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Login 
To use NBi it is necessary for a user to login.  

 
Users with a trusted connection have to login to the computer and by starting NBi, they 
will be logged in automatically. If the user does not have a Trusted Connection they must 
login to the computer and login to NBi by putting their user name and password in the 
login box. 
To learn more about Trusted Connection see Security page 22. 

File  

Exit  
 

 
Exit exits the user from NBi. 
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Edit 

Control Bar  
 
The Control Bar is used in most windows that have a list of data to navigate, and is used 
to add, remove, modify, and refresh information. The control bar in some windows will 
have fewer options. Note the navigation in the control bar is based on the default order in 
the window, for example in the product window is ordered by Product Code. 

 
When adding or editing a record on a screen with a control bar remember that selecting a 
different record or creating a new record will save the change to the current record. 
 

 
 First record button moves the user to the first record. 

 
Prior record  button moves the user to the record before the currently selected record. 

 
Next record button moves the user to the record after the currently selected record. 

 
Last record button moves the user to the last record. 

 
Insert record button creates a blank record for the user to fill in. 

  
Delete record button pops ups a confirmation window for the deletion of the selected 
record. To delete the record press OK. To exit the confirmation window without deleting 
the record, press Cancel. 
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Post edit button confirms the changes to the column(s) that have been modified in the 
currently selected record. Selecting a different record or creating a new record will also 
confirm the modifications. 

 
Cancel edit button restores all columns in the current record to the state they were in 
before the record was edited.  

 
Refresh data button is used to update data in the current window. 
 
 

Filtering  
 
Filtering is used in most windows that have columns of data, and is used to help organize 
the data in these windows. 
 
Here is a brief overview of how filtering can be used. 
The open orders list can be organized by different fields. 

 
Just click on the Down arrow to bring up a list of options. 

 
(All) shows all records. 
(Custom…) brings up a window. 
The other options are lists of data in the column. 
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This is the Custom AutoFilter window. The drop down box is a list of option for filtering 
the data. 

 
After selecting an option enter the value for Filtering. 

 
Now only records fitting the option will be displayed. 

 
In the bottom corner of the window is the current filtering. 
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To view all records just click the X. Records can be filtered by multiple fields.   

Carriers  
 
The Carriers window contains information about carriers used to send and receive 
products.  
 
Carrier List 

 
Carrier Name is the name of the carrier. 
City  is the city where the carrier is located. 
State is the state where the carrier is located. 
Phone is the telephone number of the carrier. 
Display Priority  is the order carriers are displayed in the NBi Management Console. 
Active box tells if the carrier is still in use. 
 
If you right click on a carrier, you will get an option to view the history of the carrier. 

 
 
Carrier Information 

 
Name is the name of the carrier. 
Address1/Address2 is the carrier’s address. 
City  is the city where the carrier is located. 
State is the state the where carrier is located. 
Postal Code is the carrier’s ZIP code. 
Country  is the country where the carrier is located. 
Phone is the carrier’s telephone number. 
Fax is the carrier’s fax number. 
E-Mail  is the carrier’s e-mail address. 
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Active tells if the carrier is still in use. 
 
The Name, Phone, Address1, City, State, Postal Code, and Country boxes are required 
fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

Containers 
 
Containers is a listing of all containers or states products are shipped and received in. 

 
Container Code is the ID code for the container. 
Description is a brief description of the container. 
Bulk  tells if the container is bulk. 
Rounding Factor is the how much the measurement of the container should be rounded. 
Example- if the Rounding Factor is 0.5, 53.6 would be rounded to 53.5. 
Container Tolerance is the tolerance of this container type when staging sales and 
transfer orders.  
Example- if the Tolerance is 1, 55.1 could be staged on a product with 55.  
Weight Tolerance is the tolerance of this container type when staging work orders.  
Example- if the Tolerance is 0.02, 55.01 could be staged on a product with 55.  
Active box tells if the container type is still in use. 
 
If you right click on a Container, you will get an option to view the history of the 
Container. 

 
 
The Container Code and Description columns are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Customers  
 
The Customers window contains data about who products are shipped to. 
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Search  
To search, enter either the customer code or the name of the customer and then press the 
search button. A list of all matching customers will then appear. Searching for all 
Customers can take some time. If changes are going to be made it is recommended to 
perform a small search. 
  
Customer List 

 
Customer Code is a code used to identify the customer. 
Name is the name of the customer. 
City  is the city where the customer is located. 
State is the state where the customer is located.  
Active tells if the customer is currently still in use. 
 
If you right click on a customer you will get an option to view the history of the 
customer. 

 
 
Customers Information  

 
Customer Code is the ID code used to identify the customer. 
Name is the name of the customer. 
Address 1/Address 2 is the customer’s address. 
City  is the city where the customer is located. 
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State is the state where the customer is located.  
Postal Code is the customer’s ZIP code. 
Country  is the country where the customer is located. 
Phone is the customer’s telephone number. 
Fax is the customer’s fax number. 
E-Mail  is the customer’s e-mail address. 
Active box tells if the customer is still in use. 
Is VFD Distributor  tells is the customer distributes VFD products. VFD Distributors can 
receive VFD product without a VFD license. 
Req. Certificate of Analysis tells if the customer requires a Certificate of Analysis. 
Is C.O.D. tells if this customer is a Cash on Delivery customer. 
Medicated License Info 
Number is the customers medicated license number. 
Expires is the date the customers medicated license expires. 
VFD License Info  
A customer may have more than one VFD license.  
Y of X  
Y is the VMF license currently displayed. 
X is the total number of VMF licenses the customer has. 
License Number is the customer’s VFM license number. 
Product is the VFM product this license covers. 
Effective is the date when the VFM license goes into effect. 
Expires is the date the VMF license expires. 
Max Qty Allowed is the maximum amount of this VMF product the customer can buy. 
Qty Used is the amount of product shipped against this license. 
Unlimited tells if the customer has an unlimited VFM license for this product. 
History  is a history of changes made to the VFD License. 
 
The Name, Address 1, City, and State boxes are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

Facility 
 
Facility is a list of building descriptions for the user company. 
 
Facility List 

Facility Code is an ID code for the facility. 
Name is the name of the facility. 
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Facility Information 

 
Facility Code is an ID code for the facility. 
Name is the name of the facility. 
Address1/Address2 is the address of the facility. 
City  is the city where the facility is located. 
State is the state where the facility is located. 
Postal Code is the facility’s ZIP code. 
Country  is the country where the facility is located. 
Phone is the telephone number of the facility. 
Fax is the fax number of the facility. 
 
If you right click on a facility, you will get an option to view the history of the facility. 

 
 
Name, Address1, City, and State are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Incentives 
 
The Incentives window is used to determine extra pay for shifts that mix more than a 
given amount of product. 

 
Amount is the amount of product mixed in 1000’s of default unit of measurement. 
Rate is rate of incentives for the shift in dollars per person. 
 
If you right click on an incentive you will get an option to view the history of the 
incentive. 
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Both the Amount and Rate columns are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

Locations 
 
The Locations window contains information on different parts of user company facilities 
where pallets can be stored. 

 
Description is a brief description of the location. 
Location Code is the ID code for the location. 
Facility  tells which facility the location is at. 
Is External Warehouse tells if the location is located outside the main warehouse. 
Deplete Only at Mixer can only be selected for a bulk location. If this is selected, 
product from this location can only be selected at the load mixer screen. 
Partial Location tells if the location is used for storing partials. 
Is Trailer  tells if the location is a trailer. 
Is Dock tells if the location is a dock. 
Is Storage Bin tells if the location is a storage Bin.  
Is Active tells if the location is still in use. 
Warehouse Group is used to group locations together. 
 
If you right click on a location a menu will popup.  
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Print Small Label will print of a small (4in x 8in) barcode label for the location. 
Print Large Label  will print out a large (8in X 11in) barcode for the location 
View History will display the history information about changes made for the location. 
 
The Description, Location Code, and Facility fields are required. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Mixers 
 
Mixers is a list of mixers used to mix products. 

 
Description is a brief description of the mixer. 
Batch Size is the amount of product the mixer can mix in default units. 
Is Active tells if the mixer is still in use. 
 
If you right click on a mixer you will get an option to view the history of the mixer. 

 
 
Only the Description column is a required field. 
If Batch Size is not entered, the size will default to 1000. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Mix Formulas 
 
The Mix Formula window allows users to look through a list of mix formulas and enter 
new mix formulas. 

 
<Select Mix Formula> drop down box shows a listing of all the mix formulas.  
Created is the time the selected mix formula was entered. 
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Incomplete Formula if the formula is incomplete this box should be checked. 
Is Active shows if the selected formula is still in use. 
Notes this is a note about the manufactured product. Any work order created with this 
Mix Formula will have these notes put in the order notes. 
Select the mix formula to go to the mix formula window. 

 
The New Mix Formula Button pops up the New Mix Formula window.  

 
In the Mix Formula Description box enter a brief description of the new mix formula. 
Select the product the new mix formula creates using the Mix Creates Product drop down 
menu. After this is done click save to create the mix formula. 
 
Mix List 

 
Incomplete Formula tells if the mix Formula is incomplete. 
Is Active tells if this mix formula is still in use.  
Notes this is a note about the manufactured product. Any work order created with this 
Mix Formula will have these notes put in the order notes. 
Prod # is the product code of the product to be added to the mix formula. 
Product Description is a brief description of the product to be added to the mix formula. 
Unit Description is the brief description of the unit of measurement used for the product. 
Quantity  is the ratio of the different products in the mix and should add up to 1. 
Sequence is the order the products are added to the mix, lower numbers first. 
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Mix Information 

 
Product Description is the product code and a brief description of the product to be 
added to the mix formula. 
Unit Description is a brief description of the unit of measurement used for the product. 
Quantity  is the ratio of the different products in the mix and should add up to 1. 
Sequence is the order the products are added to the mix.  
 
History button opens a history window which shows a list of changes made to the 
selected Mix Formula. 
Delete button will delete the current mix formula but only if the current mix formula has 
no ingredients. 
 
To add a product to the mix order list press the Insert Record button and select the 
product using the Product Description drop down menu. Use the Unit Description drop 
down menu to select the unit of measurement for the product and quantity of product to 
add to the mix list. Sequence is the order of adding products to the mixer. 1 for first, 2 for 
second, and so on. If the order is not important,t the sequence box may be left empty. 
 
The Product Description, Unit Description, and Quantity fields are required. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Products 
 
The Products window has information on all products shipped, mixed, and received. 
 
Product Listing 
 
To locate a product’s entry just enter the product code in the box and press the Locate 
button. 

 
Prod # is the ID code for the product. 
Description is a brief description of the product. 
Default Pkg Size is the package size of the product in the default units. 
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Container is the type of container that holds the product or the state of the product. 
Type “A” Med  tells if the product contains type “A” medication. 
Expires tells if the product can go bad. 
Manufactured box is checked this if product is manufactured by the user company. 
Hazardous tells if the product is hazardous. 
Active tells if the product is still in use. 
 
