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WOLFFWARE INTRODUCTION 
 

Wolffware will be MP Nexlevel's way of tracking jobs in real time, while COINS is still being 

processed. Since MP is now a publicly traded company, investors will need up to date financials 

to decide what to do in the stock market. Tracking jobs in real time is how the investors will get 

the information they need to make a financial decision with the stock. 

ACCESSING WEBAPPS 
 

To access Wolffware, you will open a browser (Chrome, Edge, Firefox, or Safari) and navigate to 

the webapps link. 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Webapps on the bookmark toolbar. 

2. Click on the Wolffware button on the top right of the window. 

 

3. You can also access WolffWare by clicking the Jobs button. 
4. Clicking on WolffWare Production Management. 

 

5. You will then log in with your Time Entry credentials. 
 

 

Back to Table of Contents  
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PRODUCTION 

ACCESSING WORK ORDERS 

1. Once logged into WolffWare, begin searching by entering the information into the field 
you want to search by. For instance, Job number, Job Status, Project Accountant, etc. 

 

2. Click Refresh. 

3. You will see the list of records from the criteria you entered the search box(s). 

In this example, the search criteria is active jobs in Job Status field and N/A as the Project 
Accountant. 

Tip: You can click the star next to the left of the job record to mark it as a Favorite. Then you can check the 
box for Favorites only, click Refresh and you will only see those records. 

4. Click on the job record open the record and see the workorders under this job. 

5. You can search for a specific Work Order (WO) by entering criteria and hitting Enter. 

In this example, the search criteria is the word little in the WO Name field. 

 

6. Click on the WO to open it. 

 

 

 

 

 

 

 

 

          Back to Table of Contents  
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UPDATING WORK ORDERS 

1. Inside the Work Order (WO), you can update the Work Status field by choosing from 
the drop down. 

 
2. Click on the drop down for Billing Status and update to the appropriate option. This 

will tell the Project Accountant they should be billing the job. 

 

3. In the Notes section, please enter any notes relating to the job. 
Examples would be: 05/25: Ask CTL for boring permit, -BA- 

    05/26: Job complete, ready for final billing 

4. To add documents to the WO, click on the Picture Icon at the bottom of the screen. 

 
5. You can either drag and drop the file in the box or you can click anywhere inside the 

blue box and navigate to the file with File Explorer. 
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6. Clicking the Pencil icon will allow you to edit the address in the WO. 

 
7. After you have made the desired changes, click Update. 

 

 

 

 

 

 

          Back to Table of Contents  
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CHECKING PRODUCTION FROM TIME ENTRY ON A SPECIFIC WORK ORDER 

1. Click the Production button at the top of the window. 

2. You will be able to see all the production entries for this Work Order (WO). 

3. Click the New Entry button to add a new record. 

 

4. In the above example, MP Nexlevel is the Resource. You can click the X to delete MP 
Nexlevel and click the drop-down arrow to add a new Resource. 

5. To add an invoice, you can either drag and drop the invoice in the blue box or you can 
click anywhere inside the blue box and navigate to the file with File Explorer. 

IMPORTANT: WolffWare gives you a limited amount of time to make changes to an entry. 
If any production needs to be changed after the entry closes, the only way is to reverse it 
is to show a negative entry. Example: if you bored 100ft less then what was on 
production, you will have to make a production entry with BM60(1.25)pd = -100. This will 
show you had a hundred units of BM60 fall of the job since the last WIP meeting. 
Accuracy is key when entering production. 

 

 

 

 

          Back to Table of Contents  



8 

LOGGING PRODUCTION USING WORK ORDERS IN WOLFFWARE 

1. Access the Work Order (WO) you need to enter Production. 

2. Click the Production button at the top. 

3. Click New Entry to create a new production entry. 

 
4. Enter the date of production. 

a. Work Date – date the entry is made. 

b. Posted Date – date the production will go in as. 

5. If there is a Sub, enter the Invoice # in the Sub Invoice field and drag and drop the invoice 

in the blue box or you can click anywhere inside the blue box and navigate to the file with 

File Explorer.  

6. Choose the Yard the material came from the drop down, if applicable 

7. Select a Resource from the drop down before entering the units. This is a Sub or the yard 

if MP. 

8. Fill in the information if you see the unit is already listed for the job. 

9. To add a unit if needed, you can search for it in the Additional field, enter the quantity 

and click Add Item. 

