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Overview

The current release of the LaborFirst application for Delaware Paid Leave provides Bulk Quarterly
Reporting functionality.

TPAs file Hours & Wage reports each quarter to detail all wages earned and hours worked by each
employee per quarter. The wages entered are used to calculate Employer’s total contributions due for
the quarter. This report also monitors an employee’s hours that were worked in Delaware and outside of
Delaware.

Hours and Wages should be reported even for employees on waivers. If a waived employee approaches
the 1250 hours threshold to meet Delaware Paid Leave eligibility, the employer will receive a notification

to prepare for waiver removal.

Hours & Wage reports can be submitted directly by employers or by third-party administrators

representing them.

Frequently Asked Questions

Question Answer

| am a TPA. Am | able to upload reports in bulk?

When can | submit Bulk Quarterly Reports on behalf
of an employer?
Where can | file Bulk Quarterly Reports?

What are my format options for filing Bulk Quarterly
Reports?

How many files can | upload at a time?

What is the standard processing time for the
Delaware Department of Labor to review submitted
Bulk Quarterly Reports?

Will I be notified once my Bulk Quarterly Report has
been reviewed?

What are my next steps if the Delaware Department
of Labor was unable to successfully process my Bulk
Quarterly Report?

What authorization type(s) must TPAs have in order
to file Hours and Wage Reports?
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Yes, bulk upload of Quarterly Reports is available for
TPAs.

Bulk Quarterly Reports can be filed within 30 days
after the end of each quarter.

Bulk Quarterly Reports are submitted in LaborFirst
through your TPA account. Select the Action Item
“Bulk Reporting” from your Landing Page. To file on
behalf of an employer, an employer must assign a
TPA the Administrative or File/Amend Reporting
authority when creating the TPA relationship.

A CSV or XML file can be used to upload wage
details electronically.

LaborFirst restricts TPAs to one file per upload.
Please allow 2-3 business days for the Delaware
Department of Labor to process your Bulk Quarterly
Report. If you experience a delay beyond this
timeframe, please contact the Department of Paid
Leave via email at PEML@delaware.gov.

Yes, you will be notified via email once your report
has been processed.

If the Delaware Department of Labor was unable to
successfully process your Bulk Quarterly Report,
you will be notified via email. Once you review and
correct any necessary errors, you will need to
resubmit the Hours and Wage report in LaborFirst.
TPAs can file Hours and Wage Reports with the
following authorization types:

1. File/Amend Paid Leave Reports: Enables
TPAs to file quarterly Hours & Wage reports
on behalf of employers

2. Administrator: Enables TPAs to create, view
and access all records and LaborFirst
functionality on behalf of employers
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Where can | find an Hours and Wage reporting The Hours and Wage reporting template can be
template? found on the Delaware LaborFirst website under TPA

Resources and FAQs.
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