
   
 

   
 

 

 

 

 

 

 

 

 

 

 

 

Claimant 
LaborFirst  
User Guide 

 
 
 
 
 
 
 
 
 



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 2 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

LaborFirst Claimant User Guide 

Table of Contents 

Contents 
Overview .................................................................................................................................... 3 

Create Claimant Account ............................................................................................................ 5 

Claimant Registration .................................................................................................................. 7 

General Portal Navigation ......................................................................................................... 19 

Claimant Portal Landing Page ............................................................................................ 19 

Claimant Portal Home Screen............................................................................................. 20 

Request to Update Personal Information ....................................................................... 21 

Profile Icon ........................................................................................................................... 27 

File a Paid Family Medical Leave Claim ................................................................................ 39 

Paid Leave Account Division Screen ..................................................................................... 55 

Claim Details Screen ........................................................................................................... 56 

Request Claims Review ................................................................................................... 57 

 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 3 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

Overview 

We will now start working with some of the most essential components in LaborFirst.  

At any time, please select the LaborFirst Logo in the right corner to be directed to the 
Table of Contents. 

 

• Getting Started 
o System requirements (visit the LaborFirst website FAQs) 
o Signing into LaborFirst for the first time 
o Overview of the user interface and main dashboard 

 

• Enrollment Process 
o Step-by-step guide to enrolling in Paid Family Medical Leave (PFML) 
o How to complete personal information and employment details 

 

• Managing Your Account 
o Updating personal and employment information 
o Viewing and managing submitted applications 
o How to check the status of your PFML claims 

• Help and Support Resources (visit the LaborFirst website) 
o Contacting the Help Desk  
o Additional resources and LaborFirst guides  
o Frequently Asked Questions  

https://labor.delaware.gov/laborfirst
https://labor.delaware.gov/laborfirst
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For Your Safety and Security  
Before You Access LaborFirst the First Time  

  
The State of Delaware takes seriously our role in protecting and securing the public’s 
information. To that end, the State has established policies and procedures for creating 
and validating your sign-in credentials. Before you can sign in to LaborFirst, you must 
establish your State of Delaware sign-in credentials.  
   
Everyone must establish their State of Delaware sign-in credentials    
Claimants? Go Here.   
  
For Help, written instructions are available here, or you can watch this video.    
If you are unable to complete the credentialing process, please call 302-761-8375.  
  

  
  

Welcome to LaborFirst!  
Have you completed the steps above? Congratulations! You can access LaborFirst from 
the tile on your MyDelaware dashboard.  

  

  
   My Delaware LaborFirst Tile  

 

Need more information or training materials? Documentation specifically for 
Claimants is available from the LaborFirst home page. Then, select the appropriate tile. 
 

  

https://my.delaware.gov/app/bookmark/0oa10c4gewhe7hjyi298/login
https://mydelawarehelp.dti.delaware.gov/help/Register-MyDel-for-Employee-Self-Service.pdf
https://www.youtube.com/watch?v=q965w4sr_3E
https://my.delaware.gov/
https://labor.delaware.gov/laborfirst
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Create Claimant Account 

The first time a claimant signs into LaborFirst, they will be automatically navigated into the 

Claimant Registration process. The ‘Create Account’ screen is the first step. The Create 

Account screen is used to collect the claimant’s Social Security Number and Date of Birth. 

Additionally, the screen displays anti-fraud language the claimant must agree to before 

proceeding. This screen is for a new claimant registering who has not been registered in 

LaborFirst. 

Enter the required information, review the User Agreement, select the Certification check box, 

and select Next. 

 

Create Account Screen: No Account Exists 
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However, if it is the Claimant’s first time logging into LaborFirst, but they have already been 

registered in the system, an additional field will populate asking the Claimant to enter their 

‘Claimant ID’.  

This screen is for a new LaborFirst user who has already been registered. LaborFirst 

determines an account exist by the SSN and DOB entered and displays the Claimant ID field 

based on the SSN and DOB matching an account in the system. 

The Claimant is asked to enter their Claimant ID, review the User Agreement Information, select 

the Certification check box, and then select Next. 

 

Create Account Screen: Account Exists 
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Claimant Registration 

The first time a claimant signs into LaborFirst, they will be automatically navigated into 

the Claimant Registration Process. The ‘Personal Information’ screen is the first step in 

the Claimant Registration Process. This screen is used by the claimant to enter their 

personal information, including: First Name, Last Name, Date of Birth and Sex. All 

required fields marked with a red asterisk must be completed in order to move forward 

in the registration process. Enter the requisite information and select Next to continue 

with your profile setup. 

