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Introduction 
This training manual has been created to unify the information given to Technical Writers and to help standardize 
the documents created for Sleep Number.  

Overview 
Documentation Process 

1. Engineers create a plan to address an issue. 
2. Management approves of the plan. 
3. Engineers change the process. 
4. Engineers tell the Technical Writers about the change. 
5. Technical Writers update the process documentation. 
6. Management approves of the change. 
7. Engineers implement the change with the Operators. 
8. Operators perform the new process and notify the Engineers of any issues. 

 

 
 

Chain of Command 

 
 
As is stated in every work instruction, “The owner of this document is the Plant Manufacturing Engineering 
Manager. The Engineer responsible for the document’s accuracy is the Manufacturing Engineer over 
[department].” 
 
The Technical Writer always defers to the Engineer. 
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Documents 
The primary documents Technical Writers are responsible for writing and updating are 

• Standard Work 
• Work Instruction 
• Q123 Bulletin 

Standard Work vs. Work Instruction 
Standard Work – the document posted at each production station indicating what process is to be performed, the 
time it takes to perform the process, and the quality checks that must be completed. This document is replaced at 
each station after every revision, and the Production Managers are responsible for informing their team of the 
change. This document is written by the Technical Writers, but the content is controlled by the Engineers. 
 
Work Instruction – the document(s) that details how a process is performed step-by-step. It is not posted at each 
station but it is available to all Trainers and Operators on the floor. For every new revision, the Trainers are 
responsible for retraining their team. This document is written by the Technical Writers, but the content is 
controlled by the Engineers. 
 
The standard work is the standard. The work instruction is the instruction. 

Q123 Bulletin 
As of 8/20/2018, Technical Writers will be responsible for creating Q123 documents, which indicate the quality 
checks that must be performed at each station. These will be provided as reference material for the operators, and 
the Work Instructions will now be used primarily as training documents. This document is written by the Technical 
Writers, but the content is controlled by the Quality department. 

Responsibilities 
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Dozuki 
Dozuki is the name of the documentation program used by Sleep Number. It is a user-friendly program that is 
limited in its ability, but the Document Control Specialist works regularly with the programmers for Dozuki to 
adjust the program to better fit Sleep Number’s documentation needs.  

Control Numbers 
 

 
               (Dept # - Doc Type - Doc #) 

Department Numbers   Document Types 
3042 Air Controls    WI Work Instruction 
3043 Sewing    SW Standard Work   
3044 Order Fulfillment   QB Quality Bulletin  
3045 ADC    TM Template 
3051 Shipping & Receiving  LI List 

Dozuki Symbols 

 Safety Hazard If not done properly, this could harm a person 

 
Caution Symbol If not done properly, this could harm a product or machine 

 
Quality Check Inspection that is completed before, during, or after work performed 

 Bullet (Black) Action-based instructions 

 
Sticky Note Statements that are important, but not steps critical to the process 

Instruction Guidelines 
Pictures 
There must be a minimum of 1 picture per step. 
You get a maximum of 3 pictures per step.  
The pictures must be presented in the same order as the instructions. 
 
When editing pictures, use RED CIRCLES, RED ARROWS, and RED LINES at least 6pt thick.  
DO NOT USE ANYTHING ELSE. Other documents may have exceptions to the rule, but work instructions will only 
use red circles, arrows, and lines. 
 
Red Circles – to show the location of something, to draw attention to the important parts of the photo 
Red Arrows – to show how something moves (turn a handle, move fabric, lift a pump, etc.) 
Red Lines – for whenever you need a line (brackets are also acceptable) 
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Limit the text on pictures as much as possible. If you can, don’t have text on the pictures at all.  
If you must use text, 

• Do not write sentences on the pictures. Use the text for labels or specifications. 
• Keep numbers numeric—don’t spell them out (use “6”, not “six”). 
• Unless otherwise specified, use the Imperial measurement system (inches, feet, pounds, etc.). 
• Use measurement symbols (“ for inches, ‘ for feet, etc.). 
• All text must be RED and at least 28pt font. 
• Make sure the text doesn’t obstruct any important areas in the picture. 
• Put the text in an area where it will have high contrast so it is easily legible. 

o If absolutely necessary, put a white background behind the text. 
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Text 
K.I.S.S. = Keep It Short and Sweet (or, as it is more commonly known, Keep It Simple, Stupid) 

• Short sentences 
• Simple phrases 
• Small words, words in the Glossary, or words on the Uniform Terminology table. 

 
Start each sentence with a command (when possible), i.e. move, align, feed, sew, etc. 

• Don’t call the reader “the operator”. You’re talking to a person, not about a person. If you must, use 
“you” in the instruction, but don’t use “I”, “we”, “he/she”, “they”, etc. 

 
Specific job titles need to be capitalized. 

• “Send an email to the Quality Manager” uses a specific title. 
• “Notify your supervisor” does not use a specific title. 

 
Keep numbers numeric—don’t spell them out (use “6”, not “six”). 
 
As stated above: Limit the text on pictures as much as possible—if you can, don’t have text on them at all. 

