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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:

-

'WindowsSEcurity L B B * | S

4 E——

Connecting to gnc-wfe-pri-vip.spod.055d.mgd.msft.net.

— | User name |

| | Password |
| Domain: FINANCE

[7] Remember my credentials

i
| Insert a smart card
L ——"

[ 0K ” Cancel ]

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.

'WindowsSecurity L B B . .|

4 L A

Connecting to gnc-wfe-pri-vip.spod.055d. mgd.msft.net.

| User name |

| | Password |
| Domain: FINAMNCE

[T Remember my credentials

=1
[ ' Insert a smart card

oK ] ’ Cancel
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https://mn.gov/mmb/assets/budget-systems-user-authorization_tcm1059-242259.xlsx
https://mn.gov/mmb/assets/budget-systems-user-authorization_tcm1059-242259.xlsx
mailto:budget.finance.mmb@state.mn.us
https://connect.mn.gov/sites/BPAS/SitePages/Home.aspx

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:

Authentication Required

https://connect. mn.gov requires a username and password.

U=zer Mame:

Password:

Log In Cancel

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
guestions 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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Welcome to the Budget Division Document Management Site!

This site will be used 1o collect various doouments related 10 the bienrial budget a3 well a3 spending plan information, legislative achisory commitiee requests and

departmental eam

Shared Docurments
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All state agency libraries are listed down the left-hand side of the page

The Shared Documents library contains documents and information that all agencies need to access
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.

Budget Division Document Management

Minnesota Management and Budget

@ new document or drag files here

All Documents == Find a file P
L4 D Mame Document Status MME Status Accessibility check? Modified Medified By
v Archive May 16 B Camille Drinkwine
Biennial Budget May 16 B Camille Drinkwine
LAC May 16 @ Camille Drinkwine
Legislative Initiatives May 16 B Camille Drinkwine
Spend Plan May 16 B Camille Drinkwine

Uploading a Document to the SharePoint Site

1. Select the folder that you wish to upload your document to

Budget Division Document Management
Minnesota Management and Budget
Please note that all draft budget documents are considered private, non-public data as authorized by Minn. Stat. $13.605.

(® new document

All Documents  =e» Find a file je
b4 D MName Document Status MME Status Accessibility check? Modified Modified By
Archive May 16, 2014 Camille Drinkwine
Biennial Budget May 16, 2014 Camille Drinkwine
LAC May 16, 2014 Camille Drinkwine
Legislative Initiatives May 16, 2014 Camille Drinkwine
Spend Plan May 16, 2014 Camille Drinkwine
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2. Select New Document

Budget Division Document Management

2016 Session - Preliminary Proposals

Please note that all draft budget decuments are considered private, non-public data as authorized by Minn, 5tat. §13.605.

@ new document

All Documents == Find a file o

o E Mame Doosment Status MME Status Accessibility chedk? Modified Modified By

There are no files in the view "All Documents”,
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Select “Browse” to find the document (s) you wish to upload, and select open when you have
highlighted the correct document

Add a document *
Choote & file E-;‘;z
Upload files using Windiows Explorer instead
[ Chprmrte eartting ten
Destingtion Folder Megrlsteee Inihstnes 2016 Sua'-m"Pmlrmmlryi Chooce Foiser_
o Cancel

2]
™

WL * Computer # Fidell3 ((\Hlet DOF_Home\Hesma) (H:) » Prelimerary Propesal

Cirganize - New folder
L ANAL Docsfor i
A State fgencies
A Local Gevernmar

- | by |'| Seavehy Prefiminary Propesal
= T—

o

= -

Dute modiied Type

825015 1256 PM Microsoft Woed D 0K

2 Libranes
[3] Deeuments
o Music
- Pictures
B videos

& Computer
e o5y
58 Fier3 (ke
Ex® paft [\\Fevran) (M
8 share (V1 fder) (G g
i# Temp {\\filer) (T
* DOF_Apps [ filer

¥ Metwork

File name  Capture.PHNG
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4. Click ‘OK’ button.

Add a docurnent

Shogse x e | [ Choose File | G10_01.docx

!-'I Owverwmte existing files

Destination Folder | ."Lvrgld.ub'.'e Inutiatrees 2016 Session/Prelmminan

O

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

Choose Folder-

Canes

Minnesota Management and Budget - Ag Change Item Example.d...