 

Personal Information Screen 
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Each screen in the Claimant Registration Process includes a ‘Steps’ status bar in the 

right pane. During the registration process, some steps change based on selections 

made by the claimant. After the ‘Personal Information’ screen, Previous and Next are 

available at the bottom of each screen to move back and forth between screens. If the 

claimant registering exits the system before completing the process, all previously 

entered information is saved and the registration status will be incomplete. 

Subsequently, when the claimant signs in to LaborFirst, they are navigated back to the 

‘Personal Information’ screen and their previously entered information is saved. 

 

Registration Steps Progress 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 9 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

The ‘Contact Information’ screen is the next step in the registration process. Claimants are 

asked to provide their contact details, including: Preferred Method of Communication, Email, 

and Phone Number. Enter the requisite information and select Next to move forward in the 

setup process. 

 

Contact Information Screen 
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The ‘Demographic Information’ screen is the next step in the registration process. Claimants are 

asked to provide their demographic information in the designated fields. Please note that 

Yes/No responses may trigger additional questions based on your selections. For example, if 

the Claimant selects ‘Yes’ when asked if they need an interpreter, an additional field populates 

asking the Claimant which language they need an interpreter for.  

Once all relevant information is provided, select Next to continue. 

 

Demographic Information 
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The ‘Address’ screen is the next step in the process. To proceed, at least one physical 

address and one mailing address are required. For each applicable address field, select 

the down arrow and select Edit to launch the ‘Mailing Address’ window, where the 

claimant will enter their information. 

 

Address Screen 
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From the ‘Mailing Address’ window, the ‘Search’ field allows the claimant to begin 

entering their address. If the address is found (using an address service), the claimant 

may select the address and the field below will be populated in a read-only format. If the 

address is not found, select Address Not Found, and the address can be manually 

entered. Select Save once all required fields are populated. 

 

Mailing Address Window 
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If the claimant indicates that their physical address is different from the mailing address, 

the ‘Physical Address’ field is presented. To add a physical address, follow the same 

steps mentioned above.  

Select the appropriate response, then click Next to continue. 

 

Address Screen with Physical Address 
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The ‘Tax and Payment’ screen is the next step in the registration process. This screen is 

used to determine tax withholding information and the claimant’s payment method. The 

first two questions allow claimants to determine whether they would like to withhold 

federal income tax from their benefits; and elect to receive an electronic 1099-G Tax 

Form.  

Additionally, this screen allows claimants to enter their preferred payment method. 

Claimants can choose from Debit Card or Direct Deposit. Make the appropriate 

selections and select Next to continue. 

 

Tax and Payment Screen 
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The ‘Benefit Payment Method’ screen dynamically populates fields based on the 

claimant’s selected preferred payment method. If they selected Direct Deposit as their 

payment method, the Benefit Payment Method will ask them to enter their Bank Name, 

Routing Number, and Account Number. Be sure to select the box to confirm the 

accuracy of the information you’ve provided. From there, the claimant will select the 

certification checkbox and Next to continue.

 

Benefit Payment Method Screen: Direct Deposit 
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If the claimant selected Debit Card as their preferred payment method, the Benefit 

Payment Method screen provides important information for the claimant to review. From 

there, the claimant will select the certification checkbox and Next to continue. 

 

Benefit Payment Method Screen: Debit Card 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 17 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

The final step in the claimant registration process is the ‘Registration Summary’ screen. 

The summary allows the claimant to review the information entered during the 

registration process. Though the information on this screen is read-only, the person 

registering may use the Previous button to toggle back through the screens and make 

any necessary corrections. Review the information and, if accurate, read and agree to 

the certification statement, and select Next to complete the registration.  

 

Summary Screen 
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Upon successful completion of the registration process, the ‘Confirmation’ screen is 

presented, and an email is sent to the Claimant. Select Proceed to be navigated to the 

‘Claimant Portal Landing Screen’.  

 

Confirmation Screen 
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General Portal Navigation 

Claimant Portal Landing Page 

This is the claimant portal landing page, which serves as the main entry point for users after 

logging in. Every time an existing user signs in, they are directed to this page, providing a 

consistent and familiar starting point. From here, users can quickly access key features such as 

dynamic quick links and notifications. Its purpose is to act as a centralized hub for all claimant-

related activities, streamlining the user experience and reducing the time needed to find relevant 

details. Click ‘Go to Home Page’ to continue. 

