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Access within the System

Each user on campus has been categorized into a particular user group, which provides them certain
permissions in the BP Logix system. Please see below for a brief overview of access granted to different
types of users:

Role Access Level

Requestor Allowed to enter a student transaction and view transactions they have
submitted

Approver Allowed to review and approve transactions assigned to them

Modes of Training

The Office of Human Resources understands that every individual has a different learning style. Please
see below for the various modes of training offered on this piece of the BP Logix system:

BP Logix Training (recorded 4/28/22): https://uwosh-
my.sharepoint.com/:v:/g/personal/lemkes uwosh edu/ER-BPp649IdEVNF7bI-
iklABQ5kgNfrNMatlp-GutY5Nkw

Homepage Tips

When you log in to BP Logix, you should see a homepage similar to this one. Please familiarize yourself
with the options on this page.

pinlplsig=0 * HR Dept. L+ UBO

UWO Forms | Tasks Assigned to Me | My Submissions | Logoff

.Gond Morning, Shannon

1. UWO forms - The BP Logix system will be used for multiple forms across campus. This tab lists all
the forms you have access to submit.

2. Tasks assigned to me - Requests listed here require your review and approval.

3. My submissions - All active and complete requests you have made can be viewed here.

4. Logoff - Use this link to ensure you securely log out of the system.


https://uwosh-my.sharepoint.com/:v:/g/personal/lemkes_uwosh_edu/ER-BPp649IdEvNF7bI-iklABQ5kqNfrNMat1p-GutY5Nkw
https://uwosh-my.sharepoint.com/:v:/g/personal/lemkes_uwosh_edu/ER-BPp649IdEvNF7bI-iklABQ5kqNfrNMat1p-GutY5Nkw
https://uwosh-my.sharepoint.com/:v:/g/personal/lemkes_uwosh_edu/ER-BPp649IdEvNF7bI-iklABQ5kqNfrNMat1p-GutY5Nkw

Step 1: Log into BP Logix

To log into the BP Logix system, you may follow the link below:

uwosh.bplogix.net

Your username and password are pre-set as your NetID.

Step 2: Navigate to the Student Employment Form

From your home page, click on “UWO Forms”. This will display all the forms you have access to. Click on
Student Employment Form.

Launch an Application
S,
Academic Staff Contract Renewal Form - As a supervisor, please complete this form to indicate renewal or nonrenewal of employee.
Access Reguest Form - To be filled out by anyone needing application access.
Business Tifle Change Request - Az a supervisor. please complete this form fo request a Business Title for your employee.
Personnel Transaciion Form - Employee Separation, FTE Change, Funding Change, Cverload/Lump Sum payment, Perm/Temp Base Adjustment, or University Staff Project Extension of Employment Date.

Student Employment Form (SEAF) - New Hires, Rehires, Terminations, Pay Increases. Lump Sum Payments, Time Approvers Updates, and Expected Job end Date Extensions.

Supervisor and Approver Update Form (SAL) - Please use this form fo update employee supervisors and time approvers. This form is NOT used for student employee time approver updates.

Step 3: Select the Transaction

Use the dropdown to select the type of transaction.


http://uwosh.bplogix.net/

UW ' OsHkosH
Student Employment Application

SEAF#: form not submitted
Submission Date: 3/30/2022

Good Morning, Erin Van Lyssel

Please choose a transaction type below.

Type of Transaction: | (seiect one

[Select One]

Employee Separation

Expected Job End Date Extension
Funding Change

Lump Sum Justification

Lump Sum Payment
New Hire

Pay Increase

Time Approver

Step 4: Fill in the Form

Fill in all the required information on the form for your transaction.

Helpful tips
Anything marked in red is a required field and must be filled in. The system will not push forward the request until
all required fields are complete.

Step 5: Submit for approval

Complete the recipient and approval section at the bottom of the form. Please fill in all required fields
and click “Submit Form” to submit your request. You will receive an automatic email from the system
acknowledging the request you have submitted.