• Do not write sentences on the pictures. Use the text for labels or specifications. 
 

In the instruction text, spell out the measurements (“inches” for inches, “feet” for feet, etc.). 
• Unless otherwise specified, use the Imperial measurement system (inches, feet, pounds, etc.). 
• The pictures will have measurement symbols (“ for inches, ‘ for feet, etc.). 

 
Try to have 1 entry per picture whenever possible. 

 
 
When using the sticky note icon, the text will appear red in Dozuki, but it will not print that way. 
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Any option/item you select/push needs to be in bold. 

 
 
Indent the entry when it is supplemental information to the previous entry. Most of the time you won’t need to. 
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Uniform Terminology 
 

Use This Instead of This 
Align Line Up 
Aligned Flush, Lined Up 
Approximately About, Around, Roughly 
Clamp/Magnet Clamp Puck 
Consistent The Same 
Cycle Run the Machine 
Dispose Of Get Rid Of, Throw Away 
Ensure (ongoing) Check, Make Sure (while you are doing the action) 
Feed Run Through 
Filler Bottom Filler 
Inspect Check, Visually Inspect 
Lead Run Through 
Matrix Table (on paper, like this one) 
Needle Punch Alessandra, Alejandra, Alexander, Dryer Sheet, FR Flap 
Notify Inform, Tell 
Panel Top Panel 
Release Let Go 
Thread (verb) Run Through 
Verify (one-time) Check, Make Sure (before or after the action) 
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Documenting the Process 
The following are guidelines only. 

1. Identify the Subject Matter Expert (SME) 
The Engineer who assigned the task to you will either know who the SME is or tell you where to find the SME. You 
can also go to the process’s department and ask a Shift Manager or the Department Manager who a good SME 
would be. 

2. Schedule a Meeting 
If necessary, arrange a time to meet with the SME so they can walk you through the process. Plan on 30 – 60 
minutes to discuss the process with them. Meet at a time that is least impactful to production. 

3. Meet with the SME 
Walk through the process with the SME 2 or 3 times. Take pictures of everything. Write down general steps. Look 
for safety or equipment hazards. Look for points in the process when the Operator inspects the product. Ask as 
many questions as you can think of. When you can walk through the process yourself, you can document it. 

4. Write the Draft 
Upload the photos to your computer, then delete the photos from the camera. Open your photo editor of choice. 
Select “Create a Page” in Dozuki. Input the process’s category (the department). Begin writing. 
 
A good rule of thumb is to either write most of the instructions first or edit most of the photos first, then piece 
them together. Group the information in the most logical way possible. Keep in mind, you are only allowed 3 
pictures per step in Dozuki. If you need 4 pictures to best explain a step, you’ll have to either combine 2 ideas in 1 
picture or split the step into 2. Go with what makes the most sense. 
 
If you are revising a process rather than starting from scratch, this shouldn’t take too long. But if the revisions are 
major, it might be better to start from scratch. 
 
If you have more questions about the process or you need more pictures, let the SME know. If necessary, arrange 
another time to meet. 

5. Review with the SME 
When you have finished your draft of the process, give the SME a copy. Ask whether they want it delivered 
physically or electronically. Give them 1 to 2 days to review the draft, then meet with them to get their notes (you 
may need to schedule a meeting). Bring a pen and notepad. If you have further questions for the SME, bring a 
camera.  

6. Revise the Draft 
If you’re making big changes to the draft, meet with the SME again to check your revision. 

7. Review with the Engineer 
When you have finished revising your draft, give the Department Engineer a copy. Ask whether they want it 
delivered physically or electronically. Give them 1 to 2 days to review the draft, then meet with them to get their 
notes (you may need to schedule a meeting). Bring a pen and notepad. 
 
Sometimes the SME’s version of the process and the Engineer’s version of the process will be different.  
Always defer to the Engineer.  
 
If the Engineer needs to fine-tune the details, it is the Engineer’s responsibility, not the Technical Writer’s. 
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8. Revise Again 
If you’re making big changes to the draft, meet with the Engineer again to check your revision. 

9. Last Review 
Send an electronic copy of your draft to the Department Manager, SME, Engineer, and anyone else who is 
responsible for the accuracy and implementation of the process. Give them 1 to 2 days to review the draft, then 
follow up as needed. If no changes are suggested within 3 days of your email, route the document for approval. 

10. Route for Approval 
Send an email to the Document Control Analyst (Heather Pickett) and include the Department Engineer. You can 
also include another Technical Writer for good measure. Attach a pdf copy of your draft. The subject of the email 
should be the title of the work instruction. 
 

 
 
If Heather sends you corrections to make, make them and send her another email. 
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Glossary 
This is a reference guide only. Not every term will be applicable to every technical writer. 
This is not a comprehensive list. 

