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SharePoint Access, Login and Assistance 

Access 
Request access to the Budget Division Document Management website with the SharePoint Access 
authorization form and email to budget.finance.mmb@state.mn.us 

Login 
The SharePoint site is available at:  https://connect.mn.gov/sites/BPAS/SitePages/Home.aspx.  Once you click on 
the link, it may require you to login with a user id and password.  You will see a box pop up: 

Follow the instructions below if you are currently on the MNIT Network or Not on MNIT Network. 

MNIT Network Users 
You will be a MNIT Network User if your email has “@state.mn.us” in your email address.  These are also the 
people who currently show up in the Outlook Global Address List.  To login, please use your Network (Computer) 
User Name and Password.  You will also notice that your Domain will be listed below the user Name and 
Password fields.  This box may continue to pop up as you navigate through the site, it does not always 
remember your credentials even if you select the check box on this screen. 
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Non-MNIT Network Users (Partner Accounts) 
Partner accounts is a term used to describe accounts created by MNIT in a special domain called “partner”. They 
are required when a user who needs access to a MNIT-hosted SharePoint site and is not part of the Outlook 
Global Address List. 

MNIT creates the account and sends the login ID and password directly to the new user via encrypted email. 
Typically, the username is the first initial and full last name of the end user. 

Example: Brian Cranston would be “partner\bcranston”. 

KNOWN ISSUES 

End users may experience difficulty if they have set their default web browser to Internet Explorer. When they 
click the link in the email, it will open in IE and pass their local login ID and password to the site because of the 
user integration embedded in IE. This will fail because the SharePoint site doesn’t “see” that user as being 
authorized to login. 

To get around this, copy the SharePoint link and paste it into another web browser’s address bar – Firefox and 
Chrome are the usual alternatives available. In doing this, the end user will be prompted to enter credentials, 
such as this example in Chrome: 

PLEASE NOTE: 

Bcranston  INCORRECT 
partner\bcranston  CORRECT 

If you need your password reset, please contact budget.finance.mmb@state.mn.us. 

Assistance 
Please email the MMB Budget Operations email box at budget.finance.mmb@state.mn.us if you have any access 
questions or questions related to SharePoint features or functions.  MMB will review all emails and work with 
MN.IT services if more technical expertise is needed. 
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Budget Division Document Management SharePoint Home Page 

 

1. All state agency libraries are listed down the left-hand side of the page 
2. The Shared Documents library contains documents and information that all agencies need to access  
3. The announcements and calendar features display important announcements and dates related to the 

budget cycle. This section is updated by MMB 
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The Agency Library 
Click on your agency name to enter the agency library. Each agency library has the same set of folders.  

 

 

Uploading a Document  to the SharePoint Site 
1. Select the folder that you wish to upload your document to  
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2. Select New Document 
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3. Select “Browse” to find the document (s) you wish to upload, and select open when you have 
highlighted the correct document 
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4. Click ‘OK’ button. 

 
 

The uploaded document properties can be changed using the form shown below.  
 

 
 
5. Select Save 

 

Uploading Multiple Documents to the SharePoint Site 
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1. Navigate to the folder that you wish to upload your document to.  
2. Drag your documents from your desktop over to the New Document button  

 

 
3. The text will change to display a box that says “drop here…” 
 

 
 

4. Drop your document(s) in this box to upload them to the site. 
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OR 

1. Navigate to the folder where you wish to upload the files  
2. Select the Library tab in the left-hand corner of the page 

 
3. Select the “Open with Explorer” button to open the sharepoint files in Windows Explorer 

 
4. An explorer window will appear. Either drag and drop or copy and paste the document(s) you wish to 

upload to this location on the sharepoint site. 

 
5. Close out of the window when you have finished moving your document(s) and refresh the SharePoint 

page. Your document should now be on the SharePoint site.  
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Deleting a Document 
1. Select the checkmark next to the document 

 
2. Select the ellipsis to the right of the document name 
3. Select the ellipsis to the right of the “Follow” button and select “Delete” 
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Recovering a Deleted Document 
1. Select “Site Contents” on the left hand menu 
2. Select the “Recycling Bin” icon at top right of the page 

 

3. Click the check box next to the document you wish to restore and select “Restore Selection”  
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Editing a Document 
The best way to ensure that changes to a document are saved properly is to check out the document to edit and 
check in the document once edits are completed. 

1. Select the checkbox next to the document you wish to edit and click on the “Check Out” icon in the Library 
Tools menu. 

 
2. SharePoint may tell you that you are about to check out this document. If it does, select “Ok.” 

 
 
3. To ensure that the document has been checked out to you for editing, there should now be a small green 

arrow on top of the document icon. 
  

 
 

4. Click on the document you just “Checked Out” and open it to make all of your changes. CLICK SAVE when you 
are finished.  

5. Exit out of the document. This will prompt you with a message to check in your document. Select “Yes.”  
 

 
 

Note: You must check in the document before anyone else can make changes to the file. 
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6. A window to add comments will pop up. Version comments are optional, however, you must click “OK” 
whether you add comments or not in order to check the document back in.  

 
 

7. The SharePoint page should refresh automatically within a matter of seconds. If not, click F5 to refresh the 
page. The “Checked Out” arrow should no longer be on the page.  

 
8. (Optional) Click on name of the file to view and make sure all changes were saved.  

Editing Document Properties 
1. To change the name or status of a document, simply select the three dots on the right-hand side of the 

document name  

 
2. Select the dots once again 
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3. Select edit properties to take you to the properties menu 
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4. Make the appropriate changes and click save. 

 

 

OR 

1. Select the check mark next to your document  

 
2. Select “Edit Properties” from the library tab 

 
3. Make the appropriate changes and click save.  
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Printing Document(s) 
1. Navigate to the folder where your documents are located 
2. Select the Library tab in the left-hand corner of the page 

 
3. Select the “Open with Explorer” button to open the sharepoint files in Windows Explorer 

 
4. Select the documents you wish to print, right click, and select “Print”  
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Email Notifications  
Users can set up email notifications from this SharePoint site when changes are made to any agency library.  

1. Select the agency you wish to receive notifications for 
2. Select the Library tab in the left-hand corner of the page  

 
3. Select the “Alert Me” icon   

 
4. Select “Set an alert on this library” 

  

 
5. Set your alert preferences on the New Alert menu and click OK to save this alert. 
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