 

 

Back to Table of Contents  

10001 JOHN DOE 

 



9 

CHANGING PRODUCTION IN WOLFFWARE 

1. Any changes or deletions needed in Production need to be right away. There is a small 

window where changes can be made, before it is permanent.  Corrections need to be 

made by the following Tuesday at 12:00pm for your weekly production to flow accurately 

to Suzee. 

2. If a correction needs to be made outside the editing window, you will need to create an 

entry in the current period. 

EXAMPLE: 

 Charge 3 more units of BM21-DLC then we should have the prior week. 

 Set the quantity to a negative, which takes those 3 units of BM21-DLC away from last 

week’s production. 

 Enter a note explaining the change and why it was needed. 

 

 

 

 

 

 

10001 JOHN DOE 

 



10 

          Back to Table of Contents  



11 

ENTERING PRODUCTION THROUGH TIME ENTRY 

Using Time Entry, versus entering production into WolffWare, allows you to enter the production 

and an employee’s time simultaneously. 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Time Entry on the desktop and on the bookmark 
toolbar. 

2. Click on the Time Entry button on the top right. 

 

3. Enter your login credentials.  
Note: If you do not know your login credentials, please contact the IT department at 320-
963-2890. 

4. Click on Multiple Entry (Grid) from the left side menu. 

 

5. Select the Date you are entering production for. 

6. Click on the Crew field and a search box opens. 

7. Click to uncheck the Use Taglist box. 

  

https://webapps.mpnexlevel.com/
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8. Use the search box to look for the manager/supervisor’s name. 

9. Click the green plus sign to add them to your Taglist. You can repeat this step to add 
multiple people. 

 

10. Once finished adding names, check the Use Taglist box again. Now you will only see the 
names you have chosen. This list will make it easier when entering the crew. You can 
make changes at any time. 

11. Click on the appropriate Crew name.  

12. Click the red X to close the search box. 

13. Click the drop down to choose what type of record you need to enter. i.e. Job Labor, 
Equipment Use, etc. 

14. Click the ADD ROW button.  

 

Note: As you click on the different fields, you may want to create a Taglist for each one, just 
as you did above under crew. This will save time when making entries in the future.  

Employee: You can add multiple employees to one record if they have worked the same 
hours and worked the same work order.  

Job Number: Search job number by simply typing it in search and press Enter. 

Phase: Select a job phase code from the list and press Enter. 

Work Order: Select work order from list. 

Pay Type: Default is R for regular pay. This can be changed to overtime or double pay by 
clicking the drop down for this field. 

Equipment: Select the equipment from the list. You are able to select multiple pieces of 
equipment if they use the same phase code and work order. 

Start Time: Enter the start time for the day. 

End Time: Enter the end time for the day. 

Lunch: Check this box if the employee(s) to a lunch. Time will automatically be adjusted. 

Per Diem: Only check this box if the employee(s) qualify for this. 

Night Rate: Only check this box if employee(s) are working overnights. 
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Here is an example showing how to enter multiple employees and equipment to the same record.  

 
15. Click on the blue puzzle piece to the right of the record to enter production. 

 

16. The production page opens. Enter all quantities that have been done for this specific day. 

17. Click the Attachments button to add any backup for the production entered. 

Tip: check the box “Only WO Units” if you want to narrow down the specific production 
units for this Work Order. Otherwise you can search any production unit in the search bar. 
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18. Click the red X when finished. 

19. Repeat steps 14 through 18 until all employee’s time and production has been entered. 

20. Click the Submit button. 
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ENTERING PTO IN TIME ENTRY 

You can use Time Entry to enter your paid time off in the same way you enter Job Labor and 

Production. 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Time Entry on the desktop and on the bookmark 
toolbar. 

2. Click on the Time Entry button on the top right. 

 

3. Enter your login credentials.  
Note: If you do not know your login credentials, please contact the IT department at 320-
963-2890. 

4. Click on Multiple Entry (Grid) from the left side menu. 

 

5. Select the Date for your PTO. 

6. Click on the Crew field and a search box opens. 

7. Click PTO from the drop down box. 

https://webapps.mpnexlevel.com/
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8. Click the Add Row button. 