 

Claimant Portal Landing Page 
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Claimant Portal Home Screen 

The ‘Claimant Portal Home Screen’ displays the Claimant ID, Action Items, Requests and 

Uploaded Correspondences. The Account Division section displays a hyperlink that navigates 

the claimant to the Paid Leave Account Division Screen, where they can view all Paid Leave 

specific information.  

 

Claimant Portal Home Screen 
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Request to Update Personal Information 

Action Items and Requests dynamically display based on the unique needs and tasks of the 

claimant. A request that is always available is to ‘Request to Update Personal Information’. This 

allows claimants to update their Name, Social Security Number, and Date of Birth as needed. 

Select the ‘Request to Update Personal Information’ hyperlink from the Requests section to 

begin the process. 
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The first step in the process is the ‘Request to Update Personal Information’ screen. 

This screen allows claimants to select which piece of information they would like to 

update. Additionally, it informs claimants that in order to update personal information, 

they will need to upload the required documentation in support of the changes. 

Make the appropriate selection(s) and then select, Next. 

 

Request to Update Personal Information Screen 
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Questions dynamically display based on the claimant’s selection(s). When ‘Name’ is 

selected, the claimant is presented with their current name in the system in a read-only 

format. Additionally, claimants can enter their updated name in the text fields, and are 

prompted to provide relevant documentation supporting the change (Marriage 

Certificate Divorce Decree, etc.) 

 

Request to Update Personal Information: Name 
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When ‘Social Security Number’ is selected, the claimant is presented with their current 

social security number in the system in a read-only format. Additionally, claimants can 

enter their updated social security number in the text fields, and are prompted to provide 

relevant documentation supporting the change (Social Security Card, etc.) 

 

Request to Update Personal Information: Social Security Number 
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When ‘Date of Birth’ is selected, the claimant is presented with their current date of birth 

in the system in a read-only format. Additionally, claimants can enter their updated date 

of birth in the text field, and are prompted to provide relevant documentation supporting 

the change (Birth Certificate, Form of ID, etc.) 

 

Request to Update Personal Information: Date of Birth 
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The ‘Confirmation’ screen is presented when the claimant has successfully requested to 

update their personal information. This screen displays a Confirmation Number and a 

brief description of the request. 

 

Confirmation Screen 
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Profile Icon 

The ‘Profile Icon’ displays a drop-down menu that allows the user to navigate to various 

screens, including Account Information, Addresses, Payment Information and the ability to Log 

Out.  

 

Profile Icon 
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The ‘Account Information’ screen is used to display the user’s Account Details, including: 

Personal Information, Contact Information, and Immigration Information. The information 

collected during Claimant Registration is pre-populated in a read-only format. 

Select ‘Edit’ to make any adjustments to the information on this screen.  

 

Account Information Screen 
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The ‘Addresses’ screen displays all physical and mailing addresses associated with 

Claimant’s account. From this screen, Claimants can view and edit existing addresses; 

as well as add a new address. 

 

Addresses Screen 
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To create a new address, select Edit in the top right corner of the screen.  

 

New Address Window 

 

Enter the requisite information and then select Save. 
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The “new” address entered will be updated and confirmed by the system with a green 

banner. 

 

Address Record 
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The ‘Payment Sources / Tax Withholding’ Screen is used to allow viewing and editing access of 

payment sources and tax information. From here, claimants can toggle over the Payment 

Sources and Tax Withholding tabs to view and/or edit their information.  

 

Payment Sources / Tax Withholding Screen 
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To view existing payment sources and/or tax withholding information, select the Source ID.  

 

Payment Source Details Screen 

 

 

Tax Withholding Details Screen 
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To make a change to the payment source select Update Payment Source on the righthand 

side of the ‘Payment Source / Tax Withholding’ screen. 

 

Claimants are prompted to choose their preferred payment source and have the option to select 

either Prepaid Debit Card or Direct Deposit. The selection made on this screen will dynamically 

populate the next screen in the process.  

 

Select your preferred payment source, and then select Next.  

 

 

Update Payment Source Window 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 35 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

The next screen in the process is the ‘Payment Source’ screen, and the information will 

dynamically display based on the preferred payment source the claimant selected.  

If they selected Debit Card, the claimant is prompted to review the terms and conditions, select 

the certification checkbox, and then select Next.  

 

Update Payment Source Window: Debit Card 
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If they selected Direct Deposit, the claimant is prompted to enter their bank account information, 

select the certification check-box, and then select Next. 

 

Update Payment Source Window: Direct Deposit 
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The ‘Confirmation’ screen is displayed upon successfully updating the payment source 

information. Select ‘Finish’ to close the window.  

