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Adding an Additional User in LaborFirst FIRS

Overview

Once your LaborFirst Account has been successfully created, the Administrator can add
additional users and grant them different types of access to the Account. Below is a
help guide on how to add these additional users and the steps that need to be taken by
the additional user to be added to the Account.

1. Login to my.delaware.gov using your myDelaware credentials and then select the DOL

LaborFirst Employer tile. You will be brought to the Delaware LaborFirst Portal, click on the
hamburger icon in the top left hand corner of the screen: B. Click on the “Account Services”
drop down and select “Add/Manage Additional Users”, you will only see these options if you are
an Administrator on the LaborFirst account.
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2. You will be brought to the “Add Additional Users” screen. You will need to fill out the user’s
First and Last Name, the user’'s Email Address and Phone Number. Lastly, you will need to
select the Authorization Types for the user. This will depend on what type of access the user
should have to the LaborFirst Account. See below the different Authorization Types:

e Administrator: read/update/create access is provided for all functions.

e Maintain Profile: read/update/create access to account information.

e Paid Leave Registration: may complete the paid leave account division registration.

e Paid Leave - Make A Payment: allows access to the ‘Make a Payment’ process within
the Paid Leave division.

e File / Amend Paid Leave Records: allows the user to file a quarterly wage and hour
report.

e Paid Leave - File Waivers and Reclassifications: allows the user to access the ‘File
Waiver’ and ‘File Reclassification’ links within the Paid Leave division.

e File Paid Leave Appeals: allows the user to access to ‘File Appeal’ link.

Select/Remove the Authorization Types for the user by selecting the type and using the
Right/Left arrows in the middle, multiple Authorization Types can be selected for a user. Once
all of the required information has been filled out, click the Save button.

Add Additional Users

Selected

B Additional Users

First Name ~ | Last Name v | Email ~ | Phone Number “ | Authorization Type v | status v
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3. The Additional User will then receive an email titled “Create Additional User Account in
LaborFirst” which will prompt them to create/sign up. Have the user click the link within the
email to proceed.

Create Additional User Account in LaborFirst inbex a n

LaborFirst <laborfirstnotifications@delaware.govs 349PM (0 minutesage) r @ &
tome =

Dear Nicholas,

Business Sanity Test has authorized access to you for their LaborFirst Account. Please create your user account, so that you can access Employer Account Number: 1000001 today, in LaborFirst
Click here to create your user account

Please note when creating your user account use the email address that you receive this communication to.

Thanks,
Delaware Department of Labor

4. The Additional User will be brought to the myDelaware Sign In/Sign Up Page, if they do not
have a pre-existing myDelaware account they can select the Sign Up tab.

myDelaware -
Secure login to your Dashboard

One State | One Account | One Identity

I Signin I Sign Up I \

Email

Unlock account?
Help
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5. The user will need to fill out their Email Address and Phone Number, create and confirm a
password, and fill out their Name, Street Address, State and Country. The Last Category
“Account Purpose” provides a dropdown with three options, the user should select “For My
Business” since they are creating an account under a LaborFirst Employer Account. Once all of
the necessary information has been filled out, click “Sign Up”.

Email

Password

Password requirements:

« Atleast 8 characters
+ Alowercase letter

« Anuppercase letter
*« A number

.

No parts of your username

* Does not include your first name

Delaware LaborFirst Help Guide
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Confirm Password

Primary Phone

Legal First Name

Middle Name

Legal Last Name

Street Address

City

Zip Code

State

‘ Select an Option

Country

‘ Select an Option

Account Purpose

‘ Select an Option
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Account Purpose

Select an Option .

For Myself

For My Business

Third Party Admin
. J
6. The user will be sent a verification email that will need to be clicked on to Activate the
Account.

@ | DelawareDigital identity | (7] weipcenter

myDelaware -
=

We sent an email to n***2@gmail.com. Click
the verification link in you:
enter the

Enter a verification code instead

Return to security methods list
Back tosignin
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7. Select the green “Activate Account” button to proceed in the Account Activation process.

< B O @ B & of 10,237

Welcome to My.Delaware! - Account Activation inbox «

i
=

My Delaware NoReply@my delaware. gov via okta.com SOTAM (iminuteago) vy @

me v

myDelaware

Hi Nicholas.