9. The Overhead section now appears. Enter your Employee Number, Start Time, End Time 
and any relevant notes. 

 

10. Click Submit. 

 

 

 

 

 

 

 

 

 

 

          Back to Table of Contents  
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ENTERING ON CALL TIME IN TIME ENTRY 

Entering time for being on call is similar to entering time for PTO. The pay adjustment for being 

on call will automatically be applied based on employee number and job title. 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Time Entry on the desktop and on the bookmark 
toolbar. 

2. Click on the Time Entry button on the top right. 

 

3. Enter your login credentials.  
Note: If you do not know your login credentials, please contact the IT department at 320-
963-2890. 

4. Click on Multiple Entry (Grid) from the left side menu. 

 

5. Select the Date for your On Call time. 

6. Click on the Crew field and a search box opens. 

7. Click On Call from the drop down box 

https://webapps.mpnexlevel.com/
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8. Click the Add Row button. 

9. The Overhead section now appears. Enter your Employee Number and any relevant 
notes. 

 

10. Click Submit.  This will create an entry for the whole week you are on call.  It is not a daily 
task/entry. 
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SUB PRODUCTION IN TIME ENTRY 

Now that jobs are going to be tracked in real time, the sub work also needs to be tracked in real 
time. All sub production needs to be entered as frequently as possible. 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Time Entry on the desktop and on the bookmark 
toolbar. 

2. Click on the Time Entry button on the top right. 

 

3. Enter your login credentials.  
Note: If you do not know your login credentials, please contact the IT department at 320-
963-2890. 

4. Click on Multiple Entry (Grid) from the left side menu. 

 

5. Select the Date you are entering production for. 

6. Click on the Crew field and a search box opens. 

7. Make sure you are on Job Labor and click Add Row to bring up a blank Job Labor record. 

 

8. Enter any employee number on your crew with no hours. 

9. Enter Job Number. 

10. Enter the phase code that correlates to the work completed. 

https://webapps.mpnexlevel.com/
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11. Enter Work Order number. Nothing else needs to be filled out on this line. 

12. Click the blue puzzle piece to enter production. 

 
13. Click the drop down to change the Resource to the correct sub. 

 

11. Enter all quantities that have been done for this specific day. 

12. Click the Attachments button to add any backup for the production entered. 

Tip: check the box “Only WO Units” if you want to narrow down the specific production 
units for this Work Order. Otherwise you can search any production unit in the search bar. 
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14. Click the red X when finished. 

15. Repeat steps 7 through 14 until all sub production has been entered. 

16. Click the Submit button. 
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TIME APPROVAL 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Time Entry on the desktop and on the bookmark 
toolbar. 

2. Click on the Time Entry button on the top right. 

 

3. Enter your login credentials.  
Note: If you do not know your login credentials, please contact the IT department at 320-
963-2890. 

4. Click on Time Approval from the left side menu. 

 

5. Click on a job entry you want to review and approve. 

  

https://webapps.mpnexlevel.com/
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6. When the job opens, you will see the employees time at the top section and production 
at the bottom section, if applicable. 

 
7. To make changes to a time entry record, click the Edit next to the record you want to 

change. 

8. To make changes to production, click the pencil icon next to the record you want to 
change. 

9. Click the blue piece to add additional production. 

10. Check the white check box(s) to approve time and/or production.  
Note: the top check box will select all entries for that section. 

 

11. Click the Approve button to approve the entries you have chosen. 

 

 

 

 

 

 

          Back to Table of Contents  
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INVENTORY 
ACCESSING INVENTORY IN WOLFFWARE 

1. Once you have a browser open, enter https://webapps.mpnexlevel.com and press Enter. 
Tip: Laptops are setup with a shortcut to Webapps on the bookmark toolbar. 

2. Click on the Wolffware button on the top right of the window. 

 

3. Begin searching by entering the information into the field you want to search by. For 
instance, Job number, Job Status, Project Accountant, etc. 

4. Click Refresh. 

5. You will see the list of records from the criteria you entered the search box(s). 

Tip: You can click the star next to the left of the job record to mark it as a Favorite. Then you can check the 
box for Favorites only, click Refresh and you will only see those records. 

6. Click the Inventory button at the top of the window. 

7. You will now see the inventory for that job. 

 

 

 

 

 

 

          Back to Table of Contents  
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INVENTORY REPORTS 

When you get into the inventory area of WolffWare, you have different options at the top of the 
window. Below provides information on the sections that will be most important to you. 

The reports section is where you can see information pertaining to inventory on a particular job. 

