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*Goals of SUMS
*Training Objectives
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*System Requirements
*How to Access SUMS
*Report Hierarchy
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*Running Reports

*Saving and Exporting Reports
*Support

*Helpful Hints

*SUMS Training Agenda
(continued)



Business Office

OhiddAS

Office of Information Technology Division

*SUMS is a web-based usage and billing system
that provides on-line user access to service
usage information.

*The information is the same that you have
received in the past in hard copy format.

*Detail on unit costs and usage data is shown
with a drill down.

*There are many report options that can be
saved or printed to the user’s desktop.

* Description of Service Usage Management
System



Business Office

OhiddAS

Office of Information Technology Division

*To provide on-line access to usage data at the
summary and detail level.

* Allow users the ability to see data on a daily
basis.

*Allow users the ability to track individual usage
costs and make comparisons to prior months,
years, etc.

* Allow users the ability to plan costs by
maintaining historical data.

* Goals of Seryice Usage Management
System



Business Office

OhiddAS

Office of Information Technology Division

*How to Log-In to SUMS
*How to select reports
*How to navigate views within the reports

*How to save reports

*Training Objectives
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Office of Information Technology Division

* Requesting Access



OhiddAS

Office of Information Technology Division

Business Office

*Each agency has been asked to identify one
individual who would be the access manager for the
agency. This individual will be the contact person
with the billing unit.

*There is a form on the web to add, change or delete
agency user information. (link)

*The completed form may be e-mailed to Billing
Support Services from the user agency’s access
managetr.

*The _rlequests will be processed and confirmed via
email.

*To request access to SUMS



Ohi®AS |:..c:oee

Office of Information Technology Division

< Office of
1 Information Technology

Service - Support - Solutions

Service Usage Management Syvstem (SUMS)
Request to Add/Delete/Change Access

In order to access SUMS each individual must be granted access by the user agency and the OIT Billing
Services Unit. To gain access, please complete the following information:

Agency
Full Name:
User ID:
This is the user Standard Sign-On (ex: first.lastname@das.ohio.gov)
Email :
Phone:
Title:
Group:
(Five digit OAKS Number: example DAS01)
Check One: Add a new user/ Change Information/ Delete a user
! !
Approved by User Agency Access Administrator:
Name: Title:

Phone Number: Email:

Email completed form to Chris Wells @ christopher.wells@das.ohio.gov. You will be notified by email
when the person is added/changed/deleted from access to the system.

O¥ffice of Information Technology | 30 E. Broad St., 39% Floor | Columbus, Ohio 43215 | Phone 614-644-6860




* Accessing SUMS
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Office of Information Technology Division

Business Office

*Internet Explorer versions 7 and 8
*Valid ID in Active Directory

* Access authorized through OIT Business Office,
Billing Support Services

*System Requirements

11



Ohi(DAs Business Office

Office of Information Technology Division

aining Access to SUMS

https://sums1.oit.ohio.gov
/default.aspx

2l = ntps o

Fle Edt View Fevortes Took Help

OhiDAS = Login to SUMS using the using Internet

Logout Reports Spreadsheets Favorites Help Home eX p lo re r W.i t h .i n t h e O h .i O N etwo rk

Welcome Melinda Hurst, you are currently signed on as m.hurst.

offce of
Information Technology

ervice U

News

6/23/2014 Mainframe CPU usage for May 2014 has been loaded to SUMS using a normalization factor of 4.7
6/23/2014 May 2014 data is now available

61212014 April data is now available

61212014 Mainframe CPU usage for April 2014 has been loaded to SUMS using a normalization factor of 4.8
5/14/2014 Mainframe CPU usage for March 2014 has been loaded to SUMS using a normalization factor of 4.2
5/14/2014 March 2014 data is now available

Sttt sttt s e - = There is also a link on the DAS/OIT

3/25/2014 Mainframe CPU usage for February has been loaded to SUMS using a normalization factor of 5.0
3/5/2014 Mainframe CPU usage for January 2014 has been loaded to SUMS using a ization factor of 4.0 We b S-i te fo r S U MS
31512014 January 2014 usage is now available *
2/3/2014 December 2013 Mainframe usage has been loaded with a normalization factor of 4.6