Symbols 
‘ – foot 
“ – inch 
± (or +/-) – plus or minus 

Acronyms & Abbreviations 
5S – Sort, Set in Order, Shine, Standardize, Sustain. A lean manufacturing principle. 
360 – Sleep Number’s smart bed that adjusts its own firmness and support throughout the night 
AC – Air Controls  
ADC – Assembly Distribution Center 
ADAT – Advanced DualAir Technology. A type of air pump. 
AED – Automated External Defibrillator  
AOP – Annual Operations Plan 
ASN – Advance Shipping Notice 
ASSY – Assembly 
BCFC – Bedding Collection Fulfillment Center 
BN 300 – a machine used to measure, mark, and cut borders. Part of the manual border prep line. 
BIL – code for the Billings, Montana Hub 
BOL – Bill of Lading. The document used by the Receiving department to verify all goods were received. 
BOM – Bill of Materials. The document that lists the items that could be used in a process and identifies which 

items will be used when. 
BSOY – Biggest Sale of the Year (Labor Day) 
BVA – Business Value Add 
c2, c4 (C Series) – the Classic Series of Sleep Number 360 beds. “Smart, effortless sleep, comfortably priced.” 
CBZ – Continental Border Zipper 
CIT (also called CI or CI Team) – Continuous Improvement Team 
COS – the organizational code for the DDC in Colorado Springs 
CRC – Customer Relationship Center 
CSC – Customer Sales Center 
CSHO – Compliance Safety and Health Officer for OSHA 
CTQ – Critical To Quality 
DDC – Direct Distribution Center 
DEN – the organizational code for the Denver DDC 
DM – District Manager 
DMR – Discrepant Material Report 
ECS – Elite Comfort Solutions. The company that makes our foam. 
ENG – Engineering 
ESD – Electrostatic Discharge 
FAT – Factory Acceptance Test 
FG – Finished Goods 
FIFO – First In, First Out. A method of inventory management. 
FMEA – Failure Mode and Effect Analysis. A process of examining every possibility of failure and implementing 

ways to prevent such failure. Spelled “FMEA” but often pronounced “FEMA”. 
FMLA – Family and Medical Leave of Absence 
FOB – Foot Of Bed 
FR – Fire Retardant 
GJT – the organizational code for the DDC in Grand Junction, Colorado 
HD – Home Delivery 
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HMI – Human-Machine Interface 
HOB – Head Of Bed 
HSR – Hub Shipment Report 
i7, i8, i10 (I Series) – the Innovation Series of Sleep Number 360 beds. “The ultimate in temperature balancing 

comfort. Combines pressure-relieving support and cooling technology.” 
iLE – Innovation Limited Edition 
ISPA – International Sewn Products Association 
JIT – Just-In-Time 
JSA – Job Safety Analysis 
JRS – Job Routing Sheet (see Discrete Job Routing Sheet) 
K1, K2 – the Kids Series of Sleep Number 360 beds 
KPI – Key Performance Indicator 
L&P – Leggett & Platt. A supplier for bed-related materials. 
LPN – License Plate Number. A number (and barcode) assigned to an item or set of items. 
LTL – Less than Trailer Load. Sleep Number uses a third-party shipper to transport orders when there aren’t 

enough orders in that area to fill a trailer. The third-party shipper holds the order until there are enough 
items (from various other companies) to fill their own trailer, then they ship. It is a more cost-effective 
method to transport orders, but it runs the risk of taking a very long time to get the order to the customer 
and the order could arrive damaged. 

M02 – the organization code for the manufacturing facility in Irmo, South Carolina 
M03 – the organization code for the manufacturing facility in Salt Lake City, Utah 
MD1 – the organization code for the ADC in Baltimore, Maryland 
MFG – Manufacturing 
Mod – Module 
MRB – Material Review Board 
MSE – Market Share Event 
MTS – Made To Stock 
NASDAQ – National Association of Securities Dealers Automated Quotation. A stock market. 
NVA – Non-Value Add 
OEE – Overall Equipment Effectiveness 
OF – Order Fulfillment 
OSHA – Occupational Safety and Health Administration 
OT – Overtime 
OTJ – On The Job. Most commonly used in the phrase “on-the-job training”. 
p5, p6 (P Series) - the Performance Series of Sleep Number 360 beds. “Enhanced pressure-relieving comfort.” 
PAW – Parts and Warranty 
PCB – Printed Circuit Board 
PCBA – Printed Circuit Board Assembly 
PDCA – Plan, Do, Check, Act 
PFA – Production Flow Analysis 
PFMEA – Production Failure Mode and Effect Analysis. A production variation of FMEA. 
PIT – Powered Industrial Truck (including forklift) 
PLC – Programmable Logic Control 
PM – Preventive Maintenance. Work the maintenance technicians perform. 
PO – Purchase Order 
PPE – Personal Protective Equipment 
PTO – Paid Time Off 
Q1, Q2, Q3 – Quality checkpoints to be performed by the Operator.  

Q1 = Inspect the product before working on it.  
Q2 = Inspect the work you are performing.  
Q3 = Inspect the product before passing it on. 

