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The following document includes helpful tips and tricks for Employers and TPAs as 
they complete Hours & Wage Reports in LaborFirst.  
 

Additionally, the Wage and Hour Specification Document (under “What can I do in 

LaborFirst?”) is a helpful document that provides relevant details and information.   

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Flaborfiles.delaware.gov%2Fmain%2Fdlf%2FDE_PFML_Wage_and_Hour_Reporting_Specs_v4.0.docx&wdOrigin=BROWSELINK


Tech Tips & Tricks 
 

Item Workflow Description 

#1 Browser Use the Chrome browser from a destktop or laptop to access 
LaborFirst. Firefox, Edge, and Safari are not supported. 

 

Eligibility Tips & Tricks 
 

Item Workflow Description 

#1 
Account Division 

Summary 

Confirm you have liability in the LaborFirst application before 
proceeding with Hours & Wage Report submission. Liability is 

determined by the provided payroll date. If an employer's payroll date 
and registration date are prior to 1/1/25, then their liability date is set 

for 1/1/25 if that employer is eligible for the program.   

#2 
Registration / Hours & 

Wage Report 
Submission 

If the employee count on your provided reports differs from the 
employee count provided during division registration, your liability will 
be based upon the employee count provided from your Hours & Wage 

report. 

#3 
Registration / Waivers 

& Reclassifications 
Employee count is adjusted accordingly by any waivers and 

reclassifications, which determines your liability. 

 

 

  

https://www.google.com/chrome/


File Submission Tips & Tricks 

 

Item Workflow Description 

#1 
Hours & Wage Report 

Submission - File 
Upload 

• Download the Employer Submission Template from the 
Resources section of the LaborFirst site  

• Keep a backup copy of your submitted file 

#2 
Hours & Wage Report 

Submission - File 
Upload 

TPA - Employer relationship needs to be established in LaborFirst 
before any attempted submissions. Check your entity relationships 

before proceeding with uploads. Contact the support team if you need 
help confirming an entity relationship. 

#3 
Hours & Wage Report 

Submission - File 
Upload 

Headers and Footers must be removed from XMLs before submission 

#4 
Hours & Wage Report 

Submission - File 
Upload 

Verify elements and attributes in XMLs before submission.  
 

For example, PCT must be spelled out (percent). 

Please refer to the correct version of the specification document on the 
LaborFirst site and ensure your elements and attributes are correct. 

#5 
Hours & Wage Report 

Submission - File 
Upload 

When uploading an Hours & Wage file in LaborFirst, it needs to be 5MB 
or below. Stay below 5,000 employees for the best experience 

#6 
Hours & Wage Report 

Submission - File 
Upload 

Some users may experience an issue when uploading an Hours & 
Wage file, encountering a blank white screen after selecting Next (after 

selecting Done). To best prevent this issue, select Done and wait for 
additional steps to populate on the Step ladder, and the system will 

move you forward in that process.  

 

This typically happens with files containing less than 1000 employees.  



#7 
Hours & Wage Report 

Submission - File 
Upload 

Commas cannot be used in the reports being submitted 

 

#8 
Hours & Wage Report 

Submission - File 
Upload 

Using numbers in name fields causes errors 
 

#9 
Hours & Wage Report 

Submission - File 
Upload 

SSNs that start with a 0 are dropping in CSV files (ex. 012345678), 
causing file upload errors. The column for SSNs will need to be 

formatted as text for the 0 to not drop 

#10 
Hours & Wage Report 

Submission - File 
Upload 

All ITINS are allowable in the application. For SSNs, all 9 values are 
allowable in the application as well 

#11 

 

Hours & Wage Report 
Submission - File 

Upload 
 

If you receive errors, you will have an option to re-upload your report 

 

 

 
  



File Submission (Field Formatting) Tips & Tricks 

 
 

Item Workflow Description 

#1 

Hours & Wage Report 
Submission - File 

Upload 
 

Before you upload a comma-delimited CSV file: 

• confirm your account number 

• confirm the year 

• confirm the quarter 

• verify no duplicates in the SSN column (unless all 9's) 

• last name does not contain numbers  

• employer contribution is 50% or greater 

• total hours has no zeroes 

• weeks worked has no zeroes and nothing greater than 14 weeks 

• adjustment column can be blank 

• please save as a comma-delimited .CSV file (see below) 
 

 
 

• no headers unless specified 

• each row = one employee per quarter 

• bulk uploads: verify each employer/client is linked to your TPA 
Profile 

#2 

Hours & Wage Report 
Submission - File 

Upload 
 

Before you file XMLs: 

• delete header and footer 

• percent needs to be spelled out 

• FICA needs to be removed from combined out of state 

• must follow DPL XSD schema (available in Employer Toolkit) 

• structured hierarchy with Employer > Employees > Report details 

 
  



Error Reporting Tips & Tricks 

 

Item Workflow Description 

#1 

Hours & Wage Report 
Submission - Bulk 

Upload 
 

Reference the Hours & Wage specification document on the LaborFirst 
site and view screenshots of the XML and CSV and the housed 

attachment. Referencing these documents will also inform you of some 
examples of good files to submit.  

#2 

Hours & Wage Report 
Submission - File 

Upload 
 

For employers that upload over 1000 records in an Hours & Wage 
report, they will receive an error report for any identified errors 

preventing successful upload (currently specific for employer entry or 
TPA filing within the employer entry). 

 

 

Manual Entry Tips & Tricks 

 

Item Workflow Description 

#1 
Hours & Wage 

Report Submission - 
Manual Entry 

If you hit enter while in the first field while manually entering a report, 
you can use tab to cycle through fields 

#2 
Hours & Wage 

Report Submission - 
Manual Entry 

When manually entering a report, it is recommended that you use a 
wider monitor for ease of field view or edit the screen's magnification 
to adjust its view. 

 
 



Covered Wages Tips & Tricks 
 

 

Item Workflow Description 

#1 
Hours & Wage 

Report Submission – 
Covered Wages 

Your covered wages will equal your FICA totals plus reclassified out 
of state wages minus waivers 

 
 
 


