Accessing Your City’s Budget with OpenGov

1. Visit the City of Tallahassee’s website at www.Talgov.com.
2. Click on “Our City” in the banner (1)* and select “OpenGov” (2):
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*From a mobile device, you will click the menu icon to the top right of the screen: E

3. Upon your first visit you will be greeted by this helpful guide. You may explore the tutorials or proceed to the
data by clicking “View Report” (3). You can access the tutorials at any time in the “Help” section (4).

Welcome to the City of Tallahassee's Financial
Reporting Platform

This site is designed to help you understand more about the
operations and performance of Tallahassee. Start exploring
with these visualization and analytics tools to learn more.

You can read about Multi-Fund Accounting or view ather toplcs in the Help menu.

How To Use This Report
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Page 10of7



4.

In the left column you may select between the Operating Budget, Capital Projects, Actual Revenues and

Expenses, and Checkbook Transactions (1). You may also explore a variety of preset views that represent

common inquiries (2).
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5. You can quickly select any Operating Fund by clicking directly on the graph or by selecting the appropriate
fund on the right side of the screen (3). For the purpose of this tutorial we will explore the Hopkins Power
Generating Station’s operating budget, which is located in the Electric Utility Fund (4):
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6. Across the top of the page you will notice that we are now looking at the Electric Fund’s total expense budget

(1). To see more detail, navigate to the “Filters” section to the left of the screen (2). All your selections can
easily be made from here:
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Under the Filters section, you will notice that the current view is broken down by “Funds” in the “Broken

Down By” section (3), which does not provide much detail when examining a single fund. In the dropdown

menu, change the selection to “Expense Type” (4). You will now see all the different types of expenses that
are outlined in the Electric Fund’s budget:
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8. You can now see all the different expense types associated with the Electric Utility’s budget. You can drill
deeper into any category by clicking on the graph or the list to the right of the screen (5).
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9. To explore other departments, expand the “Funds” and “Departments” menus in the “Filtered By” section (1)
Be aware of the fund(s) you have selected when exploring departments. If you are not sure what fund to
select, simply select “All” (2). Clicking “All” again will clear all fields. Scroll through the Departments list to find
the checkbox for any department (3). Close the “Filters” and “Departments” dialogue boxes by clicking the “x”

(4).
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10. To view the selected data in numerical format, scroll down to the table at the bottom of the page (1). You can
view details within each expense type by clicking “Expand All” (2). Increase or decrease the Fiscal Years
displayed in the table by adjusting the slider in the Filters section (3):
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11. You can navigate back at any time using the “Back” button (4). To restore the display to its original default
view, click “Reset” (5). To export your data, click “Share” (6). You can download:
a. AnlImage (.png) — This will give you a picture of the graph shown on the screen.
b. A Spreadsheet (.csv) — This will download the displayed data into an Excel Spreadsheet.
c. You may also share the data via email or social media.
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Accessing Budgeted Revenues

In this example the focus has been accessing the expense budget, but the same steps can be followed to review
revenue:

1. Resetto the default view using the “Reset” button at the top of the screen.

2. Manipulate the filters to show Revenues instead of Expenses in the “Show” section and change the Broken
Down By section view to “Revenue Type”.

3. Make sure you are mindful of the funds you have selected (for example GF Revenue is not broken down at the
department level)

Navigating Checkbook Transactions

At any time you can access a detailed ledger of all voucher and PCard transactions.

1. Click “Checkbook Transactions” to the left of the screen (1).
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2. Search, sort or filter any category by clicking the drop-down icon at the top of any column (2).
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Tips

e Please note that OpenGov works best with the Google Chrome Internet Browser.

e If you need assistance at any time, simply copy your current view’s URL, click on “Help” in the upper-right
corner of the page, and send he URL via the “Contact Tallahassee” link.

e Compare trends over time by changing the graph view in the top right corner of the page:

I ¢ I

Sort Large to Small ~

e Access OpenGov directly by visiting https://tallahasseefl.opengov.com/

e View an online tutorial at https://www.youtube.com/watch?v=olr-KwCk8kw
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