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Adding & Editing User Permissions

1. Go to “Maintain” and then “Users.”

2. To add a user, choose “Add” on the left side of the window. Enter the user’s first/last
name, and username.
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3. On the “Permissions” tab choose the user’s access capability.
a. Administrator access level has access to all areas of the program.
b. Normal User access level allows selection of specific areas of the program.

[] Edit User : MConrad

(= [E =

FirstMame: |Michele

Username: |MConrad

() Administrator

(®) Mormal User

Last Name:

(") Web Service User

() Scale Receiving User

Conrad

Main Details Permissions | Mill Batcher Access  Event Subscriptions  Report Access

[] Bypass Signature
Contracts
[ credit Hold Override
Customers
[] Discount Schedule
[[] Email Groups And Settings
[] Farm Bins
Formulas
Grain Banks
[ Groups

History View /Edit

Ingredients

Inventory Adjustments
Inventory Transfers
Item Inventory

[ Load Template Creation
Locations

[ Market Cost Adjustment
[ Mill Bin Empty

[ mill Bins

Mills

Order History

Ordering

Preorders

[ Price Levels

[ Price Quote

[ Price schedule

[JPricing

[ Purchase Crders

[ Receipt Costing

[ Receipt History

[]Receipts
Recondle Dropship Orders

Reparts

[] Restodk Item Cost Update

[[] Scale Ticket Delete
[ Scale Ticket Weight Edit
[] service Items

[ Spreadsheet Priding
[ standard Cost Update
[ System Settings

[] Table Settings

[ Tags

[] Unit Conversion

[ User-defined

[ Users

Utility: Cross Reference

= ity: File Import-Expor:
Utility: File I t-Export

[] vendars
[] Vet Feed Directives
[ vFD Override

[] warehouse Loading

[ selectall ][ clearal

J

Cancel

Save

4. Set the Site Batcher Access. First, go to the “Site Batcher Access” tab. This specific
user will only have access to the mill & batchers selected.

Main Details Permissions Site Batcher Access  Event Subscriptions  Report Access
Available | Description Available | Description
Commercial Mil (] BetaRaven
Fairmont Mil Marual
Welcome Mil MexGen

Sales Orders

L gL < ]l

FEP Batcher...

Manual Batc...

L

Manual Batc...
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5. Set the Report Access. First, go to the “Report Access” tab. Either choose “Select
All” or choose the specific reports this user can view.

[] Edit User: MConrad EE@
FirstMame: |Michele Last Mame: |Conrad
Username: | MConrad
Main Details Permissions Mill Batcher Access  Event Subscriptions  Report Access
Report Name Access
Mill Detail Report ~
Customer Locations
Farm Bins By Location
Test Report With Signature
Ingredient By Mill
Ttem By Mill
Location By Mill
Formula Detail w/Cost
Formula Summary w/Cost
Formula By Mill
Formula History Detail
Formula History Summary
Formula History Ingredient Summary
Group History Detail
Group History Summary
Location History Detail
Location Histary Ingredient Summary
Location History Summary
Formula History Detail w/Cost
Formula History Summary w/Cost
Formula History Ingredient Summary w/Cost v

6. Click “Save” to save your changes.

7. If this user has a specific (Default) site and/or batcher they want to see on every
screen, edit the user and fill in the site and batcher fields. This can only be done
after the user has been given access to that mill and batcher.
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User Preferences: Customizing Your User Preferences

1. Log into NexGen Office.
2. At the top - center of the page click on your user name, then click “User
Preferences.”

3. User Preferences should be set and saved. Some will not take effect until the program
is refreshed or closed and reopened.
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Grid Settings:

Customizing Your Grid Views

Every grid throughout the program can be customized by user. Once you get your grids set,

close the program and reopen to save them.

1. Clicking on the line between column headers and dragging allows you to expand the

column wider.

