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Before choosing the location of your Altwork Station, 
consider the applications and review the specifications for space requirements. 

altwork.com/specs



Assembly 
Preparation

• All four boxes should be in the same location

• Assembly should occur ONLY when two adults 
are available, as several steps require two 
adults who are capable of lifting, kneeling and 
bending. 

• A carpeted area is preferred for assembly, to 
protect the product from scratching and 
damage. If carpet is not available, assembly 
can be completed using large blankets or 
similar protective solutions. 



Unboxing instructions:
Most of the boxes will be easy to unpack. However, some may 
be confusing. See below for tips on the more unique boxes. 

The largest box, which is marked movement core, and has 
handles on the sides, has a specific sequence for opening. 
With the box upright, find the short side of the box with two 
square pieces of plywood and rope tied through the middle. 
NOTE: If your movement core box does not have plywood 
and rope, see the next page for instructions. 

Cut the rope in the middle of wood, which will release the 
support brace. Then, find the long sides of the box, where you 
will find white plastic clips near the bottom of the side. Place 
two fingers in the opening of these clips and squeeze, which 
should allow the clip to loosen so that you can remove it from 
the box. After all four clips have been removed, you can lift the 
top portion of the box off of the bottom portion. You will now 
have improved access to the movement core, and, with two 
people, can lift it out onto the carpet or other protective area 
you have prepared. 

Another box to pay close attention to is the box labeled base, 
which is the long and thin box. This box includes smaller boxes 
that include parts, tools and hardware. These boxes are 
labeled, so make sure they are removed and opened before 
assembly. 

With all parts removed from the boxes in the assembly area, 
take a quick inventory of the parts to ensure you have 
everything needed for a complete assembly. Let’s review a list 
of the included parts;

Movement 
Core Box



Unboxing instructions:
Movement Core Box Version 2 

Then, find the long sides of the box, where you will find white 
plastic clips near the bottom of the side. Place two fingers in 
the opening of these clips and squeeze, which should allow 
the clip to loosen so that you can remove it from the box. 
After all four clips have been removed, you can lift the top 
portion of the box off of the bottom portion. You will now 
have improved access to the movement core. 

Start by cutting the black zip tie. You will then lift the center 
cardboard inserts out of the box, and then the side cardboard 
insert. Finally, remove the large cardboard and foam block. 

Once the inserts listed above are removed, with two people, 
grab the silver metal bar, and slowly lift the movement core up 
and out of the box. onto the carpet or other protective area 
you have prepared. 

Another box to pay close attention to is the box labeled base, 
which is the long and thin box. This box includes smaller boxes 
that include parts, tools and hardware. These boxes are 
labeled, so make sure they are removed and opened before 
assembly. 

With all parts removed from the boxes in the assembly area, 
take a quick inventory of the parts to ensure you have 
everything needed for a complete assembly. Let’s review a list 
of the included parts;



Box Contents 
4 boxes
Large Parts = 4

Movement CoreBase

Seat Assembly Backrest



Small Parts = 5
1. Base Cover (e-tray)
2. Desk Arm Mount
3. Post cover
4. Palmrest
5. Monitor arm

1
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4

5



Tools and Hardware: 
1. One bag of hardware
2. Packaging Tool Kit

• Two Allen keys
• One Adjustable wrench

3. Assembly Tool Kit
• One pair of wire cutters
• One T-handle wrench
• One Level
• Three Allen Keys
• One Phillips Screwdriver
• One Torque Limiting Allen Key



Part 1 : Movement Core and Base assembly



Part 1 : Movement 
Core and Base 
assembly

1A. After positioning the movement core 
next to the base, one person will lift the 
core by the silver bar, while the other 
person lifts the core in the open space at 
the bottom (see image). With the bottom of 
the core lifted, place the provided foam 
block underneath the plastic of the core, 
ensuring that the edge of the block is one 
inch above the edge of the core plastic on 
the bottom (ensuring the bottom of the 
core has space for attaching the base). 



