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What is Springboard?

Springboard is a Recruitment application used by the Qld Government to manage job advertisements,
applications and appointments for Advertised and Non-Advertised positions.

Cancel an Appointment — Prior to Approval

If you need to cancel (or retract) an appointment before the approval has been processed, you can
access Springboard for the following cancellations:

e Advertised Appointment
¢ Non-Advertised Appointment

Cancel an Advertised Appointment

To cancel an appointment prior to sending the appointment to the approving officer for action, access
Springboard from unique link in the email that was sent to you at the time the vacancy was created or
log into Springboard using Single Sign On (SSO).

Your Springboard access for shortlisting - Business Suppaort Officer
noreply@smartjobs.gld.gov.au €3 Reply | € ReplyAll | = Forward b
To © Tina Laws Fri 28/07/2023 12:23 PM

(i) f there are problems with how this message is displayed, click here to view it in a web browser.

‘CAU'IIDN: This email originated from outside of the organisation. Do not click links or open attachments unless you recognise the sender and know the content is safe.

Queensland Shared Services

Hi Tina

Here is your unigue link to Springboard I

Keep this email and use this link to shortlist candidates for your Business Support Officer role.

If you need someone to act on your behalf in Springboard, contact us for access; do not foward this email.

Next steps
1. We'll email you to confirm your role is advertised.
2. Use your unique link to view applications for your role in Springboard. On the dashboard, select job number QLD/341939.
3. Start shortlisting your candidates.
4. Confirm your panel members and invite them to shortlist too. For help, see Shortlist candidates in Springboard
5. Set up placeholder interview times and room bookings.

if you have any questions.

Regards
QS8 Recruitment team

QSS provides a range of corporate services for Qi Government agencies, including

OR
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spring

@ Please choose the relevant account as listed below to begin your recruitment activity.

qaLb

Appointment form

NMA_Tina.Laws@chde.qld.gov.au (Hiring Manager)

qQLb
Advertised vacancy Login

15306tina.laws@chde.qld.gov.au (Hiring Manager)

In the main screen display on your Dashboard, locate the advertised vacancy you want to cancel the
appointment for.

On the appropriate line for the relevant vacancy, click on the number of candidates in the ‘Candidates’
column.

Dashboard
MY JOBS = T i
JoB CANDIDATES FURTHEST CANDIDATE LOCATIOI
© Business Support Officer 2(2 New) Applications Brisbane Inn

QLD/341939

4 3

MORE >

The list of candidates will appear in the next screen. Click in the checkbox to the left of the
candidate’s name (that is to have their appointment cancelled), to select their record.
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aeco |

© QLD/341939 - Business Support Officer <« q =
1 selected 1-20f2 20 v & e s & D c &
=1 NAME FLAG INTERNAL WsT FEEDBACK COUNT Q% QP/F SS%

sy3glod @ L

Harry Potter H - VIsA 0 None
ﬁ Princess Panda H - 0 None

With the record highlighted, right-click in the space beside the candidate’s name and from the list that
appears, select ‘Raise Appointment Request’.

a e @ us
@ QLD/341939 - Business Support Officer <« Q =v i
-l & (=
1 Selected 1-20f2 20 ~ QB2 2 & U RS C &
=
g =1 NAME FLAG INTERNAL wsT FEEDBACK COUNT Q% QP/F §5%
e
o
m
b Rl Harry Potter 3 ] VISA 0 None
& Across all pages >
ﬁ Princess Panda &, Jump o candidate in 0 None
&% Change Status
« —— ,

5 Message selected candidates
5] LinkToJob

B createNote

(7 Request Feedback

[ Communicate / Contact >
@ ReviewTools >
[@ Manage CandidateRecord >
S Link >

® Export >

In the ‘Raise Appointment Request’ section that appears, you will need to complete the reason for the
cancellation of the appointment, then click on the ‘Click here’ link.

RAISE APPOINTMENT REQUEST
1 candidate(s) selected

An appointment request has already been raised for this candidate and role.
If you wish to cancel the request, please

Please include a reason

Candidate has declined the appointment.
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The following ‘Confirmation’ box will appear. Click on “Yes’to confirm the cancellation.

CONFIRMATION

X

Are you sure you want to cancel the appointment request? m

You will then be returned to previous screen, where you will notice that a confirmation for the
cancellation of the request will appear at the top right of the screen.

© QLD/341939 - Business Support Officer

A setected

=]

m =1 NAME FLAG

(=]

I

o

m

H Harry Potter H L
ﬁ Princess Panda H L

INTERNAL

VisA

successfully

@ The appointment request has been cancelled I

1-20f2 20 v 2|2

FEEDBACK COUNT Q%

0 None

0 None

ST - B

QP/F s5%

An email confirming the cancellation will be automatically generated and sent to you.