[ESEIESEC>"
Site:  All Sites ~  Batcher: Al Batchers w
[ Delivery Ticket ] [ Hand Add Ticket J [ Itlix Ticket ] [ Flacard ]
[ Eatch ] [ @ Load ] [ Recancile J [ Verify Vield J [ Yerify Laks ]
Count: |2 Clear | Filter: Status ~  Contains Total: Target Qty. 3.50 Tons
Sent / Pending Order Lines
Status Order # ... | Ext. Orde... Site JBatcher Custome... | Custome... | Location ...| Location ...| Feed Line |Group Na...|Group De...| Phase |Item Name | Item Desc.
Sent 1348 /1 Commercial Mill Sales Orders |Stacie Shaw  |Stacie Shaw Blend 1upd... Blend 1 NE...
Sent 1350 /1 Commerdial Mill MNexGen CASH CASH Cate GF 1... Catle GF 1...
2. Clicking on the column header and clicking and dragging allows you to move the
column.
=R |
Site: Al Sites | Batcher: All Batchers ~
[ Delivery Ticket ] [ Hand Add Ticket ] [ Wi Tickek ] [ Placard ]
[ Eatch ] [ @ Load } [ Recancile } [ Yerify Vield } [ Yerify Laks }
Count: |2 Clear | Filter: Status ~ | Contains Total: Target Qty. 3.50 Tons
Sent / Pending Order Lines
Status Order # ... |Ext. Orde... Site | Batcher | Custome...|Custome... |Location ...|Location ...| Feed Line |Group Na...|Group De...| Phase |Item Name| Item Desc.
Sent 1348 /1 ‘Commercial Mill Sales Orders  |Stadie Shaw  |Stacie Shaw Blend 1upd... |Blend 1 NE...
Sent 1350/ 1 Commercial Mill MexGen CASH CASH Catle GF 1... [Catle GF 1...

3. Clicking once on the column header will sort the column alphabetically. Click again

to sort the other direction.

Site:  All Sites ~  Batcher: All Batchers i
(LB aivery ncket. ] (B Hend agd icket. | (B bt Ticket ) (LB placara ]
(_@eaich ] L@ Loa J (LB reconcie_ ) (B verity vield ) (B veriyLots ]
i Count: |2 Clear Filter: Status

w | Contains -
Sent / Pending Order Lines

Status Order # ...

Total: Target Qty|

Ext. Orde...

Site Batcher | Customer Name.a | Custome... | Lod
Sent 1350 /1 Commercial Mill MexGen CASH CASH
Sent 1348 /1 Commercial Mill Sales Orders  |Stacie Shaw Stacie Shaw
[ = Delivery Ticket ] [ = Hand Add Ticket ] [ = Mix Ticket ] [ = FPlacard ]
[ Eiatch ] [ @ Load ] [ Recancile ] [ Werify ield ] [ Werify Lats ]
Count: |2

Clear | Filter: Status

Sent / Pending Order Lines

w | Contains Total: Target Qty

Status | Order # ... | Ext. Orde... Site Batcher | Customer Namew | Custome... | Log
Sent 1348 /1 Commercial Mill Sales Orders  |Stacie Shaw Stade Shaw
Sent 1350 /1 Commercial Mill NexGen CASH CASH
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4. Right click anywhere on the grid to see other options.

[ | Delivery Ticket ][ | Hand Add Ticket ][ | Mix Ticket ][ - EEN

[ Eatch ][ & Load ][ Reconcils ][ Verify vield ]E

Count: |2 Clear | Filter: Status ~ | Containg -
Sent / Pending Order Lines

Status | Order # ... | Ext. Orde...| site | Batcher | cu
Sent [1348 /1 | e e ci=l mil Sales Orders  [Stadi
Sent 1350 /1 | Clear Sort NexGen cast

Print

Set up Grid Columns

Export To Spreadsheet

o “Clear Sort” will remove any alphabetical sort you set on all columns in that table.

“Print” will allow you to print the grid as shown on the screen.

o “Set Up Grid Columns” allows you to select which columns are visible to you.
Uncheck or check as needed to adjust what columns are included in your grid. The
available columns vary by table.

(©]

[]Table Settings Adjustment E@@

Table Name:

Column Name Visible

Batch Date
Batcher
Confirmation Number
Created Date
Created User
Customer Description
Customer Name
Ext. Order/Line #
Farm Bins

Feed Line

Group Description
Group Mame

Item Desc.

Item Name

Last Edit User
Location Description
Location Distance
Location Mame
Max. Delivery
Min. Delivery
Modified

Order # [ Line #
Order Comments
Order Grouping
COrder Type
Packaged
Pelleted

Phase

Priority

Site

Site Comments
Status

Target Qty.

Units
User-Defined 1
User-Defined 2
User-Defined 3
User-Defined 4
\ED

Save Cancel
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o “Export to Spreadsheet” allows you to save this entire grid to an Excel
spreadsheet. Clicking this will pop up a file box. Navigate to where you want to
save the file, enter a file name and click “Save.”
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