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Workflow Process in OMT 

The Organizational Management Tool (OMT) has the proper workflow built into it. Initiators do not 

have to enter approvers like they have to in the ISR transaction. 

The charts below illustrate some of the various workflows that happen automatically. 

Student Position Workflows 

Initiator populates 

required fields in 

OMT and submits. 

Department 

Approver reviews 

and approves in 

OMT. Tax Office reviews 

and approves in 

OMT.  

 

Position auto-

created or edited  

in SAP. 

Is it a Fellowship? 

yes 

no 

SAP 

Workflow for Faculty, Non-Employee, and Staff Positions not going to SF 

Workflow for Staff Positions going to SF for Recruiting 

Initiator 

populates 

required fields 

in OMT and 

submits. Compensation  

reviews and 

approves in 

OMT. 

 

Position 

auto-

created or 

edited in 

SAP. 

Is it a Direct 

Replacement? 

yes 

SAP 

Quality Review 

(QR) reviews, 

formats job 

description for 

posting, and 

approves in OMT. 

no 

Talent Acquisition 

posts the position.  

Cannot edit posting 

information. 

Success Factors 

Finance 

reviews and 

approves 

budget-related 

fields in OMT. 

SAP 
Initiator 

populates 

required fields 

in OMT and 

submits. 

 

Position 

auto-

created or 

edited  in 

SAP. 

Is it a faculty position? 
yes 

Department 

Approver 

reviews and 

approves in 

OMT. 

no 

Centralized Office/DBO 

Approver is required for faculty 

positions for certain schools. 

(See Faculty Approver II Matrix.) 

Is it a 

non-employee 

position? 

yes 

no 

https://hrpayroll.ssc.jhu.edu/wp-content/uploads/sites/14/ApproverII_Faculty_Matrix.pdf