EOAT
oy K Cut
& Nt P
[ Copy
Save Cancel  Faste Deiste
Them
Cornmit Chpboard Ackhong
0 The document was uploaded successfully. Use this form to update the properties of the
document,
Content Type 'Document E
Creabe a miw dooument.
MName * lg change ttem Example |-d'0ﬂ
Title [ &g Change em Example

Accassibility chick?

Pleste be wire that your document 18 scoesiable,
Document Status |E|
MMB Status [F] mmiB EBD Review Complete: Budget Impact

] Mg EBD Review Complete: Mo Budget Impact
] specify your own value:

Created at /212005 T:10 AM by B Robyn Rupp
Last raddied st /2172015 7:10 AM by B Rabyn Rupp

Sae Carcel

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

Please note that all draft budget documents are considered private, non-public data as authorized by Minn. Stat. §13.605.

() new document pr drag files here

All Documents === Find a file B2
v [0 Mame Docurnent Status  MME Status  Accessibility check?  Modified Modified By
| Draft Bills August 12 W Camille Drnnkwine
Preliminary Proposals August 12 W Camille Drnkwine

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

Budget Division Document Management Search this site
Legislative Initiatives - 2016 Session

Please note that all draft budget documents are considered private, non-public data as authorized by Minn. Stat. §13.605.

@l 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

BROWSE FILES LIBRARY
MINNESOTA Budget Division Document Management
anarement
M dagemen

s«Budget Minnesota Management and Budget

Agcountancy Board (® new document or drag files here
Administration Department I Documents s Find & file o

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

SharePpird Miewilead  Oralree  Sde e Cewkwre - & P

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.

o s USRS T—

— |
@uv| ) v Computer » Fidri03 00\ file\DOF_Home\Home) (H:) » Preliminary Proposal - |Jv’| | Search Preliminary Proposal 0 |

Organize * Mew folder =~ 0 @ I

. FINAL Docs for Py # MName Date modified Type Size
| State Agencies . .
@J G10_01.docx 8/25/201512:56 PM  Microsoft Word D... 0 KB
./ Local Governmer

= Libraries
@ Documents
aﬁ Music
[&=] Pictures

E Videos

1M Computer
& 05 (C)
e Fidri03 (\W\filer\DC
S psft (Wferrari) (N:
S share (\\filer) (Q:)
S Temp (Nfiler) (T2
S DOF_Apps (\\filer

m

“F Metwaork

File name: Capture.PNG >[4 Files v

| open |v| [ Cancal |

. = ¥

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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Candle Drickwire - & P

frriow Clpc 1

Budgel Ormuen Documesnt Managemant

st 2016 Session - Preliminary Proposals

SR o

Plzgae nofe that all dratt udget dooementy see contidered privabe, mon-public dats 33 suthorined by Mine, Stat, §13.60%
n Department

(& niew document or drag files here
Admnatratie Hewng

Al Documents == Fincd il Fel
Esprecuftune CRpartent
EesreC LT Lkl er W 1 Riae T T— P—— pe——
Esumarch

BF  Tha s placeholder doosment @ = Py 3 mrutid b3 (I Casile Drinkoais

EsBNE i ST,
TS
rarnal Health Boar
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Deleting a Document

1. Select the checkmark next to the document

Budget Division Document Managet

2016 Session

Please note that all draft budget

(® new document or di

All Documents  =e- Find a{

v D Mame I

M5 G10-01 % e

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”

Budget Division Document Managel  (3](0-01 docy

2016 Session

Please note that all draft budget

(® new document or di
All Documents ==+ I'--.I.:i

™

Name £

o
H 85 Glo-01m

Changed by you on &/25/2015 1:.04 PM

Only shared with you

X

https://connect. mn.gov/sites/BPAS /MinnesotaManagementandBudg

EDIT SHARE FOLLOW

TiEw Properties
Edlit Properties
Viaw in Browser
Eclit in Browser
Check Out
Compliance Details
workflows
Download a Copy

Shared With

Delete

I- Stat, £
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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

Site Contents

Libra (5 SITE woRsFLOWS 0 SETTINGS
s B &

3. Click the check box next to the document you wish to restore and select “Restore Selection”

Bl ment blanasamar
Bisdhget e T t

¥ Begiore Selechion

Budget Division Document Management - Recycle Bin

=
WL
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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.

