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Instructions on how to drill into usage details 

in SUMS 

Log into SUMS through the SUMS Resource Page:   

 

Hover your mouse over “Reports” Then click “Run Reports” 

 

 

Log in.  If you are having trouble logging in, please send an email to csc@ohio.gov or call the helpdesk at 

614-644-6860. 

http://das.ohio.gov/Divisions/InformationTechnology/SUMS.aspx
mailto:csc@ohio.gov
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Click the OIT Standard link. 
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Click the “Usage - Infrastructure Services” report 

Here is where things change for usage.   

 

Using the drop down menu, change the “Account Code Level” to “Job Number, length 38 

In the “Starting Account Code” field, type “OH.USE.(Your agency’s 5 digit OAKS identifier)”   Remember, 

you are looking at usage, not what you were invoiced for.  This is why you enter USE here instead of DIR. 

Highlight and copy what is in the “Starting Account Code” field, paste it into the “Ending Account Code” 

field, or type it again if you prefer. 

Set your date range for the quarter you wish to see, in this case, we are looking at the first quarter of 

FY2015.  Enter in the “From” date as 7/1/2014 or click the calendar and select this date.  Then enter 

9/30/2014 in the “To” field, or click the calendar and select this date.  Then click the “OK” box 
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Now you may see the usage data in a familiar format similar to when you would view it in an invoice. 
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You may search for the job number, customer number or any other key by using the find tool 

highlighted by the arrow closest to the top of the screen shot.  You may also find the invoice you are 

looking for by scrolling through the list of invoices your search returned on the left, highlighted by the 

arrow on the left.   

You may also drill into the units, like you were able to in the past by clicking on the units, as the arrow in 

the middle of the screen shot highlights. 
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By clicking on the units, you will get the following prompt screen in a new tab on your browser. 

 

You may choose from several different identifiers, some are unique by service.   

For this example, we will change identifier 1 to “Job Number” by using the drop down menu. 
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Then click “OK.” 

 

 

Now you can see that these database services were consumed by job number 100454. 

Now click return in the upper right of your browser window. 

 

This will take you back to your parameters screen. 
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This time, select “USAGEDATE,” “NAME” and “JOBNUMBER” as your identifiers as seen in the screen 

shot and click “OK.” 
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Now you may see who worked on each job number, each day and how many units were charged each 

day.  The date format in this particular table is YYYYMMDD. 

 

This concludes our brief lesson on viewing usage in SUMS.  If you have issues with the amount or level of 

usage, invoice questions or reconciliation questions, please contact the State of Ohio Customer Service 

Center via Email at csc@ohio.gov or by phone at 614-644-6860. 

mailto:csc@ohio.gov