 

Update Payment Source Window: Confirmation Screen 
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To change/update the Tax Withholding information, select the TWH ID hyperlink. 

 

To change Tax Withholding information, select the dropdown arrow and select yes or no. The 
window allows the claimant to change their tax withholding information, and then select Save to 
close the window.  

 

New Tax Withholding Window 
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File a Paid Family Medical Leave Claim 

To begin the Claim Filing process, the claimant will select the File Paid Family Medical Leave 

Claim from the Action Item list on their Home Page, or, they can select the quick link on the 

‘Claimant Portal Landing Page’.  

 

File Paid Family Medical Leave Claim Action Item 

 

File Paid Family Medical Leave Claim Quick Link 
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The first screen in the Claim Filing process is the ‘Important Information’ screen. It includes a 

brief description of the information a claimant will need in order to file a Paid Family Medical 

Leave Claim.  

The ‘Steps Progress Bar’ on the right side of the screen is displayed throughout the process. 

The user may click on the previous ‘Steps’ from the status bar to navigate to previous screen. 

Review the information and select Next.  

 

Important Information Screen 
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The ‘Employment Information’ screen allows the claimant to indicate the employer they wish to 

file their claim against. LaborFirst will dynamically display employers who have, in at least 3 of 

the last 4 quarters, reported wages for the Name/SSN of the claimant. If that criteria is not met, 

the employer will not be displayed.  

Claimants will select the employer they wish to file a claim against, and then select Next. 

 

Employment Information Screen 
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If the claimant does not see their Employer listed, they can select My employer is not listed to 

search for their employer. Claimants can search by Employer Legal Name or Employer DBA 

Doing Business As. 

Claimants will utilize the search field to look up employer information, select the employer, and 

then select Next. 

 

Employment Information Screen: Search for Employer 
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If the claimant cannot "find their employer via the search function, they can select I cannot find 

my employer to enter information manually.  

(NOTE: Before you move forward, please check with your employer to make sure you have the 

correct legal name of the business and confirm that they’ve created an account and registered 

for paid leave.) 

By selecting the checkbox, claimants can manually enter their employers’ name, phone number 

and address.  

Enter the requisite information, and then select Next. 

 

Employment Information Screen: Manual Entry 
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The ‘Employment Details screen allows the claimant to provide employment details, specifically: 

employment status, job title, job duties, and proof of employment.  

When uploading proof of employment, please ensure you provide one of the following 

acceptable documents: 

• W-2 Form 

• Recent Pay Stub 

• Tax Documents showing employer information 

All documents must clearly display your name and employer details. 

Enter the requisite information and then select, Next. 

 

Employment Details Screen 
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The next screen allows claimants to select their reason for leave. The questions on this screen 

drive are dynamic questions and screens that are given later in the claim filing process based 

on the selections made.  

Enter the requisite information and then select Next. 

 

Reason for Leave Screen 
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The following screens displays dynamically based on the selections made on the ‘Reason for 

Leave’ screen. If the claimant indicated that they are taking time off from work to deal with their 

own serious health condition, the ‘Medical Leave’ screen populates next.  

The ‘Medical Leave’ screen asks claimants if their injury is the result of an automobile accident 

and asks if the claimant has a pending workers compensation claim related to the injury and/or 

illness. 

Answer the requisite questions and select Next. 

 

Medical Leave Screen 
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If the claimant indicated that they are taking time off from work to deal with the serious health 

condition of a parent, spouse or child, the ‘Family Caregiver Leave’ screen populates next.  

This screen asks the claimant to enter their family members’ information, and upload supporting 

documentation. Enter the requisite information and then select Next. 

  

Family Caregiver Screen 
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If Family Caregiver and/or Medical Leave is selected as the reason for leave, the Health Care 

Provider Information screen also populates to collect Health Care Provider Information. Please 

note: this screen does not display if the reason for leave is Parental Leave and/or Qualified 

Exigency. 

The claimant will enter their Health Care Provider Information, and then select Next. 

 

Health Care Provider Information Screen 
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If the claimant indicated that they are taking time off from work to care for and bond with their 

healthy newborn, adopted or foster child, the ‘Parental Leave’ screen dynamically populates.  

This screen asks the claimant to provide additional details regarding their new child. 

Additionally, Parental Leave and Qualified Exigency claims require claimants to enter their 

desired leave schedule (covered on page 51). 

Enter the requisite information and then select Next. 

 

Parental Leave Screens 
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If the claimant indicated that they are taking time off from work to deal with their parents, 

spouse, or child’s military deployment duty, the ‘Qualified Exigency’ screen dynamically 

populates.  