21312014 December 2013 usage is now available

1113/2014 November 2013 Usage is now available

Chargeback information is nowa |~ 413/2014 Mainframe CPU usage for November 2013 has been loaded to SUMS using a normalization factor of 4.2
click away. Wab based reporting ) . o
provides access to the ciitical 12/4/2013 Mainframe CPU usage for October 2013 has been loaded to SUMS using a normalization factor of 4.7
usage mormation. Dl downto. | 373013 October 2013 usage is now available

the details that make up the
monthly Invoice charges. 11/6/2013 Mainframe CPU usage for September 2013 has been loaded to SUMS using a normalization factor of 5.4
11/6/2013 September data is now available

10/3/2013 Mainframe CPU Usage for August 2013 has been loaded to SUMS using a normalization factor of 5.6
10/3/2013 August 2013 data is now available

8/30/2013 Mainframe CPU wsage for July 2013 has been loaded to SUMS using a normalization factor of 6.1

8/30/2013 July data is now available

12


https://sums1.oit.ohio.gov/default.aspx
https://sums1.oit.ohio.gov/default.aspx

Ohi(DAs Business Office

Office of Information Technology Division

*Login to SUMS

User ID will be your Active Directory (Single Sign On a) ID and password .

You will enter ODNNT\and your State User ID.

(This is your email name.)

| Ble Edt View Favorites Tools Help

JOEadxv S RAENE .'“, Search ¢ Favorites &'l ~-a B2 3

Address I@j http:/fcb datacenterservices.state. tx. us/secureloginSecure. asp

Usage and Accounting Manager

Please Login

Enter your Active

GOLJS[B|Gv ME ‘I.@ B~ | ¥ Bookmarks~ >

Di rectory UserlD Password
-]
BT Y

Enter your Active Directory

13



Ohi(DAs Business Office

Office of Information Technology Division

*Login is Successful

& https://sumsL oit.ohio.gow/defaultaspx

File Edit View Favorites Tools Help

OhidAS |Fiionrermsn Service Usage Management System (SUMS)

@ .
Ldgout Reports Spreadsheets Favorites Help Home

Welcome Melinda Hurst, you are curently signed on as m hurst.

News
6/23/2014 Mainframe CPU usage for Max 2014 has been loaded to SUMS usinﬁ a normalization factor of 4.7
6/23/2014 May 2014 data is now available

6/2/2014 April data is now available
6/2/2014 Mainframe CPU usage for April 2014 has been loaded to SUMS using a normalization factor of 4.8

5/14/2014 Mainframe CPU usage for March 2014 has been loaded to SUMS using a normalization factor of 4.2
5/14/2014 March 2014 data is now available

3/26/2014 February 2014 data is now available

3/25/2014 Mainframe CPU usage for February has been loaded to SUMS using a normalization factor of 5.0

I

315/2014 Mainframe CPU usage for January 2014 has been loaded to SUMS using a normalization factor of 4.0
3/5/2014 January 2014 usage is now available

2i3/2014 December 2013 Mainframe usage has been loaded with a normalization factor of 4.6

2/3/2014 December 2013 usage is now available

1/13/12014 November 2013 Usage is now available

Chargeback ion is now a 1/13/2014 Mainframe CPU usage for November 2013 has been loaded to SUMS using a normalization factor of 4.2
click away. Web based reporting _ - o

pravides access to the critical 12/4/2013 Mainframe CPU usage for October 2013 has been loaded to SUMS using a normalization factor of 4.7
usage information. Drill down to 12/3/2013 October 2013 usage is now available

the details that make up the

monthly Invoice charges. 11/6/12013 Mainframe CPU usage for September 2013 has been loaded to SUMS using a normalization factor of 5.4

11/6/2013 September data is now available

10/3/2013 Mainframe CPU Usage for August 2013 has been loaded to SUMS using a normalization factor of 5.6
10/3/2013 August 2013 data is now available

8/30/2013 Mainframe CPU usage for July 2013 has been loaded to SUMS using a normalization factor of 6.1
8/30/2013 July data is now available

12/114/2012 FY 2013 OIT Service Rates Notification

b ol oo b oao Lo

PV £ o E_ o ANIAIAA e AIBAIAA

ocument] - Mic . g !! Sent Items - Meli E ii ing - ... 7079w @w
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Business Office

Ohi®DAS

Office of Information Technology Division

*This is where the Billing Services Office will
announce the availability of the current
monthly invoice

*Provide links to information that will aid in the
use of the Service Usage Management System

* Announce new releases of reports, etc.

