
 

Users’ Guide on How to Submit Online RIF (Layoff) Application & 
 Work Force Reduction Questionnaire 

 
 

1. Go to http://agency.governmentjobs.com/hawaii/default.cfm?auxjl=other 
  

 

2. Scroll to the bottom of the page and click on the RIF Application. 

 

 
 

3. Review the job announcement carefully.  Due to the importance of this questionnaire, you may 
wish to consult with your union representative, department personnel officer, or personal 
representative when completing this application. 

 

4. Click on the Supplemental Questions tab.  Please give careful thought to each question as 
changes will not be accepted after you complete and submit the application.  You may wish to 
prepare your answers in a word processing program prior to continuing the application 
process.  You will be able to copy and paste your answers into the application later on. 

 

 
 

5. Click on the Apply link to begin, work on and submit your application. 
 

 
 

6. Click on Create Your Account Here.   
(Note: If you have already created an account here or at www.governmentjobs.com, you may log in 
now and either create a new application or click “To apply for the position of RIF Application click 
here” and follow the directions.  This guide will go through the steps needed for a first-time user.) 
 

 

http://agency.governmentjobs.com/hawaii/default.cfm?auxjl=other
http://www.governmentjobs.com/


 

7. Choose your Username, Password, and Password Hint.  Enter your personal email 
address.  Please do not use your State government email address.  If you do not have 
a personal email address, you can get one free from Hotmail, Google, Yahoo! Mail, or Excite.  
It is permissible with supervisor’s approval to use the State computer to work on your RIF 
application, just be sure to enter your personal email address in the NEOGOV box titled ‘Email 
Address’! 

 (Confirmation emails will be sent to this address when you submit an application) 
 

 
 

8. Click on Save once you have completed filling in this information. 
 

9. Print out or copy the information on the next screen for your records.  It contains the 
information needed to log in to your account.  Then click the Login button. 

 

 
 

10. Login using the Username and Password you have just created. 
 

 
 

 



 

11. Click on Create Application. 
 

 
 

12. Enter a general descriptive name for the application you are about to create and click on 
Create Application. 
(Note: You do not need to create an application for every job you wish to apply for.  You may use one 
application to apply for many jobs.) 

 

 
 
 

13. Enter your information into the form.  All fields accompanied by an asterisk symbol ( * ) 
require that you enter information to proceed.  When you are finished, click on the Save & 
View Application button at either the top or bottom of the page.  It is very important to use 
this button to save your progress as you move on. 

 

 
 

 



 

14. If you did not enter information into a required field or if you have entered it incorrectly – for 
example, the phone number below is missing a digit – you will see the following message.  
Simply correct the error and click the Save & View Application button at the bottom or top 
of the page. 

 

 
 

15. The next window will show your full application.  To add information, simply click on the link in 
the appropriate section.  For example, to add work experience to your application, scroll down 
to the WORK EXPERIENCE heading and click Add Work Experience on the right side of 
the screen. 

 

 
 

(Note: Please make sure to add Education and Work Experience to your application.  This information 
will be used to determine if you meet the minimum qualification requirements for a class of work.) 

 



 

16. Enter your information in the same manner as before. Remember that all fields marked with 
an asterisk ( * ) are required.  When you are finished, click the Save & View Application 
button at the bottom of the screen to save your progress and view your updated application.  
(Note: All year dates must be entered in long format.  For example, June 13, 2006 must be entered as 
6/13/2006.  If entered as 6/13/06, a format error message will appear.  Also, all telephone numbers 
must include an area code.) 

 

 
 

(Tip: You may copy and paste information from your word processing program into your application.  
Remove as much formatting as possible before transferring the text as heavy formatting (i.e. fonts, 
bullets, colors, etc.) does not transfer well.) 
 

17. You will see that your application now includes the work experience you have just added.  To 
add more jobs, simply click on Add Work Experience again and follow the same steps.  To 
edit or delete work experience you have already entered, click on the appropriate link, Edit or 
Delete, next to the work experience you want to change. 

 

 
 

18. You may now enter information into any other section in the same manner, by clicking on the 
Add link in that section. 

 

 
 

19. You can also add or edit your resume by clicking on the Edit Resume button.   
(Tip: You can copy and paste your resume into the text box.) 

 

 



 

20. You can now attach multiple files (i.e. resume, transcripts, licensure), if you have it saved on 
your computer by clicking on the Add Attachment(s) link.   

(Note: You may attach the following file types: .doc, .xls, .pdf, .txt, .rtf, .jpg.  Each attachment is 
limited to 5MB.) 

 
-To attach a file, click on the Browse button. 

 

 
 

-A smaller window will appear.  Find the file you wish to attach, click on it, then press the 
Open button.  
 

 
 
-If you wish to attach another file, click on the Attach another file link and repeat. 
 

 
 

 

21. Once you have selected the file(s) to attach, click the Upload button to complete the 
attachment process.  

 
 

22. When you are finished with your application, click on the Go to Step 2: Agency-wide 
Questions button. 

 

 

 



 

 

23. Read through the instructions and complete the Agency-wide Questions.  When you are 
finished, click on the Save and Proceed button on the bottom of the page. 

 

 
24. The supplemental questions will be shown on the next page.  Read the instructions then 

complete the supplemental questions. Continue by clicking on the Save and Proceed button 
at the bottom of the page. 

 

 
 

25. You will now be shown your entire application so far.  Review all of the information on the 
page to ensure its accuracy.  If it is complete, click the Confirm Application button at the 
bottom of the page. 

 

 
 

26. Read the statement that follows and click the Accept button if you choose to agree to the 
statement. 

 

 
 

27. A confirmation screen will appear verifying that your application has been received.  You will 
also receive an email confirmation that your application has been submitted to the State of 
Hawaii.  If you would like to print a copy of the application for your records, click on the ‘Click 
here for a printable version of the application you just submitted’ link and print as usual. 

 
 

 
 

 

28. After you are finished applying online, end your session by clicking the Logout button.  Be 
sure that all of your information is saved by clicking the appropriate Save buttons, if given the 
choice, before you log out. 

(Note: It is important that you log out of your account before leaving a public access computer so 
that the next user can’t see your personal information.) 

 
 

 