QA – Quality Assurance 
QB – Quality Bulletin 
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QVC – Quality Viewing Center 
RACI – Responsible, Accountable, Consulted, Informed 
RFI – Request For Information 
RFP – Request For Proposal 
RM – Regional Manager 
RMA – Return Material Authorization 
RPN – Risk Priority Number. An FMEA score determined by 3 factors: severity, occurrence, and detection. The 

higher the score, the more urgent the risk and the higher its priority. 
RSO – Rapid Sleep Onset 
RTS – Return To Stock 
s1, s3 (S Series) - the Value Series of Sleep Number 360 beds. 
SC – South Carolina 
SIQ – SleepIQ. A series of pumps that communicate with the SleepIQ mobile app. 
SKU – Stock Keeping Unit. The item/product number. 
SLC – Salt Lake City 
SME – Subject Matter Expert 
SNBR – Sleep Number’s stock market symbol. 
SNIP (also called SNIP Idea) – Sleep Number Innovation Program. Anyone in the facility can submit an idea to help 

improve the facility’s function and/or efficiency. That idea will be considered by Management and acted 
upon (if deemed feasible).  

SOP – Safe Operating Procedures 
SOP – Standard Operating Procedure. An older term for standard work/work instructions. 
Spec – Specification 
SQDIP – Safety, Quality, Delivery, Inventory, Productivity. The categories by which the facility measures and tracks 

its daily goals. 
SW – Standard Work 
TM – Team Member 
TPM – Total Productive Maintenance. Preventative maintenance work that the Operator performs on a daily basis. 
UAT – Unit At Test 
UOM – Unit Of Measure 
UT – Utah 
UUT – Unit Under Test 
VA – Value Add 
VP – Vice President 
WI – Work Instruction 
WIP – Work In Progress. The state of a product between RAW goods and a finished product. 
WMS – Warehouse Management System 
WOW – the recognition system to report excellent employees. 
ZLA – Zero Locator Audit 

Words & Phrases 
# 
1st Shift – the shift that normally operates from 6am to 2pm. 
2nd Shift – the shift that normally operates from 3pm to 11pm. 

A 
Accent Stitch – a decorative stitch on the border below the accent strip. 
Accent Strip – a narrow piece of fabric located between the border and top panel on I-series 360 beds. 
Accumulator – the area of a machine where extra material is stored to allow for un-synchronized movement. 
Adjustable Base – see FlexFit 
Adjustables – see FlexFit 
Air Chamber – inside the mattress it is the layer that fills with air, determining how soft or firm the mattress is. 
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Air Controls – the department within Sleep Number that assembles and tests air pumps. 
Air Pump – the machine responsible for inflating and deflating the air chamber within the bed. 
Alessandra, Alejandra, Alexander – see Needle Punch 
All Hands Meeting – a meeting everyone attends (at different times) to hear company-wide announcements and 

large changes in management/procedure. 
Andon – a system to notify management or maintenance of a quality or process problem. 
Application – the act of attaching something to something else. 
Approximately – not an exact measurement, but close. 
Ascent – a computer program that access Oracle. 
Assembly – a compilation of products/materials; parts put together. 
Atlanta Attachment – a company that produces a lot of our machines. 
Audit – a quality check. 
Auto Cell – automated cell. 
Automated – when a machine performs the majority of the work. 

B 
Back Order – when items are not in stock at a supplier and there will be extra lead time in delivery.  
Bagger – a person or machine that puts a product into a bag. 
Bailer – a machine that compacts material down into a bale. 
Bailing Wire – thick, easily bendable wire used to secure a bale. 
Band – flat, wide material used to secure items. Usually made of metal or plastic. 
Barcode Scanner (also called RF Scanner, Scanner, Scan Gun) – a handheld device used to scan barcodes and 

perform tasks related to inventory allocation. 
Base – see Foundation 
Batch – a group of materials or items for processing, shipping, or inspection. 
Batch Mode – an operation method on Gribetz quilters. 
Battery Watering – the act of filling a battery with water. 
Bed – a finished mattress and cover combination. 
Bin – a holding container that can be various sizes and made of various materials. 
Blow-Out – when material is not attached in its correct location during a process. 
Board – an electronic component that operates the pump. 
Bobbin – thread that is wound into a specific size to be placed in/on a sewing machine. 
Bobbin Housing – a case that holds the bobbin in the sewing machine. 
Border – the vertical perimeter of the bed cover. 
Border Prep – the area of the sewing floor that is responsible for cutting and sewing borders for beds. 
Bottleneck – the step in a process that takes the most time, that holds up production. 
Bounded Top Stitch – the accent stitch on either side of the corner seam. 
Box 1 – for foundations, the long box. 
Box 2 – for foundations, the flat, wide box (also called pizza box). 