*NEWS

15



Ohl(DAs . *Logout of SUMS

@ hitps:/fsumsl.oit.ohio.gov/default.aspx

File Edit View Faverites Tools Help

AS

Solutions

information Technology Service Usage Management System (SUMS)

Service - Supy

Logout Spreadsheets Favorites Help Home

elcome Melinda Hurst, you are currently signed on as m.hurst

6/2/2014 Mainframe CPU usage pril 2014 has been loaded to SUMS using a normalization factor of 4.8
5/14/2014 Mainframe CPU usage for March 2014 has been loaded to SUMS using a normalization factor of 4.2
5/14/2014 March 2014 data is now available
3/26/2014 February 2014 data is now available
3/25/2014 Mainframe CPU usage for February has been
3/6/2014 Mainframe CPU usage for January 2014 has been loa to SUMS using a normalization factor of 4.0
3/5/2014 January 2014 usage is now available

I

led to SUMS using a nor ization factor of 5.0

2/3/2014 D 2013 Mainframe usage has been loaded with a norm: ion factor of 4.6
2/3/2014 D 2013 usage is now available
4/13/2014 November 2013 Usage is now available

Chargeback information is now a 1/13/2014 Mainframe CPU usage for November 2013 has been loaded to SUMS using a norma¥:
click away. Web based reporting

.
oiovides ancess to the citcal 12/4/2013 Mainframe CPU usage for October 2013 has been loaded to SUMS using a nermalization fadfor of47 C k to e n d SeSS'I r
usage information. Drill down to 12/3/2013 October 2013 usage is now available -1 ¥

the details that make up the

ation factor of 4.2

n

monthly Invoice charges 411/6/2013 Mainframe CPU usage for 2013 has been loaded to SUMS using a nor ization factor of 5.4
11/6/2013 data is now available
10/3/2013 Mainframe CPU Usage for August 2013 has been loaded to SUMS using a nermalization factor of 5.6 L

10/3/2013 August 2013 data is now available

8/30/2013 Mainframe CPU usage for July 2013 has been loaded to SUMS using a normalization factor of 6.1
8/30/2013 July data is now available

12/14/2012 FY 2013 OIT Service Rates Noti i

16



Ohid)AS

e of Information Technology Division

Business Office

* Report Hierarchy

How the data is presented in the Service
Usage Management System

17



Business Office

Ohi®DAS

Office of Information Technology Division

* All data has been organized based on a unique
reporting hierarchy, based on the State of Ohio
financial codes.

*This hierarchy allows the user to request reports at
high levels (summary information) or at the detail
level down to the job number.

*You can specify the level of account data you wish
to return as a parameter for each report.

*Report Hierarchy

18



Ohi®AS

Office of Information Technology Division

Business Office

* State Of Ohio Aggregation Hierarchy

State

Direct/estimated/indirect/actual

Agency

Job Number

Sample Account code: OH.DIR.DAS01.00000000.0000.C420.CS4241

19




OhidYAS | :.ves o

Office of Information Technology Division

*Level 1 - The 2 digit code to denote Ohio

*Level 2 - A 3 digit code used to identify a direct,
indirect, or actual usage cost.

*Level 3 - Is the 5 digit OAKS number used to identify
the state agency.

*Level 4 - For non-state agency clients who have access
to their invoice data.

*Level 5 - Position holder for future needs

*Level 6 - Customer ID - A four digit number controlled
by the user agency.

* Level 7 - Job Number - The alpha/numeric six digit
code used to track specific costs.

Report Hierarchy Description

20



Business Office

Ohi®DAS

Office of Information Technology Division

*The account code for the Administrative
Services would be:

OH.USE.DAS01.00000000.0000.C301.CS0301  computer Usage Actual Usage

*Sample Account Code

21



Ohi®DAS

Office of Information Technology Division

Business Office

*State agencies can only see their data. When a
state agency is entering account data to run a
report, the account code will start with:

*OH.USE. XXXXX

*The XXXXX is the five digit OAKS number assigned to
the agency.

*Sample Agency Account
Code

22



*Account Code Structure

The Account Code Structure (ACS) is a string of alpha-numeric characters that has been organized based on the State of
Ohio financial codes.

The ACS allows the user to request reports at both a summary and/or detail level. A user can specify the level of detail
for each report.

