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33GD for AIR25W - Customiz Stain Request Instructions

Finish 33GD Clear Coat Flat Cut Oak is the only orderable finish for the exterior panels of the
AIR25W product style. 33GD is a Customiz Stain Finish, which requires a request to be
submitted to be able to specify it. Please note that there is a $500 fee charged to the
dealer/requester to process each Customiz Stain request.

Please follow the instructions below to submit a request.

1. Go the “Create Request” tab under the “Customiz Stain” option on the Custom Surface
Material Requests website. Follow this link to be directed to this point: https://srh-
authenticated.steelcase.com/csrequestintro.aspx.

2. Your screen should look like this:

Steelcase

A Submitting a Customiz Request
PIOGREI OvVesvIaw, Submitting your request means you accept the following terms and conditions
Before you get started,note that::

1. An individual request must be submitted for each stain to be matched.

tools

2. Arepresentation of the stain to be matched has to be sent to the CustomizStain representative (while a 5"x7" representation is preferred, a 3"x3"
representation is expected). Retain an original color sample for strike-off evaluation. When requesting a culled stain color, a sample will not be required.

3. Adealer P.O. number or accounting reference name is required to initiate the processing of a CustomizStain request. However, a line item or purchase order
does not need to be generated.

4. A CustomizStain color is not available through Express 12 or any other rushed schedule.
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a. Omit #2 — you do not need to send in a representation of the stain.

b. Click “Continue” after reviewing the information.


https://srh-authenticated.steelcase.com/csrequestintro.aspx
https://srh-authenticated.steelcase.com/csrequestintro.aspx

3. You will be taken to the “Step One: Requester Information” page. Looks like this:
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New Customiz Stain Request

Step One: Requester Information

Dealer/Designer

First Name

Email Address
Mailing Address

\
\

Last Name ‘ \
\

City State Zip
| I | | J
Phone Number I |
Billing will be charged to your
CostCenter Number | ] Change Lookup

CostCenter Description

Cancel Continue

a. Fill out your information and press “Continue” once complete.

4. You should now see this screen: “Step Two: Your Customer Information”
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New Customiz Stain Request
Step Two: Your Customer Information
Customiz Stain are approved by customer, the Customiz Stain program uses the Customer Site ID to identify and manage a customer’s approved Stains.

Helpful Hint: To ensure that you're searching for the correct Customer Site ID, enter in the Steelcase Customer Site ID (STC Cus Site ID) within your Hedberg
system, which is located in the customer master.

Hedberg — Customer Master - Navigation path:

Inquiries —> Customer Inquiry > Customer Master Information: Customer Number Select —> Customer Master Information: Customer Detail > Customer
Master Information: More Detail - (STC Cus Site ID)

If you already know your customer's site ID, enter it in the box below and press "Verify/Search”, otherwise simply press "Verify/Search” to search for your
customer's site ID.

Customer Site ID

[

Project/Customer

Address

Phone

If the above company name and address is correct, press Continue to continue your request

Back

Continue

a. Enter the “Customer Site ID”

If you are unsure of the Site 1D, click “Verify/Search” to find it.




b. Once information is filled in, click “Continue.”

5. The screen should now show: “Step Three: Request Details”
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Step Three: Request Details

tools Request Details - Desk/Work Surface Products
Is this request for a desk/work surface product line? () yas @ No
Request Details - Seating Products

Is this request for a seating product line? O Yes @ No

faq Request Details - Processing Information

Enter your purchase order number or invoicing cross-reference number below.

links [ This request is for a mock-up order
Enter your estil d job size below.
C
(
Back Continue

a. Leave both questions clicked on “No”.

b. Fill out the two blanks under “Request Details — Processing Information’
accordingly.

c. Under “Comments”, enter “Stain 33GD Clear Coat Flat Cut Oak.”
d. Then click “Continue”

6. You should be on “Step Four: Billing & Shipping Addresses”
a. Ensure the billing and shipping information is correct

b. Then click “Continue”



7. You should now see a screen that shows your Requester Information, Billing
Information, Customer Information, Shipping Information, Request Detail, PO Number,
and Estimated Job Size. This screen allows you to review all the information you've
input. If anything needs to be changed, click on “edit” next to the section that needs
changes.

a. Note: You will not be able to make changes after this point. The next screen
allows you to “Submit” or to “Cancel”, which will require you to restart.

b. Once everything looks correct click “Continue”
8. The last step for the request itself is to click “Submit”.

9. After submitting, you should receive an email from srh@steecase.com with your
Request ID, and Date/Time your request is received.

a. Remember, you do not need to ship in a sample of the finish stain.

Since this finish is a Customiz Stain, there is also a Sign-Off sheet required.

1. Please find “33GD Sign-Off Sheet for AIR25W” in the Village Resources Section of the
Air® Product Page or click here.

2. Download the file and fill out the information requested.

3. Once complete, email the sign-off sheet to FinishLab@ Steelcase.com or mail it to the
following address:

Steelcase Inc.

Finish Technology Lab
4100 68™ Street
Caledonia, M1 49316
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