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PROCESS OVERVIEW: GRAD STUDENT JOB CHANGE NOTIFICATIONS  

This document outlines the automated process for sending email notifications to graduate student employees about job 
changes, including position, compensation, termination, transfer, and short work break changes. This ensures timely 
communication of employment updates through scheduled daily automation. 

 

PROCESS MAP 

This diagram provides a high-level overview of the automated Grad Student Job Change Notification process. This automation 
is scheduled to run daily, Monday-Friday at 3 PM.  

 

 

 

AUTOMATION INPUT  

A bot performs a daily query to GT’s Enterprise Data Warehouse to retrieve a list of employees and their relative job data that 
meet the following criteria: 

• Employees where job code is connected to graduate students ('909X01', '907X01', '908X01', '905X02', '905X03') 
• Employees who have had HR job activity within the past year related to position or pay changes. 
• Employees that have an active HR status and meet at least one of the following conditions: 

  Action code is "PAY" + Action Reason is "IRA" + Change Amount does not equal $0 
  Action Code is POS, SWB, RWB, or XFR 

• Employees where action code is "TER" and meets at least one of the following conditions: 
  There is no record of the employee being hired/rehired/transferred at the time the termination record 

was effective. 
  The action date does not equal the last job update date 
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AUTOMATED PROCESS DETAILS 

The bot uses the ACTN_DT field to determine whether a change notification should be sent. All job change email notifications 
are sent out using the following details:  

 

From: administrative.services@asc.gatech.edu 
 To: Graduate Student’s EMAIL 
 CC: noreply-gradhiring-repository@grad.gatech.edu; CURR_SUPERVISOR_EMAIL 

The following table provides examples of each job change notification generated by the bot. 

Change Notification Example 
Position Change – Reports to Update 

• ACTN_CODE = POS 
• ACTN_REASON_NAME = Reports to 

Update 

 
Position Change – Department Change 

• ACTN_CODE = POS 
• ACTN_REASON_NAME = Department 

Change 
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Position Change – Position Data Update 

• ACTN_CODE = POS 
• ACTN_REASON_NAME = Position 

Data Update 

 
Position Change – Title Change 

• ACTN_CODE = POS 
• ACTN_REASON_NAME = Title 

Change 

 
Position Change – FTE Change 

• ACTN_CODE = POS 
• ACTN_REASON_NAME = FTE Change 
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Compensation Change 
• ACTN_CODE = PAY 

 
Termination Change 

• ACTN_CODE = TER 
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Transfer Change 
• ACTN_CODE = XFR 

 
Return From Short Work Break Change 

• ACTN_CODE = RWB 

 
Short Work Break Change 

• ACTN_CODE = SWB 

 
 