The financial codes are separated using a <per.iod> into the following categories: State, Type, Agency/Non-Agency,
Future Aggregation Point,

Customer ID, and Job Number. Each of these items and a sample breakdown are below:

Sample Account Code: OH.DIR.DAS01.00000000.0000.C420.CS4241.0000000000

Non-Agency Aggregatio | Customer
Type | Agenc Client n ID Job Number

BGEEE DR DASOf 0000000 0000 €420 CS4241

State: This code “OH” represents the State of Ohio.

Type: This field represents the type of invoice that was issued. There will be one of three codes in this field. They are
defined below:

*DIR: this code indicates the invoice amounts.

eUSE: this code is used to report actual consumption coinciding with the invoiced amount.

*EXC: this code represents that the invoice is an “Exchange” bill. DAS/OIT has made an agreement with the Customer

to exchange a type of service for equipment transferred or purchased. This is accomplished utilizing a Memorandum of
Understanding.

23



*Sample Invoice Below

Intrastate Invoice Pavable to

Tressurer of State

Ohid®

Se 1 5 1
Service - Support - Solutions ISTV Cross Referenc & DASH

Information Technology | ;axs vendorio

DA

DAS - Custom Invoice with Job Number - Detail

Invoice Number : 144P30C 39003
Date Range: 3/1/2014 to 3131/2014

Computer Usage billing guestions: Melinda Hurst (614) 644-3145
MARCS billing guestions: Deanna Moore (814) 844-0589

OH.DIR.DA 501.00000000.0000,C390.777 347

Department of Administrative Services

Attn I
30 E Broad 5t., 39th Floor
Columbus, OH 43215

Units Rate Charge

ITS END-USER SUPPORT 53.00 210.0000 12,390.00
ITS END-USER LIMITED USECONTRACTORS 434.00 135.0000 58,590.00
INFORMATIONTECHNOLOGY SERVICES T0,980.00
Total for: OH.DIR. IS . 00000000.0000. C300 TATSET 70,980.00
Invoice Total 70.580.00

[ Client Aggregation ID Job Number
ICEEM DIR  DASO1 0000000 0000 C390 777347

24



AGENCY STRUCTURE SETUP

Overview: DAS/OIT invoices are billed at the Customer ID (CUSTID) level. This allows an agency to
separate funding and/or costs within their established divisions/sections/offices/programs/systems, etc.
Once the CUSTID is established, that division/section/office/programs/systems, etc., may establish a
further breakdown of the costs by job number, i.e., accounting lines, cost pools, special projects, etc.
These are at the discretion of the agency and DAS/OIT will accommodate your requests.

Description:
AGENCY
CUSTID1 CUSTID 2
JOB #1 JOB #2 JOB #3 JOB #4 JOB #5

Customer ID: A distinct number assigned to each agency with defining parameters for a specific
address. An agency may have multiple customer IDs.

Job Number: This field has alpha and/or numeric codes used by an assigned Customer ID so the
customer may easily track costs by funding source, i.e., special projects, etc.

25



Ohi®)AS

Office of Information Technology Division

Business Office

* Seryice Usage Management
System

Running Reports

26
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Office of Information Technology Division

File Edit View Faverites Tools Help

() Office of

Information Technology Service Usage Management System (SUMS)

ROTTS yeicome Melinda Hurst, you are currently signed on as m hurst.

Ny e Repol
Create a Report eWwWs

6/23/20Mgl1ainframe CPU usage for May 2014 has been loaded to SUMS using a normalization factor of 4.7
6/23/2014 VNGO 14 data is now available

6/2/2014 April dat=gpow available

6/2/2014 Mainframe CPFOWyzage for April 2014 has been loaded to SUMS using a normalization factor of 4.8
5/14/2014 Mainframe CPU us3g for March 2014 has been loaded to SUMS using a normalization factor of 4.2
5/14/2014 March 2014 data is now Ngilable

3/26/2014 February 2014 data is now avafygle

3/25/2014 Mainframe CPU usage for FebruaryNgs been loaded to SUMS using a normalization factor of 5.0
3/5/2014 Mainframe CPU usage for January 2014 h3geen loaded to SUMS using a normalization factor of 4.0
3/5/2014 January 2014 usage is now available
2/3/2014 December 2013 Mainframe usage has been loaded a normalization factor of 4.6