Part 1 : Movement 
Core and Base 
assembly

1B. The next step in part one is to tilt the base 
towards the movement core, so that the holes in the 
base align with the studs at the bottom of the 
movement core. This is done by having one person 
standing above the movement core, while the other 
align the studs to the base. This step is very similar to 
aligning the studs on a car wheel base with the holes 
in a car wheel, in other words, changing a tire. 

Once the base is on all studs, find the hardware bag 
labeled “base”, where you will find 8 nuts. Take one 
nut and hand tighten it on the top left stud, then add 
a nut to the top right and hand tighten. Add the 
remaining nuts to all studs, so the base is secure. You 
will then used the T-handle wrench to tighten the 
nuts down firmly. 



Part 1 : Movement 
Core and Base 
assembly

1C. Remove the two white cables from the 
center of the movement core, then tuck 
them through the gap into the tray of the 
base. You should be able to connect them 
to the white boxes in the tray, but don’t 
connect them until the final step. 

Next, have each person stand on opposites 
ends of the movement core, facing each 
other. Each person will place there top hand 
on the silver bar attached to the movement 
core, with their bottom hand on a top leg of 
the base. With your hands positioned, 
gently grab the bar and base legs and tip 
the movement core towards the base so it 
is now upright on all four caster wheels. 



Part 2 : Seat 
Assembly

2A. With the base attached to the 
movement core, and the Station sitting 
upright on all four wheels, you are ready to 
move on to the next part, installing the seat 
assembly. With the seat assembly resting so 
that the white Linak boxes are facing 
upright, notice the side of the seat assembly 
with the black circular tube at the edge. 
Also, on the movement core, notice the 
metal post, which has a specific pattern, 
looking like teeth. The post will be inserted 
into the black tube on the seat assembly. 

NOTE: While the seat assembly is on the 
floor, you should install the palm rest, 
pictured to the right. Find the two bolt 
holes on the bottom of the seat assembly, 
and attach the palm rest with the provided 
bolts. 



Part 2 : Seat 
Assembly
2B. To begin, with the fabric side of the 
seat assembly facing up, and the black 
tube facing the metal post, two people 
will lift the seat assembly. As you insert 
the post into the tube, hold the seat at 
an upright angle, so the forward 
position is higher than the back of the 
seat. The person behind the seat will 
guide the post into the tube, while the 
person in the front supports the 
weight. The person in the front will 
then gently lower the seat so the front 
lowers and the channels in the tube 
engage with the teeth of the post. To 
ensure that the seat is fully engaged on 
the post, look behind the seat to see if 
you can see the bolt hole line up with 
the black slot.  



Part 2 : Seat 
Assembly

2C. If the assembly is inserted onto the 
post correctly, you will see when the 
bolt hole aligns with the slot. If the 
seat is in this position, you will be able 
to insert the small bolt provided, which 
should be labeled with the word seat. 
Start by tightening the bolt by hand, 
then finish by tightening it with the 
allen wrench. If you do not see the bolt 
hole and slot aligned, and the bolt 
cannot be easily inserted, slide the 
seat off the post and repeat the 
previous step. 



Part 3 : Remove 
Bracing

3A. For the next part of the assembly, you will 
need to remove the shipping bracing from the 
movement core. As you remove the bracing, be 
aware that the front arm of the movement core 
will naturally rise, as it is not yet weighted with 
other parts. Start by removing the nuts from the 
bolts that are securing the wooden boxes. 
However, leave the bolts in the boxes, even after 
all of the nuts are removed, as the boxes will be 
removed in a designed sequence. Once all of the 
nuts have been removed, remove the bolts from 
the wooden box with two bolts, at the front of the 
movement core. Then have one person hold down 
the movement core arm at the front, while the 
other person removes the bolt from the box with 
one bolt, at the back of the movement core. 
Remove the single bolted box in the back first, and 
ensure the steel bar does not drop and scratch the 
Station. Then, remove the front box and the steel 
bar. These items do not need to be saved and can 
be discarded with the shipping boxes. 