Libirary Taals

Cite Actions = [ Erowse Documents

e i \I 5 i Chedk Out == ,-f
= == | : -./F s Chetk In ¥ . =g _E
FMew Upload My Edst Wisin (i
Document » Document- Folder Cooument Discard Chieck Out  Propedies Properties
MHew Open & Check Out hdai
Libranes I J| II,-pe Name
it gt i &) 2014 Unsession Tracking Sheet o

Shared DaEumants
¥ Add document

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

- —
Microsoft Internet Explorer &3

You ane about o check out:
Mama: Tracking Shest xax
From;  connect mn gay
I Lse my local drafts falder

OK Cancal

Some filkes can ham your computer, F ihis infoemation lookcs
suapicious.. o you do not fully st the sounce, do not open the file

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.

| Type Mame

I;EI 2014 Unzession Tracking Shesat Dwew

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.”

Microsoft Excel ] ]

Dither users cannak se= your dhanges untll you dheck in.
| D yow wsnt to chedk in radm?

| : : L]
- | o) | lmmlits] - |uulanos|

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.

i = =
Check In 3 =

ersion Comments

Eeep the dotument chedead out after dheckng in Bhis verson.

o [ cance

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.

] Type Name
=] 2014 Unsession Tracking Sheet

g Add document

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

2016 Session - Preliminary Proposals
Please note that all draft budget documents are considersd private, non-public dats a3 authorized by Minn, Stat, §13.605,

'&:}I document cr drag file

BS  Thisis 3 placeholder document & ee M 3 manuies 330 W Camille Dnnkwineg

2. Select the dots once again
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This is a placeholder document.docx

1N

Then e plarshoirier znaimeat,

iside

D¢

03 PAGEL1OF1 E- @&

Changed by you on 8/21/2015 10:38 AM
Only shared with you

https://connect.mn.gov/sites/BPAS/MinnesotaManagementandBudg

EDIT SHARE  FOLLOW

3. Select edit properties to take you to the properties menu

#EE

n \View Properties Ty

Edit Properties F’da'f :

View in Browser

Edit in Browser

Check Out
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4. Make the appropriate changes and click save.

Contant Type | Document El
Create a new document.

Name * | 15A changes |-'E|DD€

Title |

Accessibility check?

Please be sure that your document is accessible,

Document Status |MMB Review 1E|

MIME Status MMB Review 1l Complete: Budget Impact
Bo revrew Complete: No Budget Impact
Specify your d Document Status l

Created at 10/24/2014 1:46 PM by B Pollard, John
Last modified at 10/24/2014 1:46 FM by B Pollard, John

Save Cancel

OR

1. Select the check mark next to your document

2016 Session - Preliminary Proposals

Please note that all draft budget documents are considered private, non-public data as authorized by Minn. Stat. §13.605.

(® new document or drag files here

All Documents  +-+ | Finda file 2|
v D MName Document Status MMB Status Accessibility check? Medified hModified By
This is a placeholder document ¢ No 3 minutes ago M Camille Drinkwine

2. Select “Edit Properties” from the library tab

BOWNT | FLES | SRR T fouiow  Cf teae

blarage Topee

Ga 1o S CE A

3. Make the appropriate changes and click save.
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P

rinting 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

BROWSE : FILES| UERARY
MINNESOTA
\Ié:.‘tii;{r!t]t'l][
& Budget

Accountancy Board

Admunistration Department

Budget Dnvision Document Management

Minnesota Management and Budget

(P new document or drag files here

All Documents s

Fond & file

o

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

ERNAR LA
™ [T WAy Ve . Cumend Wiem: —
i
- —— ] Comate Coiamn  fix Bttt
Ve Qe Creme Tag & Emplp Mot E5 Moo Pasud
T Wi fumguin L Curre Fagn e Lk Mee  Fend £
Voem b Varmpe Viem P ad Kk Srams B Trah

& !
"U-“':t" W Cormed
[= ¥ [F. T

o] B Busiet

4. Select the documents you wish to print, right click, and select “Print”

(W] Dpen
I Favorites
B Deskicp

2| Recent Places

& Downloads

b _Temp_

i Proposal Reviews Sent
Proposals
. Draft Bals
4. Hew Budget System
L FuTS
. Fiscal Notes
Bienniad Budgets
Leguslatioe Intistnee Proc
Pre-Enrolied Bills Sent
Pre-Enrglied Bill Language
5. Final Books by Agency
4 Draft Bl Sent
J. FINAL Does for Publicstior
L
4

. State Agencies
. Local Govemments

¥ Documents

L ]

E Y 5 items selected :
- Authars: Amy Hang

[l Faport 1 facw —— )
L e ,'.".‘\. =|
o LA
ek L

oy ep

Ligwr

P U

Tamake Drniners -

e 7

e

orfouow Lgese X

& G

e

ey Srewl  Voiclow
e

St .