Does this position require a CBC? | lo v

Attachments

MNew Hire Documentation Upload

Comments

Additional Comments:

Helpful Tips:
Once you have submitted the transaction form, the students will receive an automatic email with
information on how to complete their next steps, if applicable. They will be able to complete their

paperwork (direct deposit, hours agreement, etc.) online. They will still need to complete their 1-9
verification in person.

Human Resources will also receive an automatic email when you submit the transaction form. A

representative will begin processing your form and you can check the status at any time online in BP
Logix.

How to view active and/or completed submissions

You can view your requests at any time by clicking on the “My Submissions” link from your home
page:

.Good Morning, Shannon

Welcome to Process Director - Staging.

Online




You can use the following search fields and drop down menus to filter your requests:

My Submissions (3 items)

C} Ssearch

Create Dafe ==

Create Dafe ==

[EE | R

Process Status = Active v

=
[
=
m

PTF Overload/Lump Sum payment Shannon Lemke 1234 Submitted On 3/4/2021 1:35 PM

PTF Permanent/Temporary Base Adjustment Shannon Lemke 87243545 Submitted On 3/4/2021 12:05 PM

PTF Employee Separaticn (Resignation/Retirement/Termination) Shanncn Lemke 1234 Submitted On 3/3/2027 3:48 PM

You can also quickly view what approval step your request is on and when it was last updated from
this screen:

Running Task - Assigned to Author Last Updated

College, College Dean, College Dean Review, College Dean Review and Approval Maggie Gorzek Shannon Lemke 3/5/2021

College, College Dean, College Dean Review, College Dean Review and Approval Jenna Kaufman Shannon Lemke 37472021
Shannon Lemke 3/3/2021

If you would like to see all the details of your request, including the approval history and any
comments, click on the name of your request:

My Submissions (3 items)

Creats Date == ﬁ Q Search

Create Dale == ﬂ

Process Status = | Active v
Name Running
E PTF Overload/Lurmp Sum payment Shannon Lemke 1234 Submitted On 3/4/2021 1:35 PM College,
E PTF Permanent/Temporary Base Adjustment Shannon Lemke 87243545 Submitted On 3/4/2021 12:05 PM Caollege,
E PTF Employee Separation (Resignation/Retirement/Termination) Shannen Lemke 1234 Submitted On 3/3/2021 3:48 PM

And then scroll to the bottom of the form:

Participants Signature Completed Status Result Comments
Initiator
Shannon Lemke 3/3/2021 Completed
UBO Review and Approval 3/3/2021 1:48 PM
Julie Neubert 3/3/2021 Nt Required
Notification - University Staff Project Extension Date 3/3/2021 1:48 PM
Julie Neubert 3/3/2021
Notification ta Requester - Request has been received 3/3/2021 1:48 PM
Shannon Lemke 3/3/2021 Notified
College Chair Review and Approval 3/3/2021 1:48 PM

Shannon Lemke 3/3/2021 Complete

% Decline Request

to extend position.




An approver may ask for more information regarding your request. Once you receive that email, you
may log into the system, and click on the “Tasks Assigned to Me” Link and click on the name of the
request this pertains to:

#* HR Dept. L+ UBO

UWO Forms EEEGESNEG RGNS My Submissions | Logoff

My Open Tasks (1 items)

Mame

E PTF Permanent/Temporary Base Adjustment Margaret Cosmutto 1234567 Effective 3/16/2021

Provide the additional information the approver is requesting in the text box and click the “Submit
New Information” button. This information will be shared with the approver and they will complete
their review.



Additional comments or for reguesting more information:

v Submit New Information b4 Cancel Request e Cancel Form Changes

Email notifications
The BP Logix system will send out automatic emails throughout the process. Here is a
breakdown of when and who receives those communications:

Email Recipient Communication
Notification to Requester Request has been received
Notification to Requester Request has been approved/declined
Notification to Requester Approver needs more information;
requestor resubmittal
Notification to Approver Request needs review and approval
Notification to Student Employee Complete required new employee information
(direct deposit, hours agreement, form I-9 etc.)