If you right click on a product you will get an option to view the history of the product. 

 
 
Product Information  

 
Product Code is the ID code for the product. 
Description is a brief description of the product. 
Default Package Size is the package size of the product in default units and cannot be 
zero. 
Container Type is the type of container that holds the product or the state of the product.  
Product Class is the class of the product, such as ingredient, final product, and 
medicated ingredient. 
Lower Limit Percent  is the maximum percentage of loss allowed in the mixing process 
for this product. 
Upper Limit Percent is the maximum percentage of gain allowed in the mixing process 
for this product. 
Mixing Factor  is the amount of extra product needed to insure that an order of this 
product has at least the right amount of product. This can be fixed or percent depending 
on settings. If Fixed Mixing Factor under Master Control is checked when creating a 
work order of this product in Review Suggested Orders this amount will be added to the 
work order amount. If the box is unchecked that percent will be added to the work order.   
Quantity Per Layer is the number of containers of the product that will fit on one layer 
of a pallet. 
Layers Per Pallet is the number of layers of containers a pallet will hold.   
Maximum Shipping Weight is the maximum weight of product to ship on one truck. 
Type “A” Med  tells if the product contains type “A” medication. 
Is Hazardous tells if the product is hazardous. 
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Can Expire tells if the product can go bad. If this is checked when receiving or 
manufacturing this product, NBi will ask for an Expiration Date. 
Is Manufactured tells if this product is mixed on site.  
Is reworked Prod. tells if the product is a reworked product from an incorrect work 
order. 
Is VFD Med tells if the product is a VFD medication. 
Is Packaging tells if this product is used for packaging. 
Med. Feed Lic. Req. tells if this product requires a medicated feed license to purchase. 
Is Mixer Cleanout tells if this product is used to clean out mixers. 
Requires BOM Expansion tells if there are any manufactured products used to make the 
product the ingredients of the manufactured product should be used instead. 
Product Notes is a space for notes on the product. 
Is Active tells if the product is still in use.  
 
Default Pkg Size cannot be zero. 
 
The Prod Code, Description, Default Pkg Size, Container Type, QtyPerLayer, and 
LayersPerPallet are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

Reason Codes  
 
Reason Codes is a listing of different reasons for adjusting pallet inventory. 
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Reason Code is an ID for the reason. 
Description is a description of the reason. 
Reason Type is a list of different types of reasons. 
Requires Notes tells if a note is required for adjustment. 
Package Variance tells if this reason is due to package size variance. 
 
If you right click on a Reason Code you will get an option to view the history of the 
reason code. 

 
 
Reason Code and Description are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

Reorder Points  
 
Reorder Points is the amount of product on hand before reordering and the maximum 
amount of product that should be kept on hand. 
 
Reorder List 
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Prod # is the product code. 
Description is a brief description of the product. 
Unit  is the unit of measurement used with the product. 
MIN  is the Reorder Level for the product. 
MAX  is the Max Onhand Qty. 
Active tells if the reorder is still in use. 
 
If you right click on a reorder point you will get an option to view the history of the 
reorder point. 

 
 
Reorder Information 

 
Prod # is the product code. 
Description is a brief description of the product. 
Unit Description is the unit of measurement used with the product.  
Active tells if the reorder is currently used. 
Reorder Level is the level of product in inventory when more should be ordered. 
Max Onhand Qty is the maximum amount of product to have in inventory. 
Facility  is the facility with the product to reorder. 
Preferred Vendor is the vendor that it is preferred to get this product from. 
 
The Prod #, Unit, and Facility boxes are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Shifts 
 
Shifts is a listing of information on work shifts. 

 
Description is a brief description of the shift. 
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Start Time is the time the shift starts. 
Stop time is the time the shift stops. 
Is Active box tells if the shift is still in use. 
 
If you right click on a shift you will get an option to view the history of the shift. 

 
 
Only the Description column is a required field. 
Shift times must not overlap. If they do an error window will pop up.  

 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Units  
 
The Units window is a listing of all units of measurement used for products, and is 
typically weight or volume.  

 
Description is a brief description of the unit of measurement. 
Conv. Factor is the conversion factor to the default unit type. 
MGMT Cons. Default the unit of measurement used in the NBi management console.  
Is Default tells if the unit is the default unit. Only one unit of measurement may be the 
default. 
Active tells if the unit of measurement is in use. 
 
If you right click on a unit you will get an option to view the history of the unit. 

 
 
The Description column is required. 
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This window uses a Control Bar. For more information on the Control Bar see page 4. 

Vendors  
 
The Vendor window is used to find, edit, or create information on new vendors. 

 
Search  
To search for a vendor enter either the vendor code or the name of the vendor and press 
search. A list of all matching vendors will appear. 
  
Vendor List 

 
Vendor Code is an ID code used to identify the vendor. 
VendorName is the name of the vendor. 
City  is the city where the vendor is located. 
State is the state where the vendor is located.  
Active tells if the vendor is still in use. 
 
If you right click on a Vender you will get an option to view the history of the Vender. 

 
 
Vendor Information  

 
Vendor Code is a code used to identify the vendor. 
Name is the name of the vendor. 
Address 1/Address 2 is the vendor’s address. 
City  is the city where the vendor is located. 
State is the state where the vendor is located.  
Postal Code is the vendor’s ZIP code. 
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Country  is the country where the vendor is located. 
Phone is the vendor’s telephone number. 
Fax is the vendor’s fax number. 
E-Mail  is the vendor’s e-mail address. 
Active tells if the vendor is still in use. 
 
The Name, Address 1, City, and State boxes are required fields. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Security 
 
The Security window has a list of user information and group settings. 
 
User List 

 
Login is the user’s login ID. 
FirstName is the user’s first name. 
LastName is the user’s last name. 
Administrator  tells if the selected user is an administrator. Only administrators can see 
the Admin menu. 
Trusted tells if NBi will log the user on automatically when the user is logged on to the 
computer.  
Bags tells if the user prefers to enter quantities of product in bags instead of by units. 
Facility  is the facility the user is going to login at. 
 
 
User Information 
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Login is the users login ID. 
FirstName is the user’s first name. 
LastName is the user’s last name. 
Password is the user’s login password and is displayed as 0’s. This is to help protect the 
user’s password. 
Facility  is the facility the user is going to login at. 
Trusted Connection tells if NBi will log the user on automatically when the user is 
logged on to the computer.  
Administrator  tells if the selected user is an administrator. Only administrators can see 
the Admin menu. 
Enter QTY in Bags tells if the user prefers to enter quantities of product in bags instead 
of by units. 
 

 
Locks this user can open is a list of what NBi functions are available to the selected 
user. 
Locks this user can NOT open is a list of functions not available to the user. 
Administrators can see all NBi functions no matter what their lock settings. 
To give a user access to an NBi function select the function from the Lock this user can 
NOT open menu and then press the left arrow button <=. 
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To remove the user’s access to a function select the function from the Locks this user 
can open and press the right arrow button =>. 
 
Login, FirstName, and LastName are required fields. 
If Trusted Connection is checked, the user does not need a password, if Trusted 
Connection is not checked the user must have a password to login to NBi. 
 
Group Information 
Groups are used to assign the same lock setting to multiple users at the same time. 

 
Group Users 
Users that belong to this group is a list of what users belong to the selected group. 
Users that do not belong to this group is a list of users that do not belong to the 
selected group. 
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To assign a user to a Group select the Group from the Group Information  list, then 
select the User from the Users that do not belong to this group list and then press the 
left arrow button <=. 
To remove a user from a Group select the Group from the Group Information  list, then 
select the User from the Users that belong to this group list and press the right arrow 
button =>. 
 
Group Locks 
Locks this group can open is a list of what NBi functions are available to the selected 
group. 
Locks this group can NOT open is a list of functions not available to the group. 
 
To give a Group access to an NBi function select the function from the Locks this group 
can NOT open menu and then press the left arrow button <=. 
To remove the Group’s access to a function select the function from the Locks this 
group can open and press the right arrow button =>. 
 
Alert Assignments  
Alert assignments are used to assign Alerts to users and groups. Then when ever an alert 
comes up, users assigned to the alert will receive a message in the Message Center 
window. 
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Alert Categories  
Groups assigned to this Alert Category is a list of what Groups are assigned to this 
Alert Category. 
Groups not assigned to this Alert Category is a list of what Groups are not assigned to 
this Alert Category. 
 
To assign an Alert to a group select the Alert from the Alert Categories list, then select 
the Group from the Groups not assigned to this Alert Category  list and then press the 
left arrow button <=. 
To remove an Alert from a group select the Alert from the Alert Categories list, then 
select the Group from the Groups assigned to this Alert Category list and then press 
the right arrow button =>. 
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Users assigned to this Alert Category is a list of users who are assigned to this Alert 
Category. 
Users not assigned to this Alert Category is a list of users who are not assigned to this 
Alert Category. 
 
To assign an Alert to a user select the Alert from the Alert Categories list, then select the 
user from the Users not assigned to this Alert Category list and then press the left 
arrow button <=. 
To remove an Alert from a user select the Alert from the Alert Categories list, then 
select the user from the Users assigned to this Alert Category list and then press the 
right arrow button =>. 
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 

Master Control 
 
Master Control contains information on the user company and NBi settings. There are 
four tabs in Master Control. There is the General tab with company information. The 
Defaults tab has NBi settings. There is the EDI tab for electronic ordering. And the 
Accounting tab for use if NBi is to be linked to an accounting system. 
 
General 

 
Name is the name of the user company. As the NBi serial number is based on the 
company name, the company name can only be edited after pressing the Edit Name 
button. This will bring up a warning screen. 
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If Yes is pressed, the Name can then be edited. 

 
Address1/Address2 is the address of the user company. 
City  is the city where the user company is located. 
State is the state where the user company is located. 
Postal Code is the user company’s ZIP code. 
Country  is the country where the user company is located. 
Phone is the telephone number of the user company. 
Fax is the fax number of the user company. 
Pick Staged Orders tells if users can get products off a pallet marked for mixing or 
shipping. 
Mixer Assigned By Lot tells if lots are assigned to mixers automatically. 
Fixed Mixing Factor tells if manufactured products should have a fixed mixing factor. 
This means a fixed amount of product is added to work orders. If the box is unchecked 
the mixing factor will be a percent.   
Require W/O# for MFG tells if a work order number must be entered in order to enter 
the manufacture product screen.  
 
Name, Address1, City, Postal Code, Country, and Phone are required fields. 
 
