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Adding onto an Existing Requisition 

Access the Organizational Management Tool (OMT) 

Open SAP as you normally do. 

1. From the Welcome screen, click 

the OPEN folder. 

2. Click the HR/Payroll link. 

3. Click the Organizational 

Management Tool (OMT) tile. 
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Use this job aid if you need to add an additional position (must be an exact match!) to an existing 

open requisition. After the first position is filled, OMT will automatically generate each subsequent 

position to be used for recruiting into until all the positions are filled. When all the position are filled, 

the requisition automatically closes.  

Important Note: If you originally started a requisition using an ISR, you cannot use the OMT to 

add onto that requisition; you must use the ISR method to add onto that requisition. 

 



 

 
 2 

OMT for Staff Positions 

 

4. From the Position Profile panel, click Edit Position JHU. 

Locating a Position that Has an Open Requisition Status 

 

This field is populated for open requisitions. 
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1. Enter a portion of the position or org unit in the Search field and press Enter on your keyboard, or 

2. Scroll to find the organizational unit where the open requisition notated with ’SF’ is located.  

3. Click the position you need to edit. Positions that have an existing open requisition for them will 

display with the letters “SF.” These can be filled positions (blue) or vacant positions (clear).  

Important Note:  You cannot edit an open 

requisition from the Pending Requests list!   

You must locate the position with an ‘SF’ under 

the appropriate org unit on the left. 
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Adding an Additional Position(s) to an Open Requisition 

Once you have located the open requisition to which you want to add exactly the same position(s), do 

the following: 

1. From the Position Change Details panel, edit the number of positions needed. 

   1. Edit this number. 
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2. Click Next through ALL the remaining panels. 

3. Click Submit to send the request for approval. 
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After you click Submit >> Continue, (or Save Draft), you will return to the Landing Page. 

Refresh Your List 

1. Click Pending Requests to refresh your Pending Requests List.  

2. [Optional] Click the a column header, for example, “Effective Date,” to change the sorting order. 
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3. To exit OMT, click the Mana tab. 