Queensland Shared Services

Dear Tina Laws,

Appointment Request 2023-1096291 for Position QLD/341939 has been cancelled by Tina Laws. It will no longer show in your Appointments list.

Regards
QSS Recruitment team.

Use Springboard to appoint or temporarily engage new employees, and approve or extend secondments.

Please note that for an Advertised Appointment, you can nominate a different candidate from the
applicants list (if the candidate has been deemed suitable) and submit a new form to the
Approver for appointment. Complete the ‘Raise an Advertised Appointment’ process again to
nominate a second candidate from the list.

Log out of Springboard.

Retract an Advertised Appointment

You also have the option of ‘Retracting’ the appointment after you have sent it to the Approver for
action but before the Approver has actioned it (ie. before approval is given).

Access Springboard from the email that was sent to you when the appointment was sent to the

approver for action.

Queensland Shared Services
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Queensland Shared Services

Hi Tina Laws,

Thank you for completing the Appointment form. Your request 2023-1096398 for Business Support Officer role, position number 76030490, is with
Janelle Godwin for approval.

View iour reéuesll
We'll notify you once Janelle Godwin responds.

Regards
QSS Recruitment Team.

Use Springboard to appoint or temporarily engage new employees, and approve or extend secondments.

In Springboard, on the ‘Appointment Requests’ page, go to ‘Your Pending Appointments’ to locate the
appointment you submitted for approval.

aco il

Q = [ © (V)

Search Appointments Raise An Appointment Your Drafts Your Pending Your Approvals
> > 0 Appointments 1
2

When you have located appointment to be cancelled, click on the ‘Retract’ icon (1-1) in the ‘Actions’
column.

Your Pending Appointments G Quicklinks

Position Titie

Depatiment of Communiics, Housing and Digital 3.

701870 Princpal Business SupportOfcer 0 TED T

17-Aug23  Tinalaws  Penny Masters 20231098372 Han Advertised

1-2012 s0v

The following message will appear. Click on ‘Retract’ to recall the appointment request.
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Do you want to refract this appointment request? ‘
[[Concel |E

The appointment request will be removed from the list and be placed in the “Your Drafts’ section of
Springboard where you can resubmit or delete the record entirely.

__ Please note that for an Advertised Appointment, you can resubmit (or relaunch) the appointment
,/ \\I request for the same candidate if needed. Go to the ‘Search Appointments’ area and click on the
w ‘Details’ icon (=) and click on ‘Relaunch’. Go through the steps (1-4) to review and make any
changes. Then click on ‘Submit’ to resend the approval request to the Approver.

To delete the appointment after you have retracted it, go to the ‘Your Drafts’ section on the
Springboard dashboard.

sb 2 e o
m=a >
-_—
Search Appointments Raise An Appointment Your Drafts Your Pending Your Approvals
Appointments
> > 1 1
1
=
B
&

In “Your Drafts’, locate the advertised appointment record you want to delete and click on the ‘Delete
icon (17 ) in the ‘Actions’ column.

Cancel a Non-Advertised Appointment

To cancel a non-advertised appointment, as the requester you will need to contact the approving
officer and ask them to select the ‘Reject’ option in the approval process as shown below:

Queensland Shared Services 8
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Approval

Approval delegation *

I hold the department Human Resource/Financial delegation to approve this appointment v

Your Comments

Candidate has withdrawn from appointment.

=

After the Approver has rejected the appointment, you (as the requester) will receive an email advising
that the appointment is Not Approved and therefore cancelled.

To view the reason for the rejection, click on the ‘here’link in the email.

Queensland Shared Services

Hi Sharon Carter,

The following appointment request was Not Approved by Anthony Stark.
Appointment Reference 2023-1097946

Candidate Clinton Barton

Position Title: Administrative Officer
Hiring Manager: Sharon Carter

.
.
.
The history of the request is as follows:

09/JAN/2023 04:04 PM Not Approve Anthony Stark

Please clico view any comments relating to your request.
If you have any further queries regarding the recruitment process, please contact the QSS Recruitment Team.

This is an automatically generated email, please do not reply.

;

When Springboard opens, scroll to the end of the appointment form to view the ‘Approver Comments
field to view the reason of the appointment rejection.

Log out of Springboard as no further action is required.

Please note that for a Non-Advertised Appointment, you should complete a new ‘Raise a Non-
Advertised Appointment’ process for any new candidates for the position.

Retract a Non-Advertised Appointment

You also have the option of ‘Retracting’ the non-advertised appointment after you have sent it to the
Approver for action but before the Approver has actioned it (ie. before approval is given).

Access Springboard from the email that was sent to you when the appointment was sent to the
approver for action. Refer to section Retract an Advertised Appointment for further information on this
process.
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