Navigating to the BP Logix platform

1. You should receive a link to the BP Logix platform each time a form is added to your approval queue.  If you do not see it, please check your junk folder.  If unable to find it, follow these instructions.
1. In your internet browser address bar, type uwrf.edu or follow the link here.
1. When you land on the UWRF page, select (left click) “Employees” from the red ribbon on top or follow the link here.
1. When you land on the For Faculty and Staff page, scroll down until you come to the grey “BP Logix Web Forms” tile about half way down the page and select (left click) it or follow the link here.
1. You will be asked to log in.  Use your UWRF login credentials.
1. You will be asked for a Duo Authentication method.  You would have been asked to set this up at some point in your onboarding process.  If you need help with this, you will need to contact DoTS (Department of Technology Services) at 715-425-3687.
1. Once you have successfully logged in to BP Logix, you will land on your “My Tasks” tab.  Here you will see any items that are in your queue for approval.
1. Select the form by clicking on it.
1. You can scroll through the form to review it, then click on the approve button at the bottom to send it on to the next level approver.


