoided. 

2. Allow the lectern to extend to its maximum height.   
3. Finally press down on the table until the desired height is reached and retighten the height-locking knob. 
 
NOTE: The drag screw (accessible through the hole above the locking knob) is factory preset for the correct 

tension and will not usually require further adjustment. However, if over time re-adjustment becomes 
desirable, follow this procedure: 

1. With one hand flat in the center of the table holding it down loosen the height-locking knob with the other 
hand.  At this point the top may pop forcefully up depending on the setting of the drag screw.  By keeping 
ones hand on the top when loosening the height-locking knob a rapid uncontrolled extension of the lectern 
can be avoided. 

2. With ¼” Hex Key (included) completely loosen the drag screw by turning it counter clockwise. The 
lectern should now move up and down easily. 

3. Slowly tighten the drag screw by turning it clockwise a few degrees.  After each incremental tightening of 
the drag screw check the up and down movement of the shroud.  It should move easily but not completely 
free.  Note that due to manufacturing variances the unit will be tighter at some height positions and looser 
at others.  Try to reach a point where the shroud will move easily through its full range, slowly but not to 
tight through the tight areas and yet not too freely through the loose areas.  Stop when you think you have 
reached the best compromise.  

 

 