1. Click Reports button. 

2. You will now see several more options. You can click the option you want to see a report 
for that job number. 

 

Inventory Levels: This report will allow you to see what the current inventory underbilling is 
for the job. This report can be sorted by yard and part by using the drop-down arrows. 

Click the date you want to see the value for. Scroll all the way to the bottom to see the total 
balance of inventory.  

 

 

  Tip: Click the above image to go to the Work Order Financials section. 

  

Click here to pick a date. 
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Inventory Usage: The report allows you to see the amount of inventory used in a specific time 
period.  

If you want to see from the start of the contract, leave the field on the left blank and put 
today’s date in the field on the right. 

 

Inventory Added: This report allows you to see the amount of material added throughout a 
specific time period.  

Choose the two dates you would like to use and click Refresh. The total will be at the bottom. 

 

 

 

 

 

 

 

 

 

          Back to Table of Contents  

Click here to pick a date. Can leave blank or pick a start 

date. 

Can leave blank or pick 

a start date. Click here to pick a date. 
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INVENTORY TRANSFERS 

1. Begin searching by entering the information into the field you want to search by. For 
instance, Job number, Job Status, Project Accountant, etc. 

2. Click Refresh. 

3. You will see the list of records from the criteria you entered the search box(s). 

Tip: You can click the star next to the left of the job record to mark it as a Favorite. Then you can check the 
box for Favorites only, click Refresh and you will only see those records. 

4. Click the Inventory button at the top of the window. 

5. Click the Transfer button. 

 

6. Complete the fields as follows: 

a. Yard – yard material is currently location. 

b. Transfer Yard – yard the material is going to. 

c. Part – material being transferred. 

d. Quantity – amount being transferred. 

e. Date – date the transfer took place. 

7. Click Transfer to submit the change. 

 

Transfer History section lists all past transfers. This can be sorted by any of the available fields. 
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REPORTS 
MONTH END REPORTS 

1. Once logged into WolffWare, begin searching by entering the information into the field 
you want to search by. For instance, Job number, Job Status, Project Accountant, etc. 

 

2. Click Refresh. 

3. You will see the list of records from the criteria you entered the search box(s). 

In this example, the search criteria is active jobs in Job Status field and N/A as the Project 
Accountant. 

Tip: You can click the star next to the left of the job record to mark it as a Favorite. Then you can check the 
box for Favorites only, click Refresh and you will only see those records. 

4. Click the Reports button. 

5. Click the report you would like to run. 

 
6. Enter the dates for your report. 

 
7. Click Refresh. 
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PRODUCTION OVERVIEW 

This report allows you to see all the production for the job in any time period. The report can be 
grouped by the resource/did the work, the different work order, and if the job has different tasks. 

 

1. Click on Production Overview button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh. 

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Use the Group by section to group the records by a certain criteria. Leaving this blank will list 
all production for that job unsorted. 

9. Check the box of your choice. 

 

10. Click Refresh. 
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INVOICE BILLING 

This report allows you to see all invoices entered for a job. You will have several options to sorting and 
filtering your report. 

1. Click on Invoice Billing button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh. 

4. You can view records by work order. Click the Magnifying Glass icon to search for a work 

order. 
 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Use this section to filter the report for specific information and/or group the information by 
Resource, Work Order, Task and/or Job Number. 

 

9. After you have made your choices, click Refresh. 

10. The top of the invoice will display the following information: 

a. Invoice number 
b. Sub Invoice number (if applicable) 
c. Date the invoice was entered 
d. Date the invoice was approve 

 

11. The Billing Qty / B Extension and Approved Qty / A Extension sections should match. If they do 
not, data was either entered incorrectly or the customer rejected some of the units. 
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INVOICE SUMMARY 

This report shows a summary of all the invoices entered on the job. 

1. Click on Invoice Summary button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh.  

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Use this section to filter the report for specific information. 

 

9. After you have made your choices, click Refresh. 

10. This report does not have the same details from the Invoice Billing section. This report is for 
finding the overall value of the invoices. 
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CUSTOMER BILLING 

This report shows the production versus the amount billed on each work order. 

1. Click on Customer Billing button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh.  

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Use this section to filter the report for specific information. 

 

9. After you have made your choices, click Refresh. 

 

 Production Qty:  The total amount of production entered in a given time period per unit. 

 Total Rate:  The rate we took the unit as in production. This should be the same as the billing 
rate. 