Defaults 
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Default Vendor is the vendor the user company prefers to use. 
Broadcast Interval is the amount of time in seconds between checks for broadcast 
messages. See page 108.  
Default MFG Bags per Pallet in the default number of bags put on a pallet when 
manufacturing a work order.  
MFG Batch Size is the default size of a work order, when creating a work order in NBi. 
Maximum Gathered Pallet Weight is the maximum amount of weight allowed on a 
pallet. 
Default Printing Copies is the number of copies of pallet labels and reports NBi prints. 
Quantity Variances 
Bulk  is determined by what the bulk quantity is set to. If the amount shown is less then 
Bulk variance NBi will ask if the bulk container is empty. If yes, it will reset the bulk 
quantity to 0. If no, the amount will not change. 
Non-Bulk is determined by what the quantity is set to. If the amount shown is less then 
Non Bulk variance NBi will ask if the container is empty. If yes, it will reset the quantity 
to 0. If no, the amount will not change. 
Repackage is determined by what the quantity is set to during repackaging. If the amount 
shown is less then Repackage variance NBi will ask if the container is empty. If yes, it 
will reset the quantity to 0. If no, the amount will not change. 
Shortage ALW is determined by what the quantity is set to. If the amount shown is less 
then Shortage allotment variance NBi will ask if the container is empty. If yes, it will 
reset the quantity to 0. If no, the amount will not change. 
Theoretical Yields 
Lower is the minimum amount to put into a mixer. 
Upper is the maximum possible yield of the mixer. 
Bulk Depleting Pallet Id is the ID of pallets that are used to temporally store bulk 
products that are being staged. 
Trash Loc Code is the location where trash is put for disposal. 
Shipped Storage Loc is the location the pallet is sent to after it is shipped. 
Rec. Insp. Location Code is the receiving inspection location.  
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Bulk Depleting Pallet Id and Default MFG Bags per Pallet are required fields. 
 
EDI 

 
Username is the login for the EDI server. 
Password is the password for the EDI server. 
Host is the host name of the EDI server. 
Port is the port used to connect to the EDI server.  
EDI Path is the path to put the EDI information.  
EDI Customer Code is the customer code for the EDI server. 
 
Accounting 

 
Integrate with External Accounting System If NBi is working along side an external 
accounting system, click this box. It will make all fields required. 
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SO Max Length is the maximum length of a sales order number in the accounting 
system. 
SO Start Number is the number NBi will start making sales orders with. 
PO Max Length is the maximum length of a purchase order number in the accounting 
system. 
PO Start Number is the number NBi will start making purchase orders with. 
WO Max Length is the maximum length of a work order number in the accounting 
system. 
WO Start Number is the number NBi will start making work orders with. 
 
No fields are required unless Integrate with External Accounting System is checked, and 
then all fields are required. 
 
Default Copies  

 
Back Order is the number of copies of the Back Order report printed by default.  
BOL is the number of copies of the BOL report printed by default.  
Inventory Audit Facility  is the number of copies of the Inventory Audit Facility report 
printed by default.  
Inventory Audit Location  is the number of copies of the Inventory Audit Location 
report printed by default.  
Inventory Audit Warehouse  is the number of copies of the Inventory Audit Warehouse 
report printed by default.  
Large Location Barcode is the number of copies of the Large Location Barcode printed 
by default.  
Lot Tracking  is the number of copies of the Lot Tracking report printed by default.  
Order  is the number of copies of the Order report printed by default.  
Packing List is the number of copies of the Packing List report printed by default.  
Production Barcode is the number of copies of the Production Barcode printed by 
default.  



 32 

Production Record is the number of copies of the Production Record report printed by 
default.  
Purchase Barcode is the number of copies of the Purchase Barcode printed by default.  
Receiving is the number of copies of the Receiving report printed by default.  
Receiving Barcode is the number of copies of the Receiving Barcode printed by default.  

Machine Configuration 
 
This window contains settings used by this machine. 

 
Database Location is the name of the server that the NBi database is on. 
Default Server Location is the name of the barcode printer. NBi will print all Barcodes 
Reports to this printer. 
Scanner Start Command is the command to start scanner communication. 
Scanner End Command is the command to end scanner communications. 
Scanner Talk Command is the command to use to talk with the scanner. 
Scale Start Command is the command to start scale communications. 
Scale End Command is the command to end scale communications. 
 
Only Database Location is required. 
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Machine Configuration Bar 

 
There is a Machine Configuration Bar at the bottom of NBi. This bar displays server, 
scale and scanner information. 
 

Functions 

Receive Product  
 
The Receive Product window is used to track products received from purchase orders, 
and records information about who delivered the order and when the order was delivered. 

 
In the Receive Product window searches can be done by purchase order number, vendor, 
product code or description. To search, use the drop down menu or type in the 
appropriate box and press the Submit button. 

   
If searching by vendor or product, a window will pop up with all the purchase orders 
from that vendor or of that product. 

  
When the P.O.s for [product or vendor] window pops up, select a purchase order to 
display the purchase order information. 
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Vendor is the vendor the product is being shipped from. 
Shipped Via is the carrier used to ship this purchase order. 
Comments is a space for comments on this order. 
User Def 1/User Def 2 gives user defined information. 
 
Product List  

 
Prod Code is the code for the ordered product. 
Description is a brief description of the ordered product. 
PKG Size is the size of the packages used to fulfill the order. 
Ordered is the amount of product ordered in units of measurement.  
Received is the amount of the order received in units of measurement. 
UM is the unit of measurement for the ordered product. 
Shipping ETA is the estimated date the purchase order will arrive. 
 
Product Received Information 

 

 

 
Weight on Pallet is the weight of the product on the pallet. 
Bags on Pallet is the number of bags of product on the pallet. 
Weight in Bulk  is the weight of the bulk product on the pallet. 
Depending on user settings and product either Weight on Pallet, Bags on Pallet, or 
Weight in Bulk will be displayed. 
# of Pallets is the number of pallets of product received. 
Lot # is the lot number of the product being received. 
PKG Size is the amount of product in a container. 
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Unit  is the unit of measurement of the product. 
Location is the location code of where the order is being delivered. 
Carrier  is the carrier delivering the order. If the carrier that delivered the Purchase order 
is not on the list, select <Unlisted Carrier>. This will pop up the Create new Carrier 
screen. Enter the information for the Carrier, and click Save. 

 
 
To enter information on the product received, select the product from the list. After 
selecting the product, fill out the receiving information at the bottom of the window. 
If the amount of product received is greater than the amount of product ordered a window 
will pop up asking if receiving more of the product is OK. If it is, press the Yes button. If 
not, press the No button. 

 
The save button will print out a pallet label for the pallets and save the product 
information. For more information on the pallet label see Receive Product Label on page 
111. 
 
The close button will exit the purchase order window and not save the information 
entered. 
 
When the amount of product received is less than the amount of product ordered, the 
product will appear black on the product list. A green listing means the amount received 
is the same as the amount ordered; if too much product was received the product will be 
red. 

 
Most lists with amount present and amount needed are like this. 
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Prioritize Manufacturing 
 
The Prioritize Manufacturing window is used to set the schedule for the mixing of work 
orders. 
 
Open Orders 

 
Drop Down to Create a Cleanout this drop down is used to quickly create cleanout 
work orders. 
Facility  is the facility for the work order. 
Order # is the work order number. 
Prod # is the code of the final product. 
Product Description is the description of the final product. 
Ship ETA is the date the final product is scheduled to ship. 
Ordered is the amount of final product to be manufactured. 
 
Mixer Schedule 

 
Mixer  is a drop down menu with a list of all active mixers. 

 
Order # is the number of the work order scheduled for the selected mixer. 
Prod # is the code of the final product scheduled to be mixed in the selected mixer. 
Ordered is the amount of final product to be mixed for the selected mixer. 
Picked is the amount of products picked to mix the selected final product. 
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To add a work order to a mixer, first pick a mixer using the mixer drop down menu. If a 
mixer has not been selected an error message will pop up. 

  
After a mixer has been selected, double click on a work order to add that work order to 
the bottom of the mixer’s schedule, or drag the work order into the schedule. If a wrong 
order is added to the mixer’s schedule, simply double click on the work order in the 
mixer’s schedule and the order will be removed. 

 
Right click on a work order not scheduled for a mixer and a menu will appear. 
Add to Mixer  this will add the order to the selected mixer. 

 
Right click on a work order scheduled for a mixer and a menu will appear. 
Move Up moves the work order up the schedule of the mixer. 
Move Down moves the work order down the schedule of the mixer. 
Details will pop up an Order Detail window with information on the order. 
Remove from Mixer will remove the order to the selected mixer. 
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Order # is the work order number.  
Ship Via is the name of the carrier that is shipping the final product. 
Customer contains information on the customer the work order is for 
Ship To contains information on the location to ship the product if different from 
customer information. 
 
Order Requirements is a listing of products needed to manufacture the final product. 

 
Prod Code is the code for the product. 
Description is a brief description of the product. 
Ordered is the amount of product needed to mix the final product. 
Picked is the amount of product currently selected to mix the final product. 
UM is the unit of measurement used with this product. 
Est. Ship is the date the final product is scheduled to ship. 
 

Stage Work Order 
 
The Stage Work Order window is used to gather products so that work orders can be 
loaded into the mixer quickly and easily. 
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The Locate button will open a list of all available work orders, if the Work Order # box is 
blank. A work order number may be entered into the Work Order # box to display that 
work order. 
The Close button does nothing until a work order has been brought up. 
 
If the work order number entered in the Work Order # box is not found an error message 
will pop up. 

 
 
Open Work Orders 

 
This is an example of the list brought up when a user clicks on the Locate button and the 
Work Order # box is blank. 
Order # is the number of the work order. 
Prod # is the ID code for the manufactured product. 
Product Description is the description of the manufactured product. 
Yield is the amount of final product to be mixed. 
Priority  is the priority of the work order. Lower numbers means a higher priority. 
Mixer  is the mixer to use to mix the product for the work order. 
 
Right clicking on a work order will bring up a menu. 

 
Details brings up an Order Detail Window which shows a list of all the products needed 
to mix the final product. 
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Prod Code is the ID code of the product. 
Description is a brief description of the product. 
Ordered is the amount of product needed to mix the final product. 
Picked is the amount of product selected to mix the final product. 
UM is the unit of measurement used with this product.  
Est. Ship is the date the final product is scheduled to ship. 
 
After selecting a work order from the list or entering a work order number the work order 
screen appears.  
 
Work Order Information 

 
Pallet/ Bulk Loc is the ID of the pallet to be staged or a bulk location with a product to 
be staged. 
Weight is the amount of product to be picked from the selected pallet or bulk location. 
Work Order #  is the work order number. 
Prod # is the code of the final product in the work order. 
Est. Finish is the date the work order is scheduled to be finished. 
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The Close button will close the selected work order. 
 
There are three basic types of gathering: gathering an entire pallet, gathering part of a 
pallet, and bulk gathering. 

 
To gather an entire pallet enter the ID number of the pallet in the Pallet/Bulk Loc box, 
NBi will see if the product on that pallet is needed for the order. If the product on the 
selected pallet is not needed for the order, an error message will pop up.  

 
If the amount of product on the pallet entered is less than the size of a container of the 
product and the user is entering the quantity in bags a message will pop up. 