C 
Capping – the process of attaching the top panel of the cover to the border. 
Cell – a collection of equipment that performs a specific set of processes. 
Chain Stitch – a type of stitch that links the previous stitch loop to the following loop. Cutting 1 loop can cause all 

stitches to be pulled loose. 
Chamber – see Air Chamber 
Chock – a triangular block wedged under the trailer wheels to keep the wheels from rolling. 
Clamp (also called Puck) – magnetic attachments affixed to the filler. 
Closing Seam – the seam on a border where the 2 ends are attached to each other. 
ComfortAir – subsidiary of Sleep Number. The company has been dissolved. 
Common Core Skills – a set of skills that we expect the operator to already have (they’re capable of pressing 

buttons, operating a screw driver, operating a sewing machine, etc.). 
Communication Card (also called Comm Card) – usually used in equipment to provide communication from 1 

system to another. 
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Compliance – adhering to specific requirements or federal guidelines. 
Component Deconstruction – the act of disassembling items into their original smaller parts. 
Continental Border – when the border of the bed wraps to the underside of the bed. 
Continuous Processing – see Pull Processing 
Corner Seam – any sewing seam that is located at the corners of a bed. 
Corolla – an older model of air pump. 
Corporate – the corporate office located in Minneapolis, Minnesota. 
Corrugate – reinforced cardboard that makes boxes and gaylords. 
Cover – the part of the mattress that encompasses the internal pieces. The part of the bed that the customer will 

see. 
Coverlet – a fabric covering (that usually matches the bed cover) that goes over the Sleep Number non-adjustable 

foundation. 
Crease – a fold or wrinkle in the cover that does not go away with normal assembly. 
Crevasse – the slit at the head of a bed to form the FlexTop mattress. Only found on bed sizes A or B. 
Customer-Facing – the side of the material that the customer can see. 
Cycle Count – a regularly scheduled counting of inventory items. 

D 
Decorative Stitch – see Top Stitch 
Defect – anything that is wrong with an item, material, product, etc. 
Detach – to take off/take away from something. 
Deviation – when a process or material is altered to accommodate a deficiency. See also: Substitution. 
Dimensions – the measurable length, width, height, depth, etc. 
Discoloration – when a material does not meet the approved color spectrum, either on a small part of the material 

or as a whole. 
Discrete Job Routing Sheet – paper identifier for materials to track Lot information and production data through 

the build process. 
Dock – a door used to load materials onto the trailer. 
Dock Lock – a locking system that secures the trailer to the dock. 
Double Serge – specific sewing equipment that sews 2 sides of material at the same time. 
Downtime – time that a machine is not running. 
Dozuki – the program used for creating and tracking work instructions. 
Drag Knife – a specific knife used on the Eastman C-125 cutter, used for thin materials. 
Dryer Sheet – see Needle Punch 
Dropped Stitch – when a thread is missing from woven materials; a defect that usually looks like a line in the fabric. 
DualAir – a sales term used to describe the fact that our mattress has 2 individual sleep settings. 
Dual Temp – an accessory product that allows for cooling or heating of the mattress. 

E 
E-Box – the complete controller assembly for the FlexFit foundation. 
East Building (also called Second Building) – a building across the street from the SLC main building that acts 

primarily as a warehouse. Most of the Order Fulfillment department is located there. 
Eastman – a manufacturer of cutting equipment, located in Buffalo, NY. 
Eastman Pro – the name of the software used to operate the Eastman C-125 cutter. 
Engineering – a department within Sleep Number that manages the processes, machinery, and tools used in 

operation. Heads up the Maintenance department and the Technical Writers. 
Ergonomics – designing and arranging things so people can interact with them most efficiently and safely. 
Error Code – a code that appears during pump testing if anything is wrong with the pump. 
Escalation – sending information up the chain of command. 
Eye – the small hole in the needle the thread goes through. 

F 
Feed Dog – the small plate with ridges under the presser foot that pushes material through the sewing machine. 
Filler – the material on the bottom of the cover. 
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Finished Goods – a completed assembly ready to be picked and shipped to a customer. 
Firefly K2 Pump – a pump used in the k2 Kid’s bed. 
Flashing – to reprogram a pump. 
FlexFit – a bed foundation that is adjustable to the user’s preference. 
FlexTop (also called Flex) – a type of mattress where the top 1/3 is adjustable on both sides of the bed. 
Flow – moving a product smoothly from process to process. 
Flush – completely flat against another surface. 
Foam – soft material that is created in a wide range of densities, shapes, and sizes. 
Foam Tub (also called Tub) – the part of the bed that provides structure, shape, and size. 
Forklift – a small automobile with prongs on the front used to move goods from 1 area to another within the 

warehouse. 
Foundation – the part of the bed that the mattress sits on. Sleep Number does not use box springs. 
FR Cap – a thin fire-retardant material that covers the entire bed under the mattress cover. 
FR Flap – see Needle Punch 
Fray – part of a fabric edge that has begun to unravel. 
French Seam – see Bounded Stitch. 

G 
Gaylord – a large box made of extra-strong corrugate. 
Gemba (also called Gemba Walk) – a Six Sigma term that translates to “Go See”. Immediately after the Standup, 

the managers and supervisors go on a Gemba Walk to various parts of the facility for inspection. 
Glasses – see Safety Glasses. 
Gribetz – a brand of quilting machine. 
Guide – a tool or machine part that helps a process stay within specifications. 
Gusset – a bed design element that provides the look of an expansion joint, usually on pillow-top beds. 

