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Password Protect Site 
In order to control when the public can view your site, login to your OpenGov.com site: 

 

Then click on the “Reports” tab on the left side of the screen and then the OpenBooks report: 

  

 

 

 



 

Then click “Settings” located on the bottom left: 

 



Then click on “General”: 

 

For the site to not be made available to the public please enter a password of your choosing and click the save button: 

 

 

 



If the public attempts to go to your site well the password is set, they will see the following: 

 

When you are ready to make the site available to the public again follow the steps above but this time remove the 
password and click the save button: 

 

 

 



 

Upload A File 
In order to upload a file to the OpenGov.com site, login to your OpenGov.com site: 

 

 

Then click on the “Data” tab on the left side of the screen: 

 

 

  



Next, go into your Datasets section and click on “Openbooks”: 

 

 

This will bring up all of the files that have been uploaded to this dataset:  

 

 

 

  



Now you can upload your new file by clicking on the “Upload Files” button on the upper right side of the screen, and 
simply dragging your new files into the upload section: 

 

or selecting the Browse button and selecting your file from a list: 

 

 

 

 

 

 



You will get a screen like this while it is uploading: 

 

 

After the file is uploaded properly, it will have a green check and show as “Ready” under the Status column: 

 

 

 

  



Now you can return to the “Reports” tab on the left side of the screen and reconcile your data: 

 

 

Add in the filters for the data that you uploaded and validate your totals: 

 

 



 

 

Create Sandbox 
If your entity would prefer to upload data to a “SandBox”, in order to validate the data before uploading to production, 
simply follow the steps below: 

The easiest way to setup a “Sandbox” dataset is to first download one of the files in your Openbooks dataset: 

 

When you hover over the right-hand side of the uploaded column, a download cloud will appear.  From here, you can 
download the original file. After the file has finished downloading, open the file and delete all of the data from the file 
except for the headers and one line of data (you may want to change the amount from this line because this line and 
amount will always be in the reconciliation): 

 

 

 

 

Save this new file and then go back to the Data tab in OpenGov: 

 

 

 

Click “+ New Dataset” and name your sandbox.  You may want to include “Sandbox” in the name. Then they system will 
prompt you to set up your dataset: 



 

 

Simply drag and drop your new file into this dataset to create the table: 

 

 

  



Then you need to identify your data: 

 

 

 



 

Your data may be named differently, so pay careful attention to this process. Next, select your column types: 

 

 

Once the system is done processing, it will show as processed. Then you can check your totals by clicking on the 
“Explore” tab: 



 

These are the important numbers to remember, as you will always need to remove this from your total when you 
upload new files in order to verify and match your data.  

Now you are able to upload data to your Sandbox. 

 

 

  



In order to upload a test file to the OpenGov.com site, login to your OpenGov.com site: 

 

 

Then click on the “Data” tab on the left side of the screen: 

 

 

  



Next, go into your Datasets section and click on “Sandbox for Openbooks”: 

  

 

This will bring up all the files that have been uploaded to this dataset:  

 

(Note: If this will be your first file you are uploading to the Sandbox you will not see any files listed in this section) 

 

 

 

 

 

Now you can upload your new file by clicking on the “Upload Files” button on the upper right side of the screen, and 
simply drag your new files into the upload section: 



 

 

You will get a screen that looks like this while it is uploading: 

 

After the file is uploaded properly, it will have a green check and show as “Processed” under the Status column: 

 

 

 

 

 

Now you can return to the “Reports” tab on the left side of the screen and reconcile your data: 



 

 

Add in the filters for the data that you uploaded and validate your totals: 

 

 

 

 

Once you have verified your data is accurate in the SandBox, you can then upload the data to the production site by 
following the steps below:  

 

First, click on the “Data” tab on the left side of the screen: 



 

 

  



Next, go into your Datasets section and click on “Openbooks”: 

 

 

This will bring up all of the files that have been uploaded to this dataset: 

 

 

  



Now you can upload your new file by clicking on the “Upload Files” button on the upper right side of the screen, and 
simply drag your new files into the upload section: 

 

 

You will get a screen that looks like this while it is uploading: 

 

 

After the file is uploaded properly, it will have a green check and show as “Processed” under the Status column: 

 

 

  



Now you can return to the “Reports” tab on the left side of the screen and reconcile your data: 

 

 

Add in the filters for the data that you uploaded and validate your totals: 

 

 

When finished, simply logout to exit. 
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