2i3/2014 December 2013 usage is now available

1/13/12014 November 2013 Usage is now available

Chargeback information is now a 1/13/2014 Mainframe CPU usage for November 2013 has been loaded to SU
click away. Web based reporting

ing a normalization

provides access to the critical 12/4/2013 Mainframe CPU usage for October 2013 has been loaded to SUMS using Mggrm. ion fa
usage informtion. Drill down to 12/3/2013 October 2013 usage is now available

the details that make up the

monthly Invoice charges. 11/6/2013 Mainframe CPU usage for September 2013 has been loaded to SUMS using a norma

11/6/2013 September data is now available
10/3/12013 Mainframe CPU Usage for August 2013 has been loaded to SUMS using a normalization fac
10/3/2013 August 2013 data is now available

8/30/2013 Mainframe CPU usage for July 2013 has been loaded to SUMS using a normalization factor
8/30/12013 July data is now available

12/14/2012 FY 2013 OIT Service Rates Notification

27
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Ohi(DAs Business Office

Office of Information Technology Division

To correct the compatibility setting, go the IE address bar

/~ Usage and Accounting Manager - Windows Internet Explorer

£ hEip 198,234, 22, 111/ default aspad

[@]l*‘#”xl |-._fLi'-.-'eSearch ||_ﬂ El

Zompatibilicy Wievs: websites designed For older browesers will often look bekker,
and problems such as ouk-of-place menus, images, or kexk will be corrected.

28



Ohi(DAs Business Office

Office of Information Technology Division

* Opening “run reports” will show a menu of report topics

Usage and Accounting Manager

Logout Reports Spreadsheets Favorites Help Home

Run Reports

# Invoices

# Account Reports

# Top Usage Reports
# Variance Reports

# Trend

# Resource Detail

7 Other

# Custom

29



Ohi(DAs Business Office

Office of Information Technology Division

*OIT Standard Reports

*“Report List

fj Run Reports - Windows Internet Explorer

@.\:/.v &l 198.234.22. 111 pu - 4| x| |8

File Edit View Favorites Tools Help
507 Favorites | 5i3 £ Usage and Accounting Man... @ 2010 CFR Title 2, volume 1 £ About Additional Governme... & | Entire CGP Catalog - Basic 5... | About FDsys

ERun Reparts - B =] d=h v Page ~ Safety ~ Tools = (@

Usage and Accounting Manager

Logout Reports Spreadsheets Favorites Help Home

Run Reports

= OIT Standard
= |nvoice by Account Level
= Run Total Invoice
= Account Summary YTD
= Summary Crosstab - Charges
= Summary Crosstab - Usage
= Run Tetal Percent
= Cost Trend 3
= Resource Usage Trend
= Weekly Crosstab - Charges
= Weekly Crosstab - Usage
= Monthly Crosstab - Charges
= Monthly Crosstab - Usage
= Top 10 Bar Graph
= Top 10 Pie Chart
= Cost Trend by Rate
= Application Cost
= Invoices
= |nveoice by Account Level
= |nveoice by Account Level - Graph
= Alternate Invoice
= Run Total Invoice with Shifts ~

& Internet o+ E 00 -

/= Run




*Service Usage
Management System

Invoices

31
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Office of Information Technology Division

. N _—
m;‘@ https://sumsL.oit.ohio.gov/report.aspxireportld=048 O ~ @ € X 'W @ Report - DAS - Custom Invo... X u {0 e
File Edit View Favorites Tools Help

Ohi®AS
| Service - Support - Solutions
Logout Reports Spreadsheets Favorites Help Home

imaton Techclogy Service Usage Management System (SUMS)

DAS - Custom Invoice

Select parameters

Starting Account Code oh.dir das01.00000000.0 Custom
Ending Account Code oh.dir.das01.00000000.0 Custom

Set the Date Range Custom v
From 6/1/2014 i |
To 6/30/2014 i |

o] conce

m
Document-vic.. | [ A g inbox-Menn | E ) B‘sumsmimng-.., /7O@nM@e
o _ =)
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Ohi(DAs Business Office

Office of Information Technology Division

* Expand at arrows for a menu of selections

Account Code Level | State. length 2 V

. State length 2
Starting Account Code Direct/Indirect, length & !
Ending Account Code |Agency. length 12 ol

Mon-Agency Client, length 21
Invoice Number |Future Aggregation Point, length 26
Customer 1D, length 31