Sy

Print Burn Mew Folder
*  Mame ¥ Date modified Type Size
L 6 Session BN 31T M File Todder ‘|
L Archive 107172014 £:58 PhA Filp fodder
|\ Final S20/2004 Z15PM  File folder
k Prd-'minar:.r 107120104 2:47 P Fille fodder
B] 154 changes.docs 10/24/2014 146 PM__ Microsaft Word D., 41 Ka |
=1] 2005 Leg Intistive elim formes spouse 10... 10/ZL/2014 5557 BM __ Micresoft Word D, 42 KB
®| i) 25 Leglnitistive im HOH ~ Open D 40 KB
i=1] Copy of PP Debit Collection, Edit [T 40 KE|
1] October 2014 discount rate | B 45 KE |
i) PP Debt Collection dac P D.. 39 KB
] PP Eliminate Bank Report.dd = . L 30 KE
i) PP Focest Trust Lands.docx | b. KB
] PP Payment Language.docs ©  Convertto Adobe POF D. 3 KB
] pp Pension Contributions.d R e o et D.. 39 KB
] Pro Tech Contractdocx | @ Scanforthrests.. D. 38 KB
] Rate Review.docy 4 Scan with Mabwarebytes Anti-Malware B.. 3 KB
] Rule Review.docs .. W KE
Send to ]
Cut
Copy
Create shortcut
= Delete
Title: Add a tithe B By
Date
| Properties
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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

BROANSE FILES UIBRARY

MINNESOTA Budget Division Document Management
NaldZement i
@.\-HI;.J;:‘.: Minnesota Management and Budget

Accountancy Board (® new document or drag files here

Admimistration [ repartment

All Documents = Fund & file o)

3. Select the “Alert Me” icon

ZharePoird Crelivwe  Sdes sy Diwkawe - £ 9
2 v i e
—— = [ By View =t 4 0 st s s == —
. N & 2 0 B &
1 Craste Coiamn |k Dmgmatris, - . =] o wtr Erz-ooe
? i Lredir T ! i 5% A Pl AT Commect iz TS WS D Mb e L il ionich om
it e gt L Curre= Page Yohm 1 L = N Chtiook CRFOe - g Lbrwry ap WSrgn W prL T
g s ot }

[

RSS  Most Popular Co
Feed Hems C

Set alert on this library

iz Manage My Alerts
B =9 yl n-pu

5. Setyour alert preferences on the New Alert menu and click OK to save this alert.
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& x
Minnesota MBHHQEME‘H! and BUdgEt - MNew Alert
Alert Title
Entes the title far this | Minnesota Management and Budget |
alert. Thits 15 inchuded in !
the subgact of the
notthcation sent for this
alert
Deliviery Method
Spacify how you want the Saich o alinc s
slerts defrvered. @ E-mail Camnille.Crinkwine@statemnus
Text Message [SMS)
[l Send UAL in text message (SMS)
Change Type
o al ;
Specify the type of iy v e e ehe:
changes that you want to & all changes
be alerted to. .
; ) Mew items are added
) Existing items ane modified
) ttems are deleted |
=|
Send Alerts for These
Changes Send me an alert when:
Specify whether fo filter & anything changes
alerts based on specfic .
critenia. You may also & semecne else changes a document
restrict your akerts to only Someone else changes a document created
mchude items that show n © 3 by e
& particular wview: £ Somecne else changes a document Last modified by me
‘When to Send Alerts
Specify how frequently # Send notification mmediately
you want to be alerted & send M
(mobde shert i anly g X M“’ o
svailable for immediately ) Send a weekly summany
send) .
Time:
Thursday  [*] @00 aMm. [=]
[ | Cancel | =
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