Welcome to My.Deloware

erify your email address and activate your aecount,
please click the following link:

Activate Account

Your username is
Your organization’s sign-in page is https://my.delaware.gov

{ « Reply |( ~ Forward ) (@)

8. The User will be brought to the Security Method Selection screen. We suggest choosing at
least two different security methods in the event that you have forgotten/do not have access to
one of the methods. The User can either set up Okta Verify (Authenticator app installed on
phone/computer), use their Phone number to receive codes, or a Security Question and answer
that can be used to Sign in.

D) | Delaware Digital identity | (7 neipcenter

myDelaware -

Security methods help protect your State of
Delaware account by ensuring only you have
access.

Optional

e Okta Verify
Okta Verify is an authenticator app,
installed on your phone or computer,
used to prove your identity
Used for access or recovery

Setup

\. Phone
Verify with a code sent to your phone
Used for access or recovery

setup

@ Security Question
Choose a security question and answer
that will be used for signing in
Used for access

setup
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9. Once Security Methods have been selected, the user will be brought to their myDelaware
Apps page. The user will need to select the DOL LaborFirst Identity Proofing tile to complete
the ldentity Proofing process. The user will be unable to access the LaborFirst Account until the
ID proofing process has been completed. If you need assistance completing the Identity
Proofing process, please click here to see a step by step guide.

Nichol;
myDelaware [ s ] s
A My Apps
My Apps Sort v
Work
Add section @ Work
A notifications () . |
"CABoR Delaware
25 Addapps 1) FIRST)) .gov
\dentity Proofi DOL LaborFirst ‘Welcome to
enity Presfing Identity Proofing Delaware
@ Add section
Last sign in: a few seconds ago
© 2025 Okta, Inc.
Privacy Y
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10. Once the user has completed the Identity Proofing process and it has been successfully
reviewed, the user will receive an email titled “My Delaware ID Proofing has completed”. This
email will notify the user that their ID proofing has been completed and their status is now
“CLEAR”.

My Delaware Id Proofing has completed. inbex x s @

DoNotReply MyDelaware <ColNotReply MyDelaware@delaware.govs 1238PM (T minutesage) v & €
tome +

my.

Welcome fo My.Delaware!
Hi Nicholas Aglira

Delaware was notified that your identity proofing has been completed.

Your status is "CLEAR"

" you can proceed fo access my.delaware.gov services

us s NOT"CLEAR" you may re-attempt to prove your identity.
perhaps using a different device or a different identity document

If your

ond attempt returns the same result, please reach out to
mydeloware @deloware gov for help.

{ « ronlv V{ ~» Farward V(@)
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11. The user can navigate back to their myDelaware Apps page at my.delaware.gov . Refresh
the page and they should now see the DOL LaborFirst Employer tile which they can select to
complete the LaborFirst process. The user will be brought to the “Create Account” screen. The
Employer Identification Number and Employer Account Number can be provided by the
Administrator of the LaborFirst Account. The user will need to read the User Agreement then
select the check box to accept that the information above is true and correct to the best of their
knowledge. Fill out the Signature and the Date and select Submit.

Create Account

*Employer Identification Number

*Re-enter Employer Identification Number

Please enter your company’s DOL Account Number to access this account.

*Employer Account Number

User Agreement

1 understand and agree to the following:

on behalf of this employer.

edge, the information provided to create this Account is true and accurate,
o Anyfalse statement or omission provided by me in creating this Account may subject me to criminal or civil penalties under the appropriate Delaware laws.
« should | become aware that any information | provided in creating this Account is incorrect. | will immediately notify the Department of Labor.

I acknowledge the following:

« 1 am required to complete a one-time identity proofing process before entering the Department of Labor's online administrative system.

may include but is not limited to, criminal or civil penalties.

activity may be referred to the Department of Justice for prosecution.

[] By checking this box, | certify, under penalty of perjury. that the above information is true and correct to the best of my knowledge.

Signature Date

‘ NA ‘ ‘ 05/15/2025 =] |

12. The user should then be taken to the LaborFirst Home Page where they can now access
the account. If the user is still receiving an error, please confirm the EIN Number and the
Employer Account Number with the Administrator, if these do not match exactly you will be
unable to proceed and access the LaborFirst account.
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