 
If yes, the pallet will be picked. If no, there will be an error saying there is no gathering 
pallet. 
 
Enter the amount of product on the pallet and then press the Picked button. This prints 
out a pallet label and opens the Enter Location to place pallet window. If the pallet has 
more product on it than is needed in the order, an error message will pop up. 
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Select a location to place the pallet and press the Place button. 

 
 
If you try to pick part of a pallet before selecting a gathering pallet, an error message will 
pop up. To gather just some of the product from a pallet press the Select Gathering Pallet 
button.   

 
This opens the Select Pallet to Gather Window. In this window is a list of all pallets with 
products currently staged for this work order. 

 
To use the selected pallet click Accept Selected button. 
To create a new pallet to gather product click the Create New button. 

 
To view the products on a gathering pallet right click on the pallet and select Show Pallet 
Contents. 
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Enter the ID number of a pallet with the selected product into the Pallet/Bulk Loc box, 
and enter the weight or number of bags to pick off the pallet. If the pallet does not have a 
product need for this order, an error message will pop up. Also if the weight/bags entered 
is more than needed, an error message will pop up. 

  
After all gatherable products have been selected or the gathering pallet is full, click the 
Gather Done button. When a gathering pallet is full, a window will pop up asking if the 
pallet should be over-loaded. 



 44 

 
This will print out a pallet label and pop up the Enter Location to place pallet window. 

 
Select the location code from the Location drop down menu and click the Place button to 
place the pallet at the selected location. 
 
To gather a bulk pallet, enter the bulk location code of the bulk product in the Pallet/Bulk 
Loc box, NBi will see if the product on that bulk location is needed for the order. If the 
product at the selected bulk location is not needed for the order, an error message will 
pop up.  

 
If the bulk location is marked Deplete Only at Mixer an error message will pop up. 

 
When picking a bulk product, NBi does not check the quantity. Therefore, there is no 
warning or error if there is too much bulk product. There is also no way to unpick bulk 
product.  
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Prod Code is the ID code for the product. 
Description is a brief description of the product. 
Ordered is the amount of product needed for this work order. 
PKG is the package size of the product needed for the order. 
Est. Bags is the number of bags of product needed to fill the order. 
Picked is the amount of product picked for the work order. 
Unpicked is the amount of product still needing picked for the work order. 
UM is unit of measurement used for this product. 
Notes shows if the product has a product note. 
 
Double click on a product used in the work order to open a window with the locations of 
pallets with the product. 

 
Lot # is the lot number of the product at that location. 
Location is the code of the location the product is at. 
QTY is the amount of product at the location in units. 
Unit  is the unit of measurement used for this product.  
Age is how old the product is in days. 
Force tells that this lot must be used before other lots of this product. 
Order # if the pallet is picked for an order the order number is displayed here. 
 
Right clicking on a picked product will bring up a menu. 
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Unpick is used to return product that has been picked. 
Reprint Label reprints the label for the pallet the product is on 
View Notes if the product has a note this will pop up a little screen with the note on the 
product. 

 
On clicking unpick, the Unpick Product window pops up with a list of all lots used to 
pick this product. 

 
Select the lot to unpick and then click the unpick button. This will pop up the Select 
Pallet to Return Lot To window. 
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Select the pallet to return the product to and click the submit button. A conformation 
window will ask if the lot should be returned. Click the Yes button to return the lot or the 
No button to cancel the return. 

 

Load Mixer 
 
The Load Mixer window is used to help make sure that the right products are loaded in to 
the mixer.  

 
Order # is the work order number. 
Prod # is the code of the final product. 
Priority  is the priority of the work orders.  
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Lower numbers means a higher priority. Only the highest priority work order for each 
mixer can be selected. If a lower priority work order is selected an error message will pop 
up. 

 
After a work order is selected the work order information will be displayed. 
 
Mixer Information 

 
Pallet ID / Bulk Location is the ID of a pallet with products for the selected work order 
or a bulk location with a product for the order. 
Quantity  is the amount of bulk or unstaged product needed. Quantity is not needed if 
loading staged pallets. 
All Products is a list of all products needed for the work order. 

 
Bulk Products is a list of all bulk products needed for the work order. 

 
Liquid Products is a list of all liquid products needed for the work order. 
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Prod Code is the code for the product. 
Description is a brief description of the product. 
Ordered is the amount of product needed for this work order. 
Picked is the amount of product selected for mixing. 
UM is the unit of measurement used for this product. 
Staged Products is a list of all pallets with staged products needed in the work order, and 
tells if the pallet has been added to the mixer. 

  
Lot # is the lot number of the product. 
Prod # is the code for the product. 
Description is a brief description of the product. 
QTY is the amount of product on the pallet. 
 
In order to add more product to the order, select the product to add and then enter either 
the pallet ID or location of the product, if it is a bulk or unstaged product, and enter the 
quantity to add and then press the Added button. If the adding adds more product than 
what is needed, a window will pop up warning of the addition. 

 
If a pallet ID is entered and the amount of product on a pallet is less than a container of 
the product a message will pop up. 

 
If yes, the pallet will be picked. If no, there will be an error saying there is no gathering 
pallet. 
 
Once all the products needed for the order are added click Mixer Loaded. This will pop 
up a window asking if the mix is going into a storage bin before being packaged. 
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If Yes a window will open asking for the location of the storage bin. If No the window 
will close. 

 
Select a storage bin location and press the Place button. 

Manufacture Product  
 
The Manufacture Product window is used to enter information on the mixed product and 
make sure the product is within yield tolerances.  

 
Enter the work order number in the Work Order # box and click the submit button. If an 
invalid work order number or a work order number that has not yet been mixed is 
entered, an error message will pop up.  

 
After entering the work order number the Select Packaging screen will come up, if the 
manufactured product is non-bulk. 

 
Enter the pallet with packaging for the product and enter how many packages are needed. 
This will then open the manufacturing information window. 
After filling out the information on the final product, press the Save button. 
If any of the ingredient products are out of tolerance or the total manufactured product is 
out of production limits, the lot will be marked as pending. 
Please note that Medicated and VFD Feeds will be mark as pending by default. 
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Lot # is the lot number of the product mixed. 
Product Code is the code of the mixed product and cannot be changed. 
REC. Qty is the weight of full bags of the manufactured product. 
PKG Size is the size of a package of this product in units and cannot be changed. 
Pallet Id is the ID number of the pallet the manufactured product is on and can not be 
changed. 
Location is the code of where the order is located. 
Unit  is the unit of measurement used with this product. 
Mixer  is the mixer used to mix this order and cannot be changed. 
Shift is the shift that mixed the order. 
Comments is a space for comments on the work order. 
THEOR. YLD  is the sum of the amount of all products that are loaded into the mixer 
and cannot be changed. 
ACT. YLD  is the amount of product manufactured. 
Approved By is the person that approved the product. 
Released By is the person that released the product. 
Actual Yield falls within Upper and Lower limits  tells if the ACT. YLD is within the 
upper and lower range of the THEOR. YLD. 
BOM or Bill of Materials button opens the Bill of Materials window. 
The Save button saves the information on the manufactured pallet. 
The Cancel button closes the manufacture product window for the selected work order. 
 
The BOM window shows a list of products used to make the final product. 
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Prod Code is the product code. 
Description is a brief description of the product. 
Ordered is the amount of product needed for this work order. 
Picked is the amount of product used for the work order. 
UM is the unit of measurement used with this product. 
 
Bulk Loading 
Bulk loading is used to load a bulk product onto a carrier to fulfill a sales order. 
In order to do bulk loading the Location drop down must be set to a dock. NBi will then 
ask if the order is going to bulk load. 

 
Click Yes to begin the bulk loading process. This will open the Enter Bulk Load window. 

 
Enter the sales order that the bulk product from this work order is fulfilling. 
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After entering the sales order, press the Save button. If this work order fills up the truck 
or completes the Sales Order, check the Truck is Completely Loaded box. 
 

Stage Sales/Transfer Orders  
 
The Stage Sales/Transfer Order window is used stage to products for sales, transfer, and 
return orders; making loading easier and insuring that the customer receives the right 
products. 

 
The Locate button will open a list of all available sales, transfer, and return orders if the 
Sales/Transfer Order # box is blank. A sales, transfer, or return order number may be 
entered into the Sales/Transfer Order # box to bring up the sales, transfer, or return order. 
Close does nothing until an order is brought up. 
 
If the order number is not found, an error window will pop up. 

 
Open Sales/Transfer Orders List 
 
This is an example of the list brought up if the user clicked on Locate button when the  
Sales/Transfer Order # box is blank. 
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Order # is the order number. 
Ship to Name is the customer of who order is being shipped to. 
City  is the name of the city where the order is being shipped. 
Facility  is the facility where the order originated. 
Order type is the type of order to ship. 
ETA is the date the order is to ship.  
State is the state the order is being shipped to. 
 
After a sales, transfer, or return order has been selected the information on that order is 
displayed. 

 
If gathering an entire pallet, enter the pallet ID and the amount of product on the pallet, 
and press the picked button. 
To gather just part of the product on a pallet to fill the sales order click on the Select 
Gathering Pallet button. 
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To use the selected Pallet click Accept Selected button. 
To use a Pallet not on the list click the Create New Button. 

 
Enter a Pallet ID. NBi will see if the product on the pallet is needed for this order. If the 
product is not needed on the order an error window will pop up. 

 
If the amount of product on the pallet entered is less than the size of a container of the 
product a message will pop up. 

 
If yes, the pallet will be picked. If no there will be an error saying there is no gathering 
pallet. 
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After this, enter the amount to take off that pallet in the Quantity box and then click the 
Picked button. After all products have been picked, press the Gather Done button. 
When the order has been fulfilled, click the Order Fulfilled button. 
An order must be fulfilled in order to be shipped. 
For transfer orders, go to the Move Pallet screen to finish the transfer process.   
 
Order Information 

 
Pallet ID is the ID of a pallet with the correct product to fill the selected part of the order. 
Quantity  is the amount of product to pick off the pallet.  
Order # is the number of the order. 
Ship Date is the date the order is to ship. 
Ship Via is the name of the carrier to ship the order. 
Customer contains customer information for the order. 
Ship To contains shipping information for the order if different from the customer 
information. 
Notes is an area for comments on the order. 
 
Order Requirements  

 
Prod Code is the code for the product. 
Description is a brief description of the product. 
Ordered is the amount of the product in the order. 
PKG Size is the size of the packages used to fulfill the order. 
Picked is the amount of the product currently picked for the order. 
UM is the unit of measurement used with this product. 
Est. Ship is the date the product is scheduled to ship. 



 57 

TRNFR # is the transfer number of the product. 
 
Right clicking on a product in the order requirements list pops up a menu. 

 
Unpick is used to return a product that has been picked. 
Transfer Request is used to create a transfer order for this product. 
Reprint Label reprints a label for a pallet of the selected product. 
 
On clicking unpick the Unpick Product window pops up with a list of all pallets used to 
pick this product. 