H 
Hazard – anything that could harm a person or a product. 
Heathering – when the material color is not consistent or solid. Usually several shades of the same color are found 

in 1 sample. 
Hidden Factory – operators are unknowingly performing small, extra things that aren’t necessary (like unpicking 3 

extra stitches on every border, switching out bad screws on pumps, wrapping hoses an extra time, etc.). 
Hose – the tube(s) that feeds air from the pump to the chamber. 
Hour By Hour – a board that lists the daily and hourly production goals, and as the day progresses the production 

manager fills in the actual production numbers. 
Hub – the unofficial term for distribution centers. 

I 
Inquiry – a request for information, usually within a software program. 
Inspection – examining a product for any defects. 
Install – to affix something to its correct location. 
Inter-Org – performing an inter-organization transfer. 
Inventory – item storage. 
Irmo – the manufacturing facility in South Carolina. 
Item Number – the identification number for that specific part/item. Also known as SKU or product number. 

J 
Jig – a custom-made tool used to control the location or motion of other parts or tools. 
Job Aid Card – a set of laminated cards that were a shortened version of a work instruction. We are no longer using 

job aid cards. 

K 
Kaizen Event (also called Kaizen) – an event where representatives from different departments come together to 

solve a problem within the company. 
Kanban – a system of replenishment to help improve efficiency. 
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Kata – a method of continuous improvement using PDCA (plan, do, check, act). 
Kitting – to compile a series of items into a kit. 

L 
Label (also called FOB Label) – a heat-sealed label on the foot of bed that has the type of bed on it. 
Labor Day Sale – the company’s biggest sale of the year. 
Laser Cutter – a machine that uses laser energy to cut material. 
Law Label – the label sewn into the head of bed that contains legal specifications and warnings. 
Lazy Susan – a rotating table. 
Lean Manufacturing (also called Lean) 
Legacy – older models of beds; anything that isn’t part of the 360 series. 
Leggett & Platt – a company that produces a large amount of our raw materials. 
Lift Table – a table that can raise and lower. 
Locator – a specifically labeled area for storage within the warehouse. 
Looper – the bottom half of the sewing process that creates loops for the needle to pull thread through. 
Loose Thread – any thread that is not securely sewn into the material. 
Lot Controlled – managing inventory by batches of products instead of by individual products. 
Lot Number – a number assigned to a batch of products. 
Lubrication – when a friction-reducing substance is applied to an object to reduce wear, drag, or damage. 

M 
Maintenance – a department within Sleep Number that is responsible for the upkeep and functionality of 

machinery.  Managed by Engineering. 
Manual – performance of operations by hand; not using a machine (as much). 
Margin – a specified area of the perimeter. Also, the parameters a product must fall within to be accepted. 
Material Handler – see Water Spider. 
Matrix – a grid or table used to display data in a structured format. 
Merello – the automated bagging machine used in the ADC. 
Minibed (also called Mini) – a 12” cube (approximately) of a mattress that is displayed at Sleep Number stores so 

customers can compare bed heights and densities side-by-side. 
Miter – to cut fabric at an angle before sewing a corner seam. 
Module – usually an interchangeable object in a system that enacts a certain part of a process. 
Motor Crimp – a process in Air Controls of joining an electrical connector to the wire of a motor. 

N 
Needle – the small metal rod that guides thread in and out of fabric. 
Needle Punch (also called FR Flap, Alessandra/Alejandra/Alexander) - a fire-retardant material that is sewn into the 

mattress cover to block the slits in the filler. 
Non-Value Add – any item or process that does not add value to the finished product. 
Notch – a cut in material (usually in a V-shape) where material is removed. 
Nut – a small metal piece that holds a screw or bolt in place. 

O 
One Piece Flow – see Pull Processing 
Operation – a process that is adding value or inspection value to an item. 
Operator – the person performing an operation in the system. 
Oracle – a software control package for BOMs, Discrete Job Routing Sheets, and reports. 
Order Fulfillment – a department within Sleep Number that is responsible for packing and shipping orders. 
Orientation – in reference to location and directions, the context necessary to operate accurately and correctly. 
Overlap – when 2 materials meet or are joined in a way where there is extended contact between a bottom and 

top surface. 
Overlock – a type of stitch used around the edge of a material to finish it and prevent fraying. 
Overpack – items in an order or shipment that are too small to ship individually, so they are packed together in a 

box. 
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P 
Pack Line – an area within Order Fulfillment that picks finished goods and physically packs them into boxes. 
Packing – the act of filling a box. 
Pallet – a short platform used to transport goods. 

