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Managing Rejections 

Currently, OMT forms with status "In Progress" and Current Approver set as "Initiator" means that the 

form is either "Rejected" or "Saved as Draft." To find out for sure if a form has been rejected you need 

to open the form and review comments. Rejected forms all have comments as it is required on Reject. 

Future enhancement: The status will be listed as “Rejected.” 

1. Click the line where the status is “In Progress,” and the current approver is “initiator.” 

Use this job aid when your request gets rejected.   

Begin by accessing OMT as you normally do. In the future, you will get a notification through Outlook 

if your OMT form has been rejected and you can click the link in the email message to access OMT. 

Locating Rejections in Your Pending Requests Dashboard 

If Status is “In Progress” and Current 

Approver is “Initiator,” then the form is 

either “Rejected” or “Saved as a Draft.” 
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2. Under the Request Details panel, note the rejection reason. 
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Managing Rejections 

 

After viewing the rejection comments, you can either make corrections and resubmit the form, or you 

can delete it. 

Deleting a Form 

1. Click Next through all the panels until you get to the Attachment panel. 
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After confirming your decision, you will be returned to the Pending Requests dashboard.  

4. Click Pending Requests to refresh your list. 

The form will no longer show in your list. The position will return to its previous status. 
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2. Explain why you are cancelling this request in the General Note section. 

3. Click Delete to remove your work and return the position to its original status. 