 
Select the pallet to unpick and then click the unpick button. 
If the product is a full pallet, a window will pop up asking where to place the pallet. 

 
If the product is part of a pallet, the Select Pallet to Return Lot To window will pop up 
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Select the pallet to return the product to and click the submit button. A confirmation 
window will ask if the lot should be returned. Click the Yes button to return the lot and 
the No button to cancel the return. 

 
Double clicking on a product used in the order window causes the locations of lots of the 
product to pop up. 

 
Lot# is the lot number of the product. 
Location is the code for where the selected product is located. 
QTY is the amount of product in units. 
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Unit  is the unit of measurement used for this product.  
Age is how old the product is in days. 
Force tells that this lot must be used before other lots of this product. 
 

Build Loads 
 
The Build Loads window is used to schedule the loading of sales, transfer, and return 
orders. This helps to insure that orders are loaded correctly.  

 
Clicking on the Ship Date drop down menu will open a small calendar for selecting ship 
dates. The date can also be entered in MM/DD/YYYY or MM/DD/YY format. 

 
Use this calendar to select the ship date and press the Submit button. 
If there are no orders scheduled to ship on this day, an error message will pop up. 

 
 

 
This is an example of a list of orders to be shipped. 
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Ship Via is the name of the carrier scheduled to ship the order. 
Order # is the order number. 
Name is the customer the order is being shipped to. 
City  is the city where the order is being shipped. 
ST is the state where the order is being shipped. 
Ordered is the amount of product ordered in units. 
Picked is the number of units selected for the order. 
 
Carrier Information  

 
Carriers  is a drop down menu with a listing of available carriers. 

 
Order # is the order number. 
City, ST is the city and state where the order is being shipped. 
Ordered is the amount of product ordered in units. 
Picked is the number of units selected for the order. 
 
To add an order to a carrier first pick a carrier from the carrier drop down menu. If a 
carrier is not selected an error message will pop up. 

  
After a carrier is selected, double click on a sales order to move the order to the bottom of 
the carrier’s schedule.  With some products, only so much can be shipped on one truck. If 
there is more than the maximum shipping amount on the truck, an error message will 
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appear. If a wrong order has been added, simply double click on the order in the carrier 
schedule and the order will be removed. 

 
 
If you right click on an order, one of two menus will appear. 
This menu will appear if the order does not have a carrier. 

 
This menu will appear if the order does have a carrier. 

 
Move Up moves the order up the schedule of the carrier. 
Move Down moves the order down the schedule of the carrier. 
Loaded/Not Loaded shows if the order has been loaded. 
Details will pop up an Order Detail Window with information on the order. 

 
Order # is the order number.  
Ship Via is the name of the carrier that is to ship the product. 
Customer contains customer information for the order. 
Ship To contains shipping information for the order if different from the customer 
information. 
 
Order Requirements is a listing of products needed to make the final product. 



 62 

 
Prod Code is the code for the product. 
Description is a brief description of the product. 
Ordered is the amount of product needed for the order. 
Picked is the amount of product currently selected for the order. 
UM is the unit of measurement used with this product. 
Est. Ship is the date the product is scheduled to ship. 
 

Assign Docks 
 
The Assign Docks window is used to assign a carrier to a dock. This insures that the right 
order is loaded onto the right carrier. 

 
Dock Description is a description of the location of the dock. 
CarrierName is the name of the carrier assigned to the dock. 
Seq. Required tells if orders on the carrier must be loaded in order. 
Carrier  is a drop down menu used to assign a carrier to a dock. 
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To assign a carrier to a dock select a dock from the list and then select the carrier from 
the Carrier drop down menu. If the order of loading is important check the Sequencing 
Required box. Press the Save button to finalize the assignment or cancel to return the old 
dock assignment. 
 

Load Carrier 
 
The Load carrier window is used to make sure orders are loaded quickly and correctly. 

 
To load a carrier use the carrier drop down window to select the carrier to load. 

 
After the carrier has been selected click the submit button to bring up a list of facilities 
and dates of shipments. Select the appropriate shipment to load the carrier window. Only 
shipments that have at least some of the order filled will show up. 



 64 

 
 

 
Pallet ID is the ID of the pallet staged for the order. 
Dock Location is the location code of the dock that the shipment will be loaded on to the 
carrier. This dock must be assigned to the carrier in order for the carrier to use the dock, 
If the carrier is not assigned to the dock an error message will pop up. 

 
 
Product List 

 
Priority  is the priority of the orders. Lower numbers means a higher priority.  
Order # is the order number of the shipment. 
Fulfilled  tells if the order has been marked fulfilled and is ready to ship.  
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Total Pallets is the number of pallets in the order. 
Loaded Pallets is the number of pallets in this order that are loaded on the carrier. 
Name is the customer the order is being shipped to. 
City  is the city where the order is being shipped. 
State is the state where the order is being shipped. 
 
After a pallet number and dock location have been entered, press load. When the entire 
order has been loaded press Print BOL to print the bill of lading. If the order has not been 
loaded an error message will pop up. 

 
To unload a pallet from the carrier enter the pallet ID. NBi will pop up a confirmation 
window. To unload the pallet press Yes, to leave the pallet on the carrier press No. 

 

RMA Management 
The RMA Management screen is used to create and modify RMA orders. 

 
To view or edit an existing RMA order, enter the RMA number in the RMA # box. To 
view a RMA from a specific customer, select the customer from the Customer drop 
down. The Customer drop down is sorted by Customer Code or Customer Name, 
depending on which button is selected. After selecting a customer, a list of all RMA 
orders for that customer is displayed in the RMA # Box, select a RMA # then press View. 
 
To create a new RMA order, select a customer then press the New RMA button. This will 
create the new RMA order. To edit the new RMA, press the View button. 
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In order to receive product back, a BOL must be assigned to the RMA. Multiple BOLs 
can be assigned to one RMA. To assign a BOL to an RMA, select an RMA from the 
RMA Listings and then right click on a BOL.  

  
Select Add to RMA to added the BOL to the selected RMA.  
 
Once the BOL is assigned to the RMA products shipped on BOL can be returned. 
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Receive Against will open the RMA receiving window with the details of the selected 
RMA order. 
To view what BOLs have been add to an RMA right click on the RMA and select View 
Details. 

 
 

RMA Receiving 
The RMA Management screen is used to create and modify RMA orders. 

 
To receive for a RMA order, enter the RMA number in the RMA # Box. To find a RMA 
from a specific customer, select the customer from the Customer drop down. The 
Customer drop down is sorted by Customer Code or Customer Name depending on 
which button is selected. After selecting a customer, a list of all RMA orders for that 
customer are displayed in the RMA # Box. Select a RMA #, then press View. 
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This will bring up a list of all BOLs for the RMA order. To receive against a BOL, right 
click on the BOL. 

 
Select Receive Against. 
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Once a BOL is selected, enter the lot # of the returned product. If the lot was not on the 
selected BOL, the Lot # box will turn red. 

 
When a lot that was on the BOL is entered, the product number and description will be 
displayed.  
 

 
After this, enter the Location the lot is being returned to, the carrier that returned the lot, 
the amount of product on each pallet of product and the number of pallets of product. 
After all this has been entered, press Save to return the lot to inventory. 
  

Adjust Lots 
 
Adjust Lots is used to correct or update lot information. 

 
Enter the number of the lot to be changed in the Lot Number box and then click the 
Submit button. If the lot number is not found an error message will pop up. 
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If multiple lots of the same product are received on the same purchase order with the 
same bag size, and the same product these lots can be merged.  

 
To do this, right click on a lot and select Merge from this Lot. Then right click on the lot 
to merge into and select Merge Into this lot. This will merge the two lots into one lot. 
 
If duplicate lot numbers are found, a list of all matching lots will be displayed.  
Select the desired lot from the list. 

 
Lot # is the number of the lot. This cannot be changed until the Edit Lot # button is 
pressed. 
Product Code is the ID code of the product in the lot. 
Product Description is a brief description of the product in the lot.  
Orig. Qty  is the original quantity of product the lot number had, in units.  
PKG Size is the amount of product a container holds in units. 
Current Qty  is the amount of product units that is currently in the lot. 
Force Pick is used to force the picking of the lot before other lots of the same product 
that are not marked force pick. 
Unit  is the unit of measurement used with the product in this lot. 
Mixer  is the mixer used to mix this lot. 
Shift is the shift that mixed this lot. 
THEOR. YLD  is how much product was supposed to come out of the mixer. This is 
equal to the amount of ingredients that was put in the mixer.  
ACT. YLD  is how much products actually came out of the mixer.  
Approved By is the person that approved this lot. 
Released By is the person that released this lot. 
Creation Date is the date this lot was created, either through receiving, manufacturing, 
repackaging or inventory entry. 
Expiration Date if the product in the lot can expire, this is the lot’s expiration date.  
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W/O # for a manufactured product this is the work order the produced the lot. 
Comments is a space for comments. 
Pending tells that the lot has not yet been approved for use.  
Quarantine tells if this lot has been marked for quarantine. 
Manufactured tells if this lot was created thought manufacturing. 

 
Pallet is the ID number of the pallet that holds the product.   
Current Quantity  is the amount of product that is on the pallet. 
Location is the description of where the pallet is located. 
Edit Lot #  lets the user change the number of the selected lot. 

 

 
The Re-Print Labels button reprints the pallet labels for the selected lot. 
The History Button displays a history window for the selected lot. 
The Save button saves the changes to the selected lot. 
The Cancel button cancels changes to the lot. 
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Gather Partial 
 
The Gather Partial window is used to gather some product off a pallet and put it on a new 
pallet. 

 
To gather some product off of a pallet enter the ID of the pallet into the Pallet ID box and 
the amount to gather in the Weight/Bags box. 
Depending on user settings either Weight or Bags will be displayed. 
Click Picked to print a pallet label and pop up the pallet placement window. 

 
Select the location code to move the gathered product to from the Location drop down 
menu and click the Place button. 

Location Cleanout 
 
Location Cleanout is used to remove inventory from a location. 

 
To clean out a location select the location and then select the date the location is to be 
cleaned out. 

 

Merge pallets 
Merge pallets is used to merge two pallets that are staged for the same order. 
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In order to merge pallets together both pallets must be on the same order. If the two 
pallets are not staged for an order or are staged for different orders an error message will 
pop up. 

 
If both pallets are staged on the same order then the inventory on the From pallet will be 
moved to the To pallet. 

Move Product 
 
Move product is used to track the movement of pallets through different locations and 
facilities.  
 
If a pallet has been staged for a transfer order Move Product is the last stage in the 
transfer process. To finish the transfer just move the pallet to its location at the new 
facility. 

 
To move a product, enter the ID of the pallet with the product in the Pallet # box and 
press the Submit button. 
If the pallet does not exist an error window will pop up. 
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If the pallet ID is found then the information on the pallet will be displayed. 

 
To move the selected pallet use the Move to Location drop down menu, select the 
location to move the pallet to and press save. After this a message will be displayed 
showing that the move was successful. 

