SAP" Organizational Management Tool (OMT) Updated 01/27/2023

Removing a Position

Use this job aid if you need to remove a vacant position from your organizational unit (department).
Sometimes, this is called “delimiting” or “closing” a position. Upon submission of the OMT form, the
position will no longer display in the list of positions.

« Removing a vacant position has no subsequent workflow (approvals).

« Positions with an open requisition (for example, those marked with an ‘SF’) cannot be removed
until the requisition is closed. Refer to the job aid “Manually Close a Req.”

Access the Organizational Management Tool (OMT)

Open SAP as you normally do. JOHNS HOPKINS
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1. From the Welcome screen, click _
the OPEN folder. - 1 ® 1 1 1
2' ClICk the HRIPayro" ||nk Welcome OPEM Enterprise Reporting ECC - Web BW Report Center

Getting Started Archived Messages

3. Click the Organizational

. y Home~
Management Tool (OMT) tile. OPE_N"
Analytics  Approvals | HR/Payroll ews & Help Payments
Employee Display Display Timesheet Organizational

Entries Management Tool

"5 3

You will arrive on the Landing page. Use the instructions on the following page to help you locate a
position with an open requisition.
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https://livejohnshopkins.sharepoint.com/:u:/r/sites/SAPTraining/Shared%20Documents/HR%20Payroll%20Administration/OMT/5_Source%20Files/Manually_Close_a_Req.pub?csf=1&web=1&e=ik8Ox7

Removing a Position

Locating a Position

Vacant positions display with a clear center. Positions that have an existing open requisition on them
will display with the letters “SF.”

There are two ways to locate these positions within an organizational unit.
o Use the “Scrolling Method” if you don’t have access to many organizational units.

e Use the “Search Field Method” if you have numerous organizational units.

1. Enter a portion of the position or org unit in Search
the Search field and press Enter on your @
keyboard, or
2. Scroll to find the organizational unit where Financial Info Tchigy Training f Click the minus/plus sign to
Program -

collapse or expand

the open requisition is located. A :
organizational units.

Positions that have a requisition associated Doe . John (00001234)

with them will display with the letters “SF.”
Smith . Mary (00006789)

Office Assistant

Training Specialist

3. [Optional] Hover over the position to verify @
the title, EE group, and Personal Subarea.

4. Click the Position to launch the Position
Profile panel.

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

Create Mew Position

060LO®

Position Profile: 50135013 - Office Assistant

Overview

Position Title Vacant Since Position has not
Office Assistant 05/23/2019 been used since
this date.
Position Short Text Organizational Unit
UNDRGRD-STU 10001563-Financial Info Tchigy Training Program

Requisition Number

This field is populated for open requisitions.

Additional Position Details

Job Data

| Edit Position JHU | : )
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Removing a Position

Removing a Position From Your Department
You may remove a position from your department. Helpful Hint: Use the Tool Tips to help you.

1. From the Position Change Details panel, answer Yes to the question “Would you like to remove
this position from your department?”

2. Click Next until you arrive at the Attachments panel with the General notes section.

Position Change Details v

Change Effective Date @ B | 01272023

Would you like to remove this position from your department? & ‘\’93@

How many positions are needed?* @

Send to Talent Acquisition for Recruiting? * @ Ho
Faculty/Student/Non-Employee

Requisition ID positions will not have as many
fields on the Position Change
Details panel.

o OJ

3. Click Submit.

Attachments @ v

Browse

File Name Uploaded By

General Notes @
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Upon submission, the position will no longer display in your org unit’s positions list.
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