 T Extension:  The total dollar value of production we are making with that unit and quantity. In 
the above example, we have not yet billed this job. The T Extension and B Extension do not 
match, and there are units remaining. 

 Billing Qty:  This is the amount of that unit we have billed.  

 Bill Rate:  The rate we billed or will be billing for that unit. This should match the total rate. 

 B Extension:  The total dollar amount we billed for that unit. If the B Extension and T Extension 
match, then we have billed 100% of that unit. 

 B Remaining:  The number of units we have left to bill on the job. 

 Totals for T Extension and B Extension:  If these numbers match, then the job is fully billed out. 

          Back to Table of Contents  
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UNDERBILLING 

This report allows you to see the overall underbilling per work order. You can see which jobs have 
underbilling on them and see the overall underbilling on the job. This is not a detailed per unit report. 

1. Click on Underbilling button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh.  

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. If you see a value of zero, the job has no underbilling. You can scroll to the bottom of the 
report to see the grand total 

 

 

 

 

 

 

 

          Back to Table of Contents  



39 

RESOURCE PRODUCTION 

This report allows you to see the overall labor for a time period. The report can be filtered by sub-
contractors or in house only. 

1. Click on Resource Production button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh.  

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Grouping by All allows you to see the overall amount of labor done during a specific time 
period. 

MP Extension: this column shows the total labor done during the time period.  

Cost Rate: this column shows what the subs are receiving if there is any sub contractor labor. 

Cost Extension: this column shows the subs total for that unit. 

Spread: The dollar value made off of that one unit. 

Margin: The sub margin for that one unit. 

Totals are listed at the bottom of the report. The Spread, Margin, Hours and Run Rate will not 
populate in the “All” report. 

Note: You can only have an open date in this report if the job is starting after 5/28/21. If you 
have an open date in the left box, the report will take the MP hours from the start of the job, 
but only have the production since the job was added into WolffWare. 
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9. Grouping by MP Labor shows the total amount of MP labor done during the time period. 
The Hours and Run Rate columns will populate. Totals are again listed at the bottom of the 
report. 

 

10. Grouping by Subcontractors will show the cost extension (what we will pay the subs for their 
production). 

 

11. You can use the Group By options shown above to customize the sort just as you could in the 
other reports. 
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WORK ORDER FINANCIALS 

This report allows you to see a job’s underbilling, billing to date, material to date, when the job was 
last worked, when the job was last billed and the number of units the customer approved prior to 
working on the job.  

1. Click on WO Financials button. 

2. Enter the date ranges you want to see. 

 

3. Click Refresh.  

4. You can view records by work order. Click the Magnifying Glass icon to search for a work order. 

 

5. You can pick a work order from the list or enter the work order number in the search box and 
click Search. 

6. Click on the work order to see the records. 

 

7. Click Refresh. 

  

Leave blank to 

see all records 

prior to the 

end date you 

choose. 
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8. Scroll across to find the Unbilled Production and Unbilled Material columns. 

 

Unbilled Production: This is a combination of the WIP, jobs ready to bill but not sent to the 
customer and billing submitted for approval for some jobs. 

Billing Submitted: Billing that was billed in the customer’s system (Bidmater, JobTracs, etc.) but 
is not yet approved. Once the job is invoiced, the job will come off the underbilling. 

The material is already part of the production and billing. For example, for the $6,062.20 of 
production, $244.70 of it is material. Material is included in your underbilling. You will want to 
take the total unbilled production + total billing submitted + current inventory level = 
underbilling. To find your current inventory level, use the steps found in the Inventory Reports 
section on page 25 of this document. 
 

Other Fields in Work Order Financials 

 

Approved Labor: is labor the customer approved on the job. If the job requires change orders, 
this should match the overall billing on the work order. 

Approved Material: the material the customer approved on the job. 

Production to Date: all work that has been done on each work order. 

Labor to Date: how much of the production was labor. 

Material to Date: how much of the production was material. 

Billing Approved: the total amount invoiced for each job. 

Last Bill Submitted: the last billing we submitted to the customer. 

Last Bill Approved: the last billing the customer approved. 

Last Invoice: shows the last invoice on the work order. 

Last Production: the last time a work order was worked, or a production entry was changed. 

Invoice Total: total invoices for that job. This should match the total billing approved. 

Percentage Complete: percentage of the job complete for percentage of completion 
contracts. 
Note: any notes entered in WolffWare for the work order. 
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