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Overview

We will now start working with some of the most important components of LaborFirst. At
any time, please select the LaborFirst Logo in the top right corner to come back to the
Table of Contents.

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

Enroliment Process
o How to navigate Delaware Labor First
o Step-by-step guide to enrolling in Paid Family Medical Leave (PFML) or
“Paid Leave”

Managing Your Account
o Updating account information

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

Note: The TPA Portal is a window into the Employer Self-Service Portal. For specific
information about the Employer Self-Service Portal functions and navigation, please see
the Employer User Guide.

Third Party Administrator LaborFirst User Manual Page 1ofes

Delaware Department of Labor - Confidential and Last Revised: 4/7/26

Proprietary



https://labor.delaware.gov/laborfirst
https://labor.delaware.gov/laborfirst

DELAWARE

LABOR ))
Third Party Administrator LaborFirst User Manual FIRST

Before You Start

Before you can sign in to LaborFirst, you must complete two activities.

Step One: Are You a New Business Operating in Delaware?

e If your business is registered in Delaware One Stop, proceed to Step 2.

e |If you haven't registered your business in Delaware One Stop, please visit One
Stop.

e If you need help, visit the One Stop Contact page.

Step Two: Everyone must establish State of Delaware sign-in credentials. Go
Here.

e Third Party Administrator or Professional Employer Organization? Go Here.
e For Help, written instructions are available here, or you can watch this video.

e |f you are unable to complete the credentialing process, please call 302-761-
8375.

Have you completed the steps above? You can now access LaborFirst from
the LaborFirst tile on your MyDelaware dashboard.

“LABOR
FIRST))

DOL Labor First TPA

My Delaware LaborFirst Tile

Note: If a TPA is operating in the State of Delaware as an employer, they will also need
to complete Employer Registration in LaborFirst. If you need more information or
training materials? Documentation specifically developed for Employers, TPAs, and
PEOs are available from the LaborFirst home page, then select the appropriate tile for
your business type.
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Registration

Third-Party Administrator (TPA) Registration

Once a person has established their State of Delaware sign in credentials and selects
the LaborFirst tile from MyDelaware.gov (see the prior page), they can begin working in
LaborFirst.

This section of the user manual provides the steps for a Third-Party Administrator (TPA)
(and Professional Employer Organization — PEOs) to complete LaborFirst registration. A
TPA is an organization that provides operational services such as claims processing
and employee benefits management under contract to another company.

The ‘Create Account’ screen is the first step in the TPA Registration process after a
successful sign in if someone has not already registered the TPA in LaborFirst. This
screen asks the TPA to enter and reenter their Employer Identification Number. Unlike
employer business registration, the TPA's FEIN does not need to match the FEIN
registered in Delaware One Stop. Additionally, this screen contains a User Agreement
outlining key acknowledgments to which the TPA must agree to proceed. The TPA will
utilize the checkbox to certify that the above information is true and correct to the best of
their knowledge, sign and date