Part 4 : Backrest

4A. With the seat assembly installed, 
you will now install the backrest. First, 
remove the aluminum piece from the 
side of the back rest where you can see 
an opening. This can be removed using 
the provided torque wrench and 
adapter. This part will be discarded. 

Next, take the black metal cover and 
place it onto the post of the movement 
core. There is a small slot at the 
bottom of the cover, which should face 
towards the inside of the movement 
core. You will know this cover has been 
added correctly when the edge of the 
metal falls below the top of the black 
plastic at the end of the post. Push the 
cover down firmly to make sure it is 
secure. 



Part 4 : Backrest
4B. You are now ready to have both people 
lift the backrest. One person will support 
the weight, while the other guide the post 
of the movement core into the channel of 
the back rest. Once you have the backrest in 
a position to engage the post with the 
channel, start with the backrest leaning 
back, or away from the post, then slowly 
lean the backrest forward to engage the 
channel on the post. To fully engage the 
channel on the post, the person supporting 
the weight may need to lift their end of the 
backrest to allow for the post to engage 
completely. You will know that the post if 
completely engaged when you can see, 
from the small circular opening on the 
backrest, that the channel hole and post 
hole have aligned, allowing you to easily 
insert the bolt labeled backrest. If the seat 
back has lowered during a previous step, 
you will lift the backrest forward, and slide 
it to the top position. 



Part 4 : Backrest

4C. Insert the bolt into the backrest post 
and tighten the bolt to start. In order for the 
bolt to fully align, the person supporting the 
weight of the backrest may need to gently 
and slowly lift the backrest up and down, 
while the person with the wrench ensures 
that the bolt is aligning, and that it is 
tightened to a point where it is below the 
plastic hole and flush with the post. Once 
the bolt is snugged down with the Torque 
Limiting Allen Key provided, with your hand 
on the plastic part of the handle when 
tightening continue to tighten until the 
aluminum handle begins to bend or break 
(This insures that the bolt is properly 
tightened). Finally, you will install the small 
black plastic cap provided to cover the seat 
back hole. 



Part 4 : Backrest

4D. Once the backrest bolt is inserted 
completely, it should be completely 
flush with the internal mechanism, as 
you can see in the image. 

Failure to ensure this step is 
completed correctly can damage your 
station and result in a voided 
warranty for the damaged parts. 
Please check this assembly step 
carefully!



Part 4 : Backrest –
Cable Connection

4E. Once the backrest is installed, you 
will need to connect the headrest 
cable. One person should apply gentle 
force to the headrest, pushing it 
forward to it furthest position. The 
second person will then see the two 
cable connections at the bottom left of 
the backrest. Insert these connections, 
and twist them together till they are 
fully tightened. This is a step that does 
not require any tools.



Part 5 : Desk Cone

5A. For the next part you will install the 
desk cone, which was marked in a box 
with the base. Start by twisting off the 
silver knob. Then, insert the bolt into 
the desk arm, no tool is required for 
this step. You will notice a black 
circular piece inside of the knob. 
Ensure this piece remains around the 
bolt hole. Once the bolt is in the desk 
cone, screw the knob onto the bolt. 
You will know when the knob is tight 
by moving the end of the desk cone 
with your hand. It should twist with 
some tension. 



Part 6 : Desk 
assembly

6A. Now you will install the desk. This is a two 
person step. First, find the part of the desk cone 
with two bolt holes. This part has a flat side, and a 
rounded side. For the desk installation, you will 
want the rounded side facing up. Move the cable 
from the desk arm out of the way, so it will not 
interfere with the desk installation. 

You will then have one person hold the desk, 
while the other inserts the bolts in the holes and 
tightens them. You will notice there are three sets 
of holes. When looking at the edge of the desk, 
you will see one edge that has a rounded edge. 
This is the front of the desk (as it will be flipped 
after installation). The three hole allow you to 
install the desk at different depths, depending on 
waist size. For the most room, install the bolts in 
the holes closest to the rounded edge. For the 
desk closer, you can install the bolts in the middle 
hole, or the holes furthest from the rounded edge. 



