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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: . 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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://my.delaware.gov/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=EEEcrHOY6IqHNWJPuYrLwwDCXmBwEZkFdmppcr3UlWw&code_challenge_method=S256&nonce=2sjODvD7tfRq5RRnSh410SF48hgspIkLDweT7lnp2cQybhFBCOqDkV5bRHh2U2ru&redirect_uri=https%3A%2F%2Fmy.delaware.gov%2Fenduser%2Fcallback&response_type=code&state=wyjpESxCvf3btMzAOE9EofnoZIadEp01RQwbUbIvkKAuE9QhETYcCwVvXRXfURdE&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage%20okta.enduser.dashboard.read%20okta.enduser.dashboard.manage%20okta.myAccount.sessions.manage
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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:  
 

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

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

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

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

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

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

• 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. 
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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.  
 

 
 

 
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. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



DELAWARE LABORFIRST HELP GUIDE 

 Adding an Additional User in LaborFirst 
 

 

Delaware LaborFirst Help Guide Page 4 of 9 

Adding an Additional User in LaborFirst Last Revised: 05/16/25 

 

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”. 
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6. The user will be sent a verification email that will need to be clicked on to Activate the 
Account. 
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7. Select the green “Activate Account” button to proceed in the Account Activation process.  
 

 
 
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. 
 

 



DELAWARE LABORFIRST HELP GUIDE 

 Adding an Additional User in LaborFirst 
 

 

Delaware LaborFirst Help Guide Page 7 of 9 

Adding an Additional User in LaborFirst Last Revised: 05/16/25 

 

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 Identity 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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://laborfiles.delaware.gov/main/pfl/Identity_Proofing_Guide.pdf
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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”. 
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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.  
 

 
 
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. 

https://my.delaware.gov/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=1HN2cF-E7h5u9l5bGXgNayaVZXIWMRvne1uBcd4KARs&code_challenge_method=S256&nonce=jtvLVJWWBdSS9XctdxpU5oVkfSH1bE6WcEZvQ8eg9kXcxfibAnYU7wVn2MOWtAQP&redirect_uri=https%3A%2F%2Fmy.delaware.gov%2Fenduser%2Fcallback&response_type=code&state=v2YCq4lZ0VUKLTwwntMPVR8TFAiZnvxO7A3xp9e8IYdQhZYwAZYEFs02Jbp8GdKE&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage%20okta.enduser.dashboard.read%20okta.enduser.dashboard.manage%20okta.myAccount.sessions.manage