 
If a non bulk product is moved into a location containing a bulk product of the same type 
it is assumed to be dumped into the location. Thus the product can no longer be used in a 
bagged format. The move product screen will verify that the bulk location you are using 
already has the same product in it that you are dumping into it, unless a location cleanout 
has been done. Only whole pallets can be dumped into bulk bins. If you only need a 
partial pallet then a gather partials must be done. 

Repackage Product 
 
Repackage Product is used to repackage products. 
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To repackage a product enter the pallet the product is coming from and the amount of 
product to repackage from that pallet. 
After this NBi will enter Lot #, Pkg. Size, and Weight based on the information from the 
pallet. Just fill out the Product, Mixer, Unit and the new packaging size used for the 
repackaging. After this enter where the new pallet is to be stored, and click the  Repackag 
button to print out a barcode for the new pallet. 
 

Tools 

Administrator Orders 
 
The Administrator Orders window is used to update order information. This can include 
making new orders, adding to existing orders or deleting incorrect orders. 

 
To edit an order, select the order type from the order buttons, enter the order number in 
the Reference Number box and click the view button. If the order is not found, an error 
message will pop up. 
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To search for an order, select the order type from the Order Type Drop Down and press 
view this will bring up the order search window for the selected order type. 
 

 

 

 
Ordered Date is used to search by date. Select an option ON, BEFORE, AFTER, or 
BETWEEN, then select the date(s) for the search. 
Customer is the customer for the order. This can be sorted be Customer Code or 
Customer Name. 
Vendor is the vendor for the order. This can be sorted be Vendor Code or Vendor Name. 
Product is a product on the order. This can be sorted be Product Code or Product Name. 
Order Status is the status of the order. This can be Completed, Fulfilled, Open, or 
Shipped. 
 
 
Summary 
In Summary there is general information on the order. 
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Order Number is the number of the order. 
Order Type is the type of order. 
This is filled out for Purchase Orders. 
Vendor is the vendor for this order. 
This is filled out for Sales and Transfer Orders. 
Customer is the customer for this order. 
Ship To Customer is the place the order is being shipped to. 
This is filled out for Work Orders. 
Manufactured Product is the final product for this order. 
Ordered is the date the order was created. 
Ship Via is the carrier for this order. 
Shipping ETA is the time the order is expected to arrive or depart, depending on the 
order type. 
Facility  is the facility the order is being processed at. 
Mixer  is the mixer for this order. 
Priority  is the priority of this order. Lower numbers means a higher priority. 
MFG Lot Number  is the lot number of the manufactured product if the work order has 
been manufactured. 
Shipped On is a list of ship orders that where used to ship the productes on the sales 
order. 
Fulfilled  tells if this order has been fulfilled. 
Cancelled tells if this order has been canceled. 
Completed tells if this order has been completed. 
W/O PKG Size is the package size of the manufactured product. 
Customer Order Number for sales orders is the customer’s purchase order number. 
User Def 1/User Def 2 gives user defined information. 
Notes is a space for notes on this order. 
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Detail 
In details there is information about the products in the order. 

 
Prod # is the code of the product in the order. 
Description is the description of the product on the order. 
PKG Size is the package size of the product on the order. 
Unit  is the unit of measurement used for this product.  
Ordered is the amount of product in the order. 
Picked is the amount of product staged for the order. 
Shipping ETA it the estimated date the product will ship. 
Loaded tells if the product has been loaded.  
BackOrder tells if the product was back ordered.  
Shipped tells the day the product was shipped. 
Product # is the code of the selected product. 
Quantity  is the amount of product in units. 
Unit  is the unit of measurement used for this product. 
Shipping ETA Is the date the product is expected to ship. 
Notes is a space for notes on this product. 
 
Fulfillments  
Fulfillments has information about the products used to fulfill the order. 

 
To see fulfillment information select a detail line on the detail tab. 
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Then go to the Fulfillment tab to see what was used to fulfill the selected part of the 
order.  

 
Lot # is the number of the lot used to fulfill the order. 
Created On is when the lot used to fulfill the ordered was created. 
ExpiredOn is the date the lot used to fulfill the order goes bad. 
PKG Size is the size of the packages used to fulfill the order. 
Qty if the amount of product used to fulfill the order. 
Pallet # is the pallet ID that the product used to fulfill the order is on. 
Mixed tells if the product has been added to the mixer. 
Loaded tells if the product has been loaded onto the carrier.  
 
New Orders 

 
To create a new order click on the New button. This will open the New Order Window. 
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First select the order type; this determines what information is needed for the order. Then 
enter the Order Number (for transfer and return orders this is automatically filled out), 
and the Date the order was placed. After this is done hit next. The next screen will be 
different based on what order type was selected. 

 
This is the screen for Sales, Work, and  This is the screen for Purchase and Return 
Transfer orders.    orders. 
 
For sales and work orders fill out Customer and Ship To Customer. For purchase and 
return, orders fill out the Vendor. For all sales and purchase orders fill out Shipping ETA 
and Ship Via. After this is filled out press the next button. 

 
 
This is the screen for Sales, Purchase,         This is the screen for Work orders. 
Return, and Transfer orders. 
 
For all orders fill out Facility and for work orders fill out Manufactured Product. After 
this is done click the Finish button. This will create the order.  
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
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Review Suggested Orders 
The Review Suggested Orders window makes suggestions for both purchase and work 
orders bases on the need to fill sales orders. 

 
To view suggested orders select the facility the suggested order is for from the Facility 
drop down menu, and press the Submit button. 
 
Suggested Purchase Orders 

 
Prod # is the code of the product in the suggested purchase order. 
Description is a brief description of the product. 
Sug. Vendor # is the ID code of the suggested vendor. 
Sug. Vendor is the name of the suggested vendor. 
Sug. Qty is the suggested quantity of the purchase order.  
 
Vendor Name is the name of the vendor for this purchase order. 
Order Quantity  is the amount of product to order. 
Unit  is the unit of measurement for the purchase order. 
PKG Size is the package size of the product to be ordered. 
Order VIA EDI  is checked when the purchase order will be made online. 
 
To Create a PO select a product from the list and enter the Vendor Name, Order Qty, and 
Unit and click on the Create PO button. 
 
Double Clicking on a Suggested Purchase Order will pop up the Reorder Details window. 



 82 

 
Total quantity not shipped for open Sales Orders is the amount of product needed to 
fill all open sales orders 
Total quantity on open purchase orders is the amount of product to receive from 
purchase orders. 
Total quantity already received for open Purchase Orders is the amount of product in 
purchase order that has been received. 
Total quantity needed to fulfill Work Orders  is the amount of product needed to fill 
open work orders. 
Total quantity On Hand is the amount of product on hand. 
Minimum Quantity Level  tells the minimum amount of product to have on hand. 
Maximum Quantity Level  is the maximum amount of product to have on hand. 
Suggested quantity to order is the amount of additional product needed to fill orders, 
plus the amount to get to the Maximum Quantity Level. 
 
Suggested Work Orders 
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Prod # is the code of the product in the suggested work order. 
Description is a brief description of the product. 
Sug. MFG Qty is the suggested quantity of the work order. 
 
Order Qty  is the amount of product to mix. 
Manufacture Date is the date the work order is scheduled to be mixed. 
PKG Size is the package size of the product to be manufactured. 
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Total quantity not shipped for open Sales Orders is the amount of product needed to 
fill all open sales orders. 
Total quantity on open/fulfilled Work Orders  is the amount of product currently 
scheduled to be manufactured. 
Total quantity On Hand is the total amount of product in inventory. 
Minimum Quantity Level  is the minimum amount of  product to have be on hand. 
Maximum Quantity Level  is the maximum amount of this product to have on hand. 
Batch Size is how much product can be mixed in the mixer. 
Mixing Factor  is the amount of extra product needed to make sure the order has the right 
amount of product. 
Suggested Quantity to Manufacture is the amount of product needed to fill all sales 
orders after the amount on hand and the amount already scheduled to be mixed is taken 
into account, plus the amount to get to the Maximum Quantity Level.  
 
If a work order is needed that is not listed, right click on a suggested work order to get the 
Create Unlisted W/O screen. 

 
 
To create a work order un the Create Unlisted Work Orders window select the product to 
manufacture and the manufacture Quantity and press Submit. This will suggest the work 
orders needed to manufacture the selected quantity of the product.  

 
To create the newly suggested work order make sure the Order Qty, Manufacture Date, 
and PKG Size are correct and press Create WO. A suggested work order can also use an 
alternate BOM. This means when manufacturing this work order the mix formula of a 
different product will be used. This can be useful when several products are the same 
thing with just difference in package size or container type. 
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If the batch size is smaller than the amount of product needed to be manufactured there 
will be multiple Suggested Quantity to Manufacture entries. 
 

Inventory Entry  
 
Inventory Entry is used to enter inventory into NBi. This window is used mainly when 
NBi is first set up.  

 
To add inventory, select the location to add the inventory to  from the drop down menu. 

 
After the location has been picked click the submit button. This will open the Inventory 
entry window. 

 
Prod # is the code of the product to be added in the location. 
Description is a description of the product to be added. 
PKG Size is the package size of the product to be added. 
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QTY is the amount of product to be added.  
Lot # is the lot number of the product to be added. 
Pallet # is the ID number of the pallet that was added to inventory. 
 
Prod # is the code of the product to be added to inventory.  
Weight is the weight of the product to be added. 
Bags is the number of bags of product to be added. 
         Depending on user settings, either Weight or Bags will show up. 
Pallets is the number of pallets that the added product is on.  
Lot  is the lot number of the product to be added. 
 
Press the Insert button to add new inventory. After entering Prod #, Weight/Bags, Pallets, 
and Lot press the Save button. This will print out the pallet labels for the entered lot. 
 
If one of the entries is wrong select the incorrect entry and press the edit button. This will 
allow the reentry of information. After the information has been corrected press the save 
button to reprint the pallet labels. 
 
To add the inventory, it is necessary to go to the Inventory Posting window. 
 

Inventory Posting 
 
The Inventory Posting window is used to post inventory information entered in the 
Inventory Entry window. 

 
 
After entering inventory information using the Inventory Entry window the information 
must be posted. 
To post the inventory information press the Post button. This will pop up an Information 
window asking if all inventory has be entered.  
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To add the entered inventory press the Yes button. 

 
The Clear button is used to remove all inventory information from NBi. This button 
should never be pressed, unless the user wishes to clear all order, lot, and pallet 
information. 

 
If the Clear button is pressed an Information window will pop up asking if all Orders, 
Lots, and Pallets should be removed. To Remove ALL Orders, Lots, and Pallets from 
NBi press the Yes button, to cancel press the No button. 
 