  
Panel – the material(s) that makes the top section of the bed cover. 
Passport – a method of training employees on processes. When they were fully trained on a process, they received 

a “passport.” We are no longer using the passport system to train. 
Perimeter – the outside edge of a material, or the surrounding edge of the bed. 
Picking – in Order Fulfillment and the ADC, the act of locating items in inventory and moving them so they can be 

assembled/packed/shipped. In Sewing, the act of removing a stitch by cutting thread loops. 
Pillow Top – a type of mattress that has a pillow-like top layer. 
Pinning – joining 2 materials with a pin to allow for more accurate sewing. 
Piping – any material that is used to fill binding tape to give the look of fullness. Used on the faux gusset process. 
Placement – an object’s location or orientation, in reference to connected or nearby objects. 
Pleat – when a material is folded over on itself. 
Plotter Pen – a marking tool used on the Eastman C-125 cutter. 
Plotter Pen Tool – the software designation of the plotter pen on the Eastman C-125 cutter. 
Poka-Yoke – the pinnacle of process system control, where the operation cannot be completed in a manner that 

yields a defect. 
Power Cord Kit – a subassembly of materials that includes the power pump cord, within the Air Controls 

department. 
Presser Foot – the component on the sewing machine that presses down on the material while the needle and 

looper cycle through to complete a stitch. Some sewing machines use the presser foot to advance 
material between stitches. 

Production – the manufacturing team used to create a product. 
Puck – see Clamp 
Pucker – see Pleat 
Pull Processing – a system of manufacturing that builds material only as fast as the next step in the process can 

cycle its steps. Sometimes called continuous processing or one piece flow. 
Pump – see Air Pump. 
Punch Tool – a tool that cuts holes out of a given material. 
Put Away – the act of taking received or finished goods and storing them in the warehouse. 

Q 
Quality – a department within Sleep Number that is responsible for setting and upholding parameters for 

acceptable items and processes.  
Quarantine – the isolation of an item or set of items for further inspection. 
Quilter – a machine that combines a series of fabric and foam layers, then sews a decorative pattern into them. 

R 
Rack (also called Racking) – a series of metal shelves used for storage. 
Rail Foam – a long, rectangular foam piece that makes up the perimeter of the foam tub. 
Raw – a term for materials that have not been altered or processed yet. 
Reboxing – taking items out of a damaged box and packing them into a new box. 
Refurbish (also called Refurb) – see Salvage. 
Remote – an item or process that performs a task from a distance. 
Rework – the process of taking apart unacceptable work and redoing the work to match acceptance criteria. 
Robopac – a commercial name for the automated pallet wrapper. 
Robotic Arm – a machine that performs automated tasks. Shaped like an arm. 
Rolled Foam – any foam that is provided by the supplier in a rolled and wrapped form. 
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Rollers – a conveyor comprised of low-friction rolling bars. 
RV Bed – a bed size and model specifically designed for mobile applications (i.e. campers, trailers, RVs) 

S 
Safety Glasses – eye protection that must be worn in the sewing area. 
Safety Vest – a reflective vest that increases visibility that must be worn in any area where forklifts can operate. 
Salvage – inspecting returned foundations and pumps to determine what is of good enough quality to re-sell as 

certified refurbished. 
Scarf – the curved groove in the needle. 
Scrap – any material that is not conforming to specification and cannot be used for production. 
Seam – where 2 materials are joined together. 
Second Building – see East Building 
Selvage – the machine-finished edge of a fabric. 
Serge – see Overlock. 
Sew Head – the part of a sewing machine that performs the sewing operation. A sewing machine usually consists 

of table/stand, motor, thread holder, and sew head. 
Sew Line – the area of the sewing floor that is responsible for sewing the panel, border, and filler together. This 

process takes place after Border Prep. 
Shank – the top section of the needle that is inserted into the sewing machine. 
Shipping Label – a label that provides information to the shipping company of the delivery location and tracking 

information. 
Shortage – when something comes up less than the desired quantity, generally material supply. 
Singer – a brand of sewing machine 
Singer 300U – a model of sewing head provided by the Singer company. 
Six Sigma – a statistical control tool for seeing the reliability of a process or system. Often used for continuous 

improvement. 
Skid – a short platform with no bottom deck, used to transport goods. 

  
Skip – when a proper stitch is not formed and the 2 threads are not interconnected. 
Slack Bar – a bar that helps in managing excess material between operations, to prevent bunching or tugging. See 

also: Accumulator. 
Sleep Number Setting – a number between 0 and 100 that indicates how soft or firm the mattress is. 
SleepFeed – website for approved content to share on personal social media. 
SleepIQ – a program that measures how well you slept during the night. 
SleepIQ Score – a number between 0 and 100 indicating how well you slept during the night. 
Slider – see Zipper Slider 
Slit – a cut in material where no material is removed. 
Smart Bed – a Sleep Number bed that contains a software system which collects data and provides feedback. 
Snag – when a piece of material has been caught by a foreign object, usually causing an abnormality in the 

material. 
Soft Phone – a phone system on the computer, requiring no physical telephone. 
Soiled – when there is dirt, grease, etc. on the material. 
Solenoid – the use of electrical energy to control a mechanical operation. 
Solvent – a liquid solution to help break down and remove another chemical. Often used to clean discoloration. 
Sorting – the process of setting things apart from one another based on specific criteria. 
Splice – joining 1 piece of material to another. 
Squared – when something is at a 90-degree angle. 
Staging – an area used to store or prepare material for a process. 
Stain – an unwanted dyeing or color change in an item. 
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Standard Work – a document that dictates how a process is performed and provides reference material for specific 
instructions. 