Set the Date Range | .o riumber length 33 Set the Date Range | Previous Period V
Master StationVoice), length 49 All
From 22252220 : : gt From Current Period

To :Previous Period
Fiscal Year
Fiscal Yearto-Date
Previous Fiscal Year
Previous Fiscal Year-to-Date
This Maonth
This Month-to-Date
Last Maonth
Current Year

Date range may be selected Current Year-to-Date

from drop down or calendar or rogae v

Yesterday

typed This Week

33



* Invoice Report

—

wj‘[@ https://sumsL.oit ohio.gov/report aspreportld=042 0 ~ @ & X'|@Pandm_alnt=maﬁadio_-mm... @ View Report - DAS - Custo.. >:u X :
File Edit View Favorites Tools Help
DAS - Custom Invoice Publish  Return  Help
i 41 oft b bl @  100% - Find | Next B+ @ &
Document Map o Office of Intrastate Invoice Payable te
B Ohl(»As Information Technology |  axs vendorm: oisor DAS Fnree - Roum 4080
OH.DIR.DAS01.00000000.0000.0390 - - Service - Support - Solutions O e

DAS - Custom Invoice

Invoice Number : 144P30039006

Date Range: 6/1/2014 to 6/30/2014

Computer Usage billing questions: Melinda Hurst (614) 644-3149
MARCS billing questions: Deanna Moore (614) 644-0589

OH.DIR.DAS01.00000000.0000.0390 - GSD/OPF Multiple Facilities
GSD/Facilities
Attn: Accounts Payable
4200 Surface Road
Columbus, OH 43228

Units Rate Charge

ITS END-USER SUPPORT 10.00 210.0000 2,100.00

ITS END-USER LIMITED USE CONTRACTORS 3.00 135.0000 405.00

INFORMATION TECHNOLOGY SERVICES 2,505.00

Total for: OH.DIR.DAS01.00000000.0000.0390 - GSD/OPF Multiple Facilities 2,505.00
Run On: Monday, July 28, 2014 Page: 1
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Office of Information Technology Division

&Wl@ https://sumsl.oit.ohio.gov/report.aspx?reportld=048 O ~ @ & X ” (& Pandora Internet Radio - Listen...| & View Report - DAS - Custo... % it e
File Edit View Favorites Tools Help

DAS - Custom Invoice Publish Return Help
H 41 oft b b @ 100% - Find |[Next W~ @) &

Document Map o Office of Intrastate Invoice Payable to:
= 1 Information Technology | gaxs vendor: psos DAS Finnce - Room 4060

OH.DIR.DAS01.00000000.0000.0390 - - Service - Support - Solutions ISTV Cross References DASB  Cohambus, Ohio 43215-3414

DAS - Custom Invoice

Invoice Number : 144P30033006

Date Range: 6/1/2014 to 6/30/2014

Computer Usage billing questions: Melinda Hurst (614) 644-3149
MARCS billing questions: Deanna Moore (614) 644-0589

OH.DIR.DAS01.00000000.0000.0390 - GSD/OPF Multiple Facilities
GSDI/Facilities
Attn: Accounts Payable
4200 Surface Road
Columbus, OH 43228

Units Rate Charge

ITS END-USER SUPPORT 10.00 210.0000 2,100.00

ITS END-USER LIMITED USE CONTRACTORS 3.00 135.0000 405.00

INFORMATION TECHNOLOGY SERVICES / 2,505.00

Total for: OH.DIR.DAS01.00000000.0000.0390 - GSD/OPF Multiple Facilities 2,505.00
Run On: Monday, July 28, 2014 Page: 1

" \ »

e F... B » § @™ B ° HITTE
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Office of Information Technology Division

* Example of using the identifiers for specific information.

—

md @ https://sumsL oit.ohio.