Inventory Adjustments 
 
Inventory Adjustments is used to correct the inventory on a pallet. If the amount of 
inventory on the pallet is different from what NBi says use this window to correct the 
inventory in NBi. 
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To correct the amount of inventory,enter the ID number of the pallet in the Pallet ID box, 
the correct amount in the Weight/Bags box and select the reason the inventory is being 
adjusted from the Reason pull down, and then press the Picked button. 
Some adjustment Reasons require a Note about the adjustment. If the Reason requires a 
note then Required will be displayed in red next to the Notes field.  

 
Depending on user settings either Weight or Bags will be displayed. 
If the selected pallet is on an order an error message will pop up. 

 
This will bring up a window asking where the pallet is located. Select the location code 
from the Location drop down menu and press the Place button. 
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Inventory Audit 
 
Inventory Audit is used to help keep track of inventory. By entering the inventory at a 
location NBi can compare the entered inventory with NBi’s current inventory and find 
out what is different. 

 
With Inventory Audit, enter the location to be inventoried. 

 
After a location has been selected enter the pallet ID and the amount of product on the 
pallet. After all pallets in the selected location have been entered press the Finished 
button to save the inventory in the location. 
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If a pallet has been entered into the wrong location just right click on the pallet entry and 
select remove. 

 
After this a confirmation window will popup. To remove the item click yes. 

 
Once the entire inventory has been entered at the location it is necessary to use the 
Inventory Audit Reconciliation window to update NBi’s inventory records. 
 

Inventory Audit Reconciliation 
 
Inventory Audit Reconciliation it used to find out why there is a difference between the 
inventory audit and the inventory in NBi. 

 
To print an Inventory Audit Reconciliation report for a location, enter the location code. 
If there is a need for a report for multiple locations, enter the part of the location code and 
all locations with that first part will be printed out. 
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To do an Inventory Audit Reconciliation report for all locations, leave Select Location 
Code or Enter Partial blank and click Print for Location. 
 
To print an inventory audit report for a warehouse group, select a warehouse group from 
the Select Warehouse Group drop down menu.  
 
For a facility Inventory Audit Reconciliation just select the facility from the Select 
Facility drop down menu. 
 
After the inventory has been taken for a location or facility, select the location or facility 
and click the Post for Location or Post for Facility button. 
 
To set the quantity of product on unreconciled pallets to zero when posting an audit 
check the Zero all unreconciled Pallets box. This will set the quantity on all unreconciled 
pallets to 0. 
 
Inventory Audit Reconciliation Reports 
Reconciliation reports are done by pallet, and the pallets are then grouped by product. 

 
Facility  this is the facility where the pallet is located. 
UUID is the ID number of the pallet. 
ProdCode is the code of the product on the pallet. 
SystemQty is the amount of product on the pallet according to NBi. 
PhysicalQty is the amount of product on the pallet according to the inventory audit. 
Delta is the difference between the SystemQty and the PhysicalQty.  
Explanation is an explanation of the difference between NBi and the inventory audit. 
PhysLoc it the location the pallet is at according to the inventory audit. 
UserName is the full name of the user that entered the pallet information into the 
inventory audit. 
 

 
If the quantity of product in NBi and the Inventory audit are the same for the pallet, Delta 
will be 0.00, and Explanation will be blank. 

 
If the pallet has not been entered into the Inventory Audit, PhysicalQty, PhysLoc, and 
UserName will be blank. 

 
If the amount of product on the pallet in NBi and the audit are different, Explanation will 
be Quantity variance, and the Delta will not be 0.00. 
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If a pallet that NBi has in a different location is entered into the inventory audit, 
Explanation will be Alternate location. 

 
If both the location and amount differs from NBi and the audit, Explanation will be 
Alternate location; Quantity variance. 
 

Transmit EDI 
 
The Transmit EDI window is used to transmit PO’s and ASN’s electronically. Settings 
for this can be found in the Master Control window. 

 
The Transmit Electronic PO’s button is used to transmit Purchase orders electronically. 
The Transmit Electronic ASN’s button is used to transmit Advance Ship Notices 
electronically. 
 

UnShip BOL 
To unship a shipped sales order, enter the Bill of Lading number and the dock to unship 
the order too, and press Submit. This will return the shipped pallets to the selected dock. 
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Reports 

Print Production Report 

 
The Print Production Report screen asks for a date of the production report. Enter a date 
and press the OK button. This will print out the production report. 

Print Receiving Report 

 
The Print Receiving Report screen asks for a date for the receiving report. Enter a date 
and press the OK button. This will print out the receiving report. 

RePrint Bill of Lading 
The RePrint Bill of Lading window is used find and reprint BOLs. 
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To search for a Bill of Lading select the field to search by and then enter the value to 
search for, and press Search. 
This will bring up a list of orders matching the search criteria.   

 

Print Packing List 

 
To print a packing list, enter the Sales Order number and press OK. 
 

Print Order Report 

 
To print an order report, enter the Sales Order number and press OK. 
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Print Back Order Report 

 
To print a back order report, enter the Sales Order number and press OK. 
 
 

Lot Tracking Inquiry 
 
The Lot tracking report is used to track lot information. IT tracks information about what 
was used to make the lot, what the lot was used to make, and who the lot was sold to. 

 
To get lot information enter the lot number in the Lot # box and click the View button. 
This will bring up a list of all the lots with the selected lot number. 
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Lot # is the lot number of the selected lot. 
Quantity  is the amount of product on the pallet. 
Location is the location code of the pallet. 
Description is a description of where the pallet is located. 
Reference is the order number if the pallet is staged for an order. 
 
Manufactured Info  has information on what lots were used to mix the selected lot. 
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Depth is how far from the selected lot the manufactured lot is. 
For example if Depth is 1, the selected lot was put directly into the manufactured lot. 
If Depth was 2, the selected product was put in a product that was put into the 
manufactured lot, and so on. 
Ingredient Lot  is the lot number of the product that was put into the manufactured 
product. 
Ingredient QTY is the amount of product from the ingredient lot that was mixed into the 
manufactured lot. 
Mfg Lot  is the lot number on the manufactured product that the ingredient lot was mixed 
into. 
Mfg Prod # is the code of the manufactured product. 
Mfg Prod Desc in the description of the manufactured product. 
Mfg QTY  is the amount of manufactured product that was mixed. 
 
Manufactured Form is a listing of the lots of products that were used to mix the selected 
lot.  
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Depth is how far from the selected lot the manufactured lot is. 
MFG Lot  is the lot number on the manufactured product that the ingredient lot was 
mixed into. 
Ingredient Lot  is the lot number of the product that was put into the manufactured 
product. 
Ingredient QTY is the amount of product from the ingredient lot that was mixed into the 
manufactured lot. 
Ingredient Prod Code is the code of the ingredient product. 
Ingredient Prod Desc in the description of the ingredient product.  
 

Work Order Usage Inquiry 
 
The work order Usage window is used to help make staging for similar work orders faster 
and easier. By providing a list of bags needed to mix multiple orders, the products needed 
for multiple order can be gathered all at one time. 
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Mixer  is used to select the mixer for the work order usage list. 
Starting W/O # is the first work order in the order usage list. 
# of W/O’s is the number of work orders to include in the list. 
 
After these three boxes are filled out, press the Add to List button. This will put the work 
order usage inquiry in the list.  

 
The list box shows information on the work order usage inquiries. To see the products 
needed for the work order inquiries press View. The Clear button will clear all work 
order inquires from the list. 
 
The Product list is a list of all products needed in the work order inquiries.  

 
Prod # is the product code. 
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Description is a description of the product. 
Container is the type of container the product is stored in. 
PKG Size is the size of a container of the product. 
Pick QTY is the number of full containers of the product needed. 
Weight QTY is the number of containers needed to make up the difference between the 
numbers containers of full needed for an order and the total amount on product needed 
for the order. 

View 

Inventory  
 
The Inventory window displays inventory by product or location. 

 
Inventory can be viewed by product code, product name, or Location.  After searching by 
product or location, searching can then be done by lot.  
 
Summary 

 
This opens the inventory view. 
Units On Hand is the amount of the selected product that is currently in inventory. 
Units Picked on Sales Orders is the amount of product in sales orders. 
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Units Unpicked on Sales Orders is the amount of product unpicked on sales orders. 
Units On Purchase Orders is the amount of product in purchase orders. 
Units On Work Orders is the amount of product in work orders. 
Units Unpicked On Work Orders is the amount of product unpicked on work orders. 
Units On Transfer Orders is the amount of product to be transferred. 
Oldest Product Age is the age of the oldest lot of the product and the lot number. 
Number Quarantined is the number of quarantined lots.  
Number Pending is the number of lots with pending status. 
Reorder level (Min/Max) is the minimum and maximum amount of product to have. 
 
Units on Hand has inventory information for the selected product or location. 

 
Double clicking on a pallet in the Units on Hand tab will open the Adjust Lot Window 
for that pallet’s lot. Double clicking in a different window will bring up an error window.  

 
Right clicking will bring up two options. 

 
Re-Print Labels will re-print the barcode labels for this pallet. 
View History will show the history of this pallet. 
View Inv Adjustment will open a window with a list of inventory adjustments for the 
pallet. 
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Product is the product code and name. 
Facility  is the name of the facility the product is at. 
Age is how old the product is in days. 
Lot Number is the lot the product is in. 
Pallet ID is the ID number of the pallet the product is on. 
Quantity  is the amount of product on the pallet. 
Unit  is the unit of measurement used for the selected product. 
Loc. Code is the code of the location of the pallet. 
Loc. Description is the description of the location of the pallet. 
Pkg Size is the size of a container of the selected product.  
Pend. tells that the lot has not yet been approved for use.  
Quar. tells if the product is quarantined. 
Vendor is the name of the vendor or manufacturer of the pallet’s lot. 
 
Units Picked on SO is the amount of product in sales orders. 

 
Product is the product code and name. 
Facility  is the name of the facility the product is at. 
Lot Number is the ID number of the lot the product is in. 
Pallet ID is the ID number of the pallet the product is on. 
Quantity  is the amount of product on the pallet. 
Unit  is the unit of measurement used for the selected product. 
Loc. Code is the code of the location of the pallet. 
Loc. Description in the description of the location of the pallet. 
Pkg Size is the size of a container of the selected product.  
Pend. tells that the lot has not yet been approved for use. 
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Quar. tells if the product is quarantined. 
SO Number is the Sales order number of the Product. 
 
Units Unpicked on SO is a list of sales orders with some of the selected product 
unpicked. 

 
SO # is the sales order number. 
Unpicked Qty is the amount of product unpicked on the order. 
Ordered Qty is the total amount of product on the order. 
Ordered is the date the order was made. 
Shipped ETA is the date the order is scheduled to ship. 
 
Units on PO is a list of sales orders with the selected product. 

 
PO Number is the purchase order number for the order. 
Vendor is the name of the vendor of the product. 
Ordered is the amount of product in the order. 
Remaining is the amount of product in the order that has not been delivered. 
Unit  is the unit of measurement used for the selected product. 
PKG Size is the size of a container of the selected product.  
 