Part 6 : Desk 
assembly

6B. Once the desk is installed, you can 
level it to ensure that it is even. You 
will have been provided with a level in 
your tool kit. Start by tightening the 
bolt furthest from the desk arm, then 
loosening the bolt nearest the desk 
arm. Check the level to see what 
direction the desk needs to move. You 
can then tighten the small set screw to 
raise one side of the desk. Check the 
level again. Once the you have reached 
a level position, tighten the bolt 
nearest the desk arm, then tighten the 
bolt furthest from the desk arm. You 
can then plug the cable into the desk, 
and then turn the desk to the position 
showing the keypad. 



Part 7 : Monitor 
Arm

7A. For installing the monitor arm, you will first 
remove the bolt from the top of the movement 
core arm. This bolt will be discarded. While 
removing this bolt, notice gold/brass disc with 
rectangular ridges. This is where the monitor arm 
is installed. 

Next, find the monitor arm, and the bolt attached 
to the horseshoe section. Remove the magnetic 
cap on the right side of the arm by touching an 
allen key to the cap. This cap is saved. Remove the 
bolt. Then, match the grooves of the horseshoe to 
the ridges on the gold/brass discs of the 
movement core arm. The monitor arm will be 
inserted straight on top. Once it is secure, reattach 
the bolt and tighten it firmly with the ¼” allen key 
provided. You will notice that the small rounded 
metallic piece with a bolt hole will act as the nut 
for this bolt. The top of this piece is the side with 
the bowl like opening. This piece should be tilted 
at a 45 degree angle towards the seat when it is 
added to the bolt. 



Part 8 : Cable 
installation

8A. Next you will install the cables in the e-tray. 
Make sure you have three set of two cable, which 
will be labeled, either by number or letter. The 
cables with numbers will be inserted in the holes 
on the right, and you will see numbers next the 
holes that correspond with the labels. For the 
cables with letters, they will be inserted in the 
holes on the left, and the corresponding letters for 
those holes can be found on the left side of the 
white box. Once all the cables are inserted, you 
can install the black power cable into the power 
strip, which you can feed through the hole at the 
bottom of the e-tray. Once the power cable is 
installed, plug in the cable and see if the power 
strip has the on or red light visible. Then, make 
sure you see a green light on the large white box, 
and a green power light on the desk keypad. You 
can then install the protective clips, and use the 
zip ties to tie down the cables. 



Part 9 : System 
Reset

9A. Once the Station is fully assembled, you 
will need to complete a reset procedure. 
This is best done while standing to the side 
of the Station. You will need to follow the 
station with your arm while it adjusts 
through the cycle, as you can not release 
the buttons. 

Find the key pad for the desk, you will hold 
the minus (-) button on the top left button 
(back rest recline) AND the plus (+) button 
on the top right (stand up icon). After 
holding these buttons together for 3 
seconds, the "reset required" orange light 
will blink, and the Station will adjust 
through a full cycle (recline to upright). It 
will stop when it is completed, and the 
green power light will blink.



Conclusion : Quick 
Start Guide
Congratulations on assembling your Altwork
Station! You will now need to learn how to 
use the Station, which you can do by 
reading the QuickStart Guide that was 
included in your white envelope. You can 
also download the Guide using the 
following link -
https://www.dropbox.com/s/cowr6s78yifv3
xc/Altwork%20Quick%20Start%20Guide.pdf
?dl=0

Also in this envelope, you will find a custom 
Altwork mouse pad, and magnets. The 
magnets are added to your keyboard and 
mouse to keep them from sliding while you 
are reclining. 

Please contact us for any additional support 
– Support@altwork.com. 

Thank you for being a customer and we look 
forward to your feedback! 

https://www.dropbox.com/s/cowr6s78yifv3xc/Altwork%20Quick%20Start%20Guide.pdf?dl=0
mailto:Support@altwork.com