File Edit View Favorites Tools Help

min..| & Report - Reporting x

Qﬁh&d’ﬁ iformaton Technology Service Usage Management System (SUMS)
Reporting
Select parameters

[LELIGTE S B JOBNUMBER N
Identifier2 END USERNAME ~ ~

Identifier 3 **Optional™ v
Identifier 4 **Optional™ v
Identifier 5 **Optional™ hs

b A ‘7~ % r
o epon—keponin,.. (4 mumenﬂ—M4(.,_ ‘ ™Y g TnborMelinda.H,.A; = 3 iz SUMSTrining - 7D enme M
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Office of Information Technology Division

m @ https://sumsl.oit.ohio.gov/report.aspxlreportFile=I O ~ @& € X ” /2 Pandora Internet Radio - Listen..., 2 Vi  DAS - (2 View Report - M 7 d
File Edit View Favorites Tools Help

Publish Return  Help

4 41 ofl b b &  100% - Find|Next W~ @ &
Document Map e Office of Intrastate Invoice Payable to: =
=MReporting] I(DAS Information Technology | oaxs vemdor i psot Lﬁ:gsr‘::;?crﬁﬁom 4080
+ N 30E Broad Street,
777289 Service - Support - Solutions ISTV CrossReference: DASB  Columbus, Ohlo 43215-3414
777355
Invoice Detail
OH.DIR.DAS$01.00000000.0000.0390
ITS END-USER SUPPORT
Billing Period: 6172014 to 6/30/2014
JOBNUMBER
END USER NAME
77289
TOPPINGS CLAUDE E 1.00
777289 100 3
77355
2.00
GAYLORD.LYNN 1.00
HASEMEYER MARK 1.00
JOHNSON,DAISY 1.00
Mitchell Alisa 1.00
Ritterbeck Patricia 1.00
SZMANIA RUTH 1.00
WALLACE RACHAEL 1.00
777355 9.00
Total ) 1
Run On: Monday, July 28, 2014 Page 1 of 1 -
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Ohi@As Business Office

Office of Information Technology Division

*  When you leave a report, always use the Return Key, never use the back

m arrow,

Publish Return Help

53172011 Total |
0.00 0.00 7
0.00 0.00
1.33 1.33
1,920,615.02
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Business Office

ooooooooooooooooooooooooooooooooooo

*Service Usage
Management
System

Account Reports
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Ohi@As Business Office

Office of Information Technology Division

*Crosstab Reports

@ Report List - Microsoft Internet Explorer

=)<

File Edit Wiew Fawvorites Toaols Help

@Back - \_/,I Iﬂ Iﬂ _;j /-:\J Search ‘:_?5'\? Fawvarites Q‘E [__\v .,,__:';

S
o

: Address |@ http: [f167. 210, 164, 12/reportlist. aspxPiype =reports

M-

Usage and Accounting Manager

Logout Reports Spreadsheets Fawvorite

Reports

Invoices
= Account Reports
= Account Summary Y TD
= Account Summary Daily
= Account Summary Daily 2
= Summary Crosstab - Charges
= Summary Crosstab 2 - Charges
= Summary Crosstab - Usage
= Summary Crosstab 2 - Usage
m Daily Crosstab - Charges

Weekly Crosstab - Charge
Weekly Crosstab - Usage
e = e arges
Monthly Cresstab - Usage
Top Usage Reports

Variance Reports

Trend

Resource Detail

QOther

0 Internet




OhidDAS |- o

Office of Information Technology Division

R —— = 8- ]

< Srrs
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* The menu bar allows you to export, refresh or save the report
selected,
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Each category within the menu of reports can be expanded to view individual reports.
Invoice reports can be used for drill down based on units only.
Account Reports contain the crosstab series, reports which are useful for validation and analysis.

Top Usage and Variance reports key on dollar amounts so will not return effective results if no rates have been
applied to the usage.

Trend Reports have versions which track dollars and versions which track usage. The usage is shown across a
calendar year.

Resource Detail reports offer the user limited ad hoc reports using parameter driven queries. Results are
presented in a predefined format.

*Reports overview
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* Most Frequently Accessed Reports

*Invoice report
*To view usage at the job number level

*Monthly Crosstab - Charges or Usage

* Display charges or usage by month across time
period requested
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*Support Process

Staff in the Billing Support Services Unit will be the first
responder to questions about the information on SUMS.

You can call the unit or send a question via email
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For questions on SUMS, you can call or email one of the following:

614-644-6860 or 877-644-6860

*Support Contact
information
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*Your user sign-on and password will be the standard sign-
on to your system.

* Always use the return button when you want to go back
to a prior screen. (Never use the back button.)

*If there is a plus sign, a hand or if the item is highlighted
in blue, you can drill down to a lower level of detail.

* Once you click to start a report, do not re-click. Wait
until the report has appeared to proceed.

* Reports are listed by period, not month, for the fiscal
year. Period 1 is July, Period 12 is June.

* Helpful Hints for Using SUMS
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