This screen asks the claimant to provide additional details regarding the military deployment. 

Additionally, Parental Leave and Qualified Exigency claims require the claimant to enter their 

desired leave schedule (covered on page 51).  

Enter the requisite information and then select Next. 

 

Qualified Exigency Screen 
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When applying for Parental Leave or Qualifying Exigency Leave, the leave schedule is provided 

by the claimant. For Medical or Family Caregiving, the leave schedule is provided by the 

healthcare provider.  

When the claimant selects ‘+ Add New’ on the leave schedule, this flyout screen appears. This 

screen describes the different kinds of leave. Conditional questions are displayed based on the 

leave schedule type. 

(NOTE: Parental leave is continuous by default. You can only choose options like reduced 

hours per day, reduced days per week, or intermittent leave if your employer has a policy that 

allows it. 

Before entering your leave schedule, confirm with your employer whether these options are 

permitted.) 

 

Claimants can choose from the following Leave Schedule types: 

• Continuous: Leave is taken all at once in an uninterrupted block of time 

o Enter ‘Start Date’ and ‘End Date’ 

• Reduced Hours Per Day: Allows the claimant to continue working standard number of 

days per week, but with a reduced amount of hours per shift. 

o Enter ‘Start Date’ and ‘End Date’ 

o Enter Percentage of time per day you will take off 

• Reduced Days Per Week: Allows Claimant to maintain the full duration of the shift, but 

reduces the number of days per week worked. 

o Enter ‘Start Date’ and ‘End Date’ 

o Enter how many days a week you will be off 

• Intermittent: Allows the Claimant to take leave in separate blocks of time on a periodic 

basis 

o Enter ‘Start Date’ 
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Enter the requested information, and then select ‘Save’  

 

Leave Schedule Window  
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The ‘Summary’ screen displays all fields and responses from the claim filing process. Review 

the information for accuracy, select the disclosure agreement, sign, date and select Next to 

continue. 

 

Summary Screen 
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The ‘Confirmation’ screen is displayed upon successful completion of the registration process. 

Additionally, a confirmation email will be sent to the claimant. Select Finish to be navigated to 

the Claimant Portal Landing Page. 

 

Confirmation Screen 
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Paid Leave Account Division Screen 

The Paid Leave Account Division Screen displays information related to Paid Family Medical 

Leave, including: the ability to file a claim, view existing claim information and registration 

status. Claimants navigate to this screen by selecting the Account Division ID from the ‘Claimant 

Portal Home Page’. The Claimant will also find their action items here—these are tasks they 

needs to complete, like uploading documents, responding to requests, or confirming 

information. 

The ‘Claims’ section of the ‘Paid Leave Account Division’ screen displays the link(s) to view 

information surrounding an existing claim. This includes claims that are active, completed, or 

pending review. Each claim will display important details such as its status, submission date, and 

any next steps required. Select the Claim ID to navigate to the ‘Claim Details’ screen.  

 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 56 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

Claim Details Screen 

The Claimant can use this page to see all the details related to their claim in one place. This 

includes Claim Details, Monetary Details, Claim History, Leave Details, Health Care Provider 

Information and uploaded notes and attachments. Examples of Correspondances claimant’s 

may see here include an Approval or Denial Letter. 

Claimants can select into the tab they wish to view to see additional information. 

 

Claim Details Screen 
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Request Claims Review 

If a claim is denied, the Claimant has the right to initiate a claim review, whereby Paid Leave 

Staff will review the Employer’s initial decision. This process begins on the ‘Claim Details’ 

screen. 

Select Request Claim Review on the top right corner of the ‘Claim Details’ screen. 

 

Request Claim Review Link 
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The Request Claims Review Screen allows the Claimant to explain why they disagree with the 

reason their claim was found ineligible. It is recommended that Claimants provide as much 

detail as possible and upload any supporting documentation to support their rationale.   

 

Request Claims Review Screen 
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The ‘Summary’ screen displays the entered information in a read-only format. If the Claimant 

would like to make any edits, select Previous to navigate back to the ‘Request Claim Review’ 

screen.  

 

Summary Screen 

  



Claimant LaborFirst User Guide  
 

Claimant - Labor First User Guide  Page 60 of 60 
Delaware Department of Labor - Confidential and Proprietary  Last 

Revised: 11/20/25  
 

The ‘Confirmation’ screen is displayed upon successful completion of the Request Claim 

Review Process. 

 

Confirmation Screen 

 

 

 