Units Picked on WO is the amount of product in work orders. 
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Product is the product code and name. 
Facility  is the name of the facility the product is at. 
Lot Number is the number of the lot the product is in. 
Pallet ID is the ID number of the pallet the product is on. 
Quantity  is the amount of product on the pallet. 
Unit  is the unit of measurement used for the selected product. 
Loc. Code is the code of the location of the pallet. 
Loc. Description in the description of the location of the pallet. 
Pkg Size is the size of a container of the selected product.  
Pend. tells if the product has not yet been approved for use. 
Quar. tells if the product is quarantined. 
WO # is the work order number of the Product. 
 
Units Unpicked on WO is a list of work orders with some of the selected product 
unpicked. 

 
WO # is the work order number. 
Unpicked Qty is the amount of product unpicked on the order. 
Ordered Qty is the total amount of product on the order. 
Ordered is the date the order was made. 
Shipped ETA is the date the order is scheduled to ship. 
 
Total Units on Transfer is the amount of product to be transferred. 

 
Product is the product code and name. 
Lot Number is the number of the lot the product is on. 
Pallet ID is the ID number of the pallet the product is on. 
Quantity  is the amount of product on the pallet. 
Unit  is the unit of measurement used for the selected product. 
Loc. Code is the code of the location of the pallet. 
Loc. Description in the description of the location of the pallet. 
Pkg Size is the size of a container of the selected product.  
Pend. tells if the product has not yet been approved for use. 
Quar. tells if the product is quarantined. 
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Transfer # is the work order number of the Product. 
 

Pallet Contents 
 
The Pallet Contents window is used to view the inventory on a pallet. 

 
To see the inventory on a pallet, enter the pallet ID and press View.  

 
Prod # is the product ID number of the product on the pallet. 
Description is a description of the product on the pallet. 
Lot # is the lot number of the product on the pallet. 
Qty is the amount of product on the pallet. 
PKG Size is the package size of the product on the pallet. 
 

Switch to work in Bags/Weight 
 
The Switch to work option lets users switch between using bags and weight when staging 
pallets. 
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After switching NBI will pop up a reminder window. 

   

Admin 

View Active Users 
 
View Active Users is a listing of active users, and can be used to send specific users 
startup and broadcast messages. 

 
Login is the login name of the active user. 
Name is the first and last name of the active user. 
WorkStation is the name on the computer where the user is logged into NBi at. 
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Logged In tells if the user is logged in. 
Next Login Message is the next login message of the selected user and will show up the 
next time the selected user logs in.  
 
This window uses a Control Bar. For more information on the Control Bar see page 4. 
 

 
When a broadcast message is sent, the user will receive a notice.  

 
To view the message click on the mail icon, and this will open the Message Center.  
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From the Message Center the user can view these messages and alerts. 
 

Broadcast message  
 
Broadcast message is used to send messages to users. 
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Messages can be sent to users or groups. 
User List is a list of users. 
Group List  is list of user groups.  
Alert  marks the message as an alert, and will pop up an alert message box. 
To send message, enter the message in the message box and press the Send Message 
button. 

Reset EDI Transmission 
 
Reset EDI Transmission allows the retransmission of EDIs. This can result in the same 
order being sent multiple times. 

 
If Yes is pressed, Edi transmission will be reset and a message will pop up. 
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Zero Trashed Products 
Zero Trashed Product is used to remove trashed products from inventory. 

 
Press Yes and all the quantity of all pallets at the trash location will be set to zero. 
 

Update Serial Number 
Update Serial Number allows administrators to update NBi’s serial Number. 

 
The NBi Serial Number must be valid in order for NBi to Run. 
 

Help 

About… 
 
About has information on the NBi software. 
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Printouts  
 

Barcodes 
 
NBi has been designed to work with barcodes in a lot of situations. This is to increase the 
speed of doing some basic function with NBi, for better inventory control, and to make 
NBi even easier to use. 
 
There are 4 types of bar-coded pallet labels. One is the Receive Product label. This label 
is used for every pallet received, and is used for inventory updates. 
The Work Order label is used just for pallets that have been staged for work orders. 
After a work order has been mixed the Manufacturing label is used to identify pallets 
with a manufactured product. The Sales Order label is used on pallets that have been 
staged for a sales order. 

Receive Product Label 

 
A receive product label is printed out and placed on every pallet of product that is 
received. This label has basic information about that pallet. 
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The Prod# part of the pallet label tells the ID code of the product on the pallet. 

 
The name of the product is right below the Prod#. 

 
Below the product name and above the barcode is the amount of product on the pallet. 
The first number is the number of bags of product on the pallet. The second number is the 
amount of product each bag holds. 

 
Rec Date is the date the pallet was received and entered into NBi. 
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Lot# is the lot number of the product on the pallet. 

 
The bar code is the ID number of the pallet. The ID number is also below the barcode in 
human readable form. 
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Work Order Label 

 
When a pallet is staged for a work order a work order label is placed on the pallet. 

 
With the work order label the product code and the name of the final product are in the 
top left corner. 

 
The W/O# is the number of the work order that the pallet is picked for. This is for easy 
look up of the work order. 
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The Pallet# is the sequence that pallets in the work order were staged. So the first pallet 
would show 1, the second pallet 2, and so on.  

 
The bar code is the ID number of the pallet. The ID number is also below the barcode in 
human readable form. 
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Manufacturing Label 

 
The manufacturing label is used for pallets of manufactured product. 
 

 
In the top middle of the label is the product code. 

 
Lot# is the lot number of the product on the pallet. 

 
This is the amount of product on the pallet. The first number is the number of bags of 
product on the pallet. The second number is the amount of product each bag holds. 
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The bar code is the ID number of the pallet. The ID number is also below the barcode in 
human readable form. 
 

Sales Order Label 

 
When a pallet is staged for a sales order a sales order label is placed on the pallet. 
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This is the name of the customer that the sales order is being shipped to. 

 
This is the City and State the customer is in. 

 
The Pallet# is the sequance that pallets in the sales order where staged. So the first pallet 
would show a 1, the second a 2, and so on.  
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The bar code is the ID number of the pallet. The ID number is also below the barcode in 
human readable form. 
 

NBi FAQ 
"Order not assigned to this Carrier or Carrier not assigned to this dock" - this message 
may occur in Stage Sales Orders when you have the order open and ready to load, and 
then you assign the carrier to the correct dock and assign the order to the carrier. Due to a 
refreshing issue the order may not be refreshed by the time you pressed "Gather Done".  
  
To correct this issue place the pallet in an alternate location, refresh the order and select 
gathering pallet, press gather done and select the dock again. 

Troubleshooting  
Scanner (MC650, MC750) 
  
Q: My scanner won't advance to the next field in NBi after a scan, (Processing data - 
Please wait) 
A: Perform scanner maintenance 
  
Q: My scanner won't input any values into the NBi application, but a scan appeared 
successful. 
A: Verify you are connected to the correct USB port 
  
Q: My scanner won't scan, beeps like a failed scan. 
A: Verify your scanner is paired to the cradle 
  
Q: My scanner won't scan anything 
A: Perform scanner maintenance 
 
Q: My scanner appears to be locked up (Initializing - please wait) 
A: Remove battery to reset scanner 
  

Tablet (Xplore) 
  
Q: My tablet is running slow 
A: Reboot  
  
Q: My tablet gets a connection failure 
A1: Close NBi and reopen  
A2: Reboot tablet 
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Printer (PM4i) 
  
Q: The print on the barcode is real Messy. 
A: Clean Print Head (Per maintenance instructions) 
  
Q: The printer advances extra blank labels 
A: Clean and align label stop sensor (Per maintenance instructions) 
  
Q: "Field out of label" message on printer 
A: Press the Setup button 
Press the > arrow to navigate the screen 
  SER-COM,UART > NET-COM,NET1 > NETWORK > FEEDADJ  
When at FEEDADJ  press the V arrow 
FEEDADJ V STARTADJ V  
This should be -100. If not set to -100 and press enter 
Then  
STOPADJ ^ FEEDADJ > MEDIA V MEDIA SIZE V XSTART > W IDTH V 
This should be 830. If not set to 830 and press enter 
Then  
LENTH V  
This should be 1600. If not set to 1600 and press enter 

Maintenance 
NBi Scanner Maintenance (MC650, MC750) 
Due to the dusty nature of this environment regular scanner maintenance is needed to 
keep the hardware running smooth and incident free.  
Cycle the power on the cradle at least twice per week.  
Clean power connector and blow out power connector hole, with dry air, at least once per 
week.  
Clean RJ60 connector, blow out connector hole, with dry air, and serial connector at least 
once per month.  
Clean lens of scanner with a soft cloth at least once per week. 
 When doing any of these steps please ensure that NBi is shut down. If at anytime you are 
having scanner issues, please try these steps. If you are still having issues after these 
steps, please call NBi Support for further assistance. 
  

NBi Tablet Maintenance (Xplore grays) 
Due to the dusty nature of this environment, and windows XP Pro known 
limitations, regular tablet maintenance is needed to keep the hardware running smooth 
and incident free. 
Perform a restart of the tablet (Start, Shutdown, Restart) daily.  
Clean USB connectors and blow out USB port, with dry air, at least once per week.  
Perform a shutdown of the tablet (Start, Shutdown, Shutdown) at least once per week.   
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Clean Power connector and blow out power connector hole, with dry air, at least once a 
week. 

NBi Tablet Maintenance (Xplore C2) 
Due to the dusty nature of this environment, and windows XP Tablet known 
limitations, regular tablet maintenance is needed to keep the hardware running smooth 
and incident free. 
Perform a restart of the tablet (Start, Shutdown, Restart) every 2-3 days.  
Clean USB connectors and blow out USB ports, with dry air, at least once per week.  
Perform a shutdown of the tablet (Start, Shutdown, Shutdown) at least once per week.   
Clean Power connector and blow out power connector hole, with dry air, at least once a 
week. 
 When doing any of these steps please ensure that NBi is shut down. If at anytime you are 
having tablet issues, please try these steps. If you are still having issues after these steps, 
please call NBi Support for further assistance. 
  

NBi Printer Maintenance (PM4i) 
Due to the dusty nature of this environment regular printer maintenance is needed to keep 
the hardware running smooth and incident free. 
Cycle the power on the printer, leave it turned off for at least 30 seconds, once every 
week. If the printer is attached to a PC, the PC power my be cycled as well, after the 
printer has been turned back on.  
Clean the Print Head of printer during the change of each media. Be sure to use the 
Intermec cleaning cards, and follow the instructions on each card package to clean the 
print head.  
Clean and Align the label stop sensor every month. Be sure to use the Intermec cleaning 
cards for cleaning. For further detail on the label stop sensor alignment and cleaning 
please refer to the Intermec Printer Manual chapters 11 & 12. 
If at anytime you are having printer issues, please try these steps. If you are still having 
issues after these steps, please call NBi Support for further assistance. 
 
For additional printer troubleshooting solutions not listed here, please refer to the 
PM4i users guide chapter 10. 