Standup Meeting (also called Standup, Daily Standup) – a meeting held at 8:30am for 1st Shift and 4:00pm for 2nd 
Shift where managers from each department meet to track progress and discuss immediate needs. 

Stitch – the specific pattern a thread makes by forming loops. 
Streak – an elongated stain or mark on material. 
Strip – a long, thin piece of material. 
Subassembly – a set of combined products that is not the finished product. 
Subinventory – a sub-category of locations within the inventory system. To perform a subinventory transfer is to 

move items around within an inventory code/status without them ever leaving that code/status. 
Substitution – exchanging 1 material for another, usually called a Deviation or engineering change. 
Supplier – a company that provides Sleep Number with materials, machines, tools, etc. 
Supply Chain – a system of resources and processes that converts raw materials into a customer-purchased 

product. 
Surface – a single side of an object or material. Usually the customer-facing side of a material. 
Surgeon’s Knot – a double knot with a twist. 

 
Swath – a large amount of fabric. 

T 
Takt Time – the calculated time a process should be performed in order to meet production goals. 
Tape Machine – an automated or semi-automated machine used for sealing boxes with tape. 
Task – the objective to accomplish within a process. 
Technician – someone with a technical background who is managing more complicated equipment. 
Telnet – the name for Oracle on the barcode scanners. 
Test Stand – the location where air pumps are tested. 
Third Building – the third location that makes up the Salt Lake manufacturing facility which is used as a warehouse. 

Connected to the East building. 
Thread (noun) – a series of fibrous strands that make up a longer strand. 
Thread (verb) – the act of leading material (usually a thread) through various points on a machine. 
Tick – the material that makes up the panel. 
Tilt Table – a table that can be mechanically lifted on 1 side to help flip a mattress over. 
Time Out – when a machine or piece of equipment faults due to an operation that has not been completed within 

an allotted time. 
Tolerance – the amount of acceptable variance from the standard measurement 
Top Stitch – a decorative stitch on the panel above the border. 
Trailer – the storage area of a freight truck. 
Transaction – the movement of material within Oracle from 1 part of the production process to another. 
Transfer – to move a material from 1 area to another, whether electronically or physically. 
Tribal Knowledge – knowledge that is passed verbally and is not documented. 
Trim – the decorative edge of a material. 

U 
-- 

V 
V-Gusset – a method for making gussets in I-series beds that requires notching and sewing corners. 
V-Notch – the method and equipment for notching corners to be sewn for V-Gusset. 
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Value Add – a process or amount of time that adds value to the end product 
Value Stream – the flow or process that adds value to an object. 
Valve Box – the housing for the pump. 
Variation – any change from the approved criteria. 
Verify – to make sure a product or piece of information is accurate. 
Vertical Integration – Sleep Number’s business model. An arrangement in which the supply chain of a company is 

owned by that company.  
Vest – see Safety Vest 
VibraFeed – a machine that lines up and feeds zipper sliders for installation. 
Voice Cable – a cable located on the SIQ pump test stand for testing the voice controls on an X-12 pump. 

W 
Waste – a material or process that doesn’t contribute to the end product. Sleep Number’s goal is to minimize or 

completely eliminate waste. 
Waterfall – a cover style where the top panel extends down the sides of the bed. 
Water Spider (also called Material Handler) – a person who is dedicated to keeping production lines stocked with 

supplies. 
Wave – a list of customer orders. 
Wavy Stitching – a line of stitches that is not sewn straight or that does not appear parallel to some other aspect of 

the bed. 
Wave Coordinator – the person who receives a wave and assigns tasks to the team. 
Wave Planner – the person who sorts and prioritizes customer orders within a wave. 
Weight Scale Taring – when a scale is zeroed to discount any container or item that is currently on the scale. 
Wink – the name of Sleep Number’s intranet. 
Wire Crimp – an electrical terminal that is installed on the end of a wire for making connections. 
Work Instruction – the document that addresses a process sequence and defines specific steps to be performed to 

create the desired product. 
Wrap – to surround an object with plastic, whether manually or automatically. 

X 
X-12 – a type of SIQ pump. 

Y 
Yard (location) – the parking lot and all storage areas located outside. 
Yarn – a specific kind of fiber that is made into long strands. 

Z 
Z Rack – a storage bar that has a base in the shape of a Z. Used for holding materials in Sewing. 
Z-Straps – straps worn on shoes to diffuse any static charge. 
Zero Locator – the process of auditing the warehouse. An Inventory Control Analyst inspects each locator within 

the warehouse, verifying that each locator that is labeled as empty in Oracle is actually empty, and 
making note of any locator that is physically empty but shouldn’t be. A second analyst then takes the list 
of inaccurate locators and resolves them 1 at a time. 

Zipper Slider – the piece that opens and closes the zipper 
Zipper Tape – the strip of fabric on either side of the zipper 
Zipper Teeth – the small pieces that interlock to keep the zipper closed 

 

Tape 

Teeth 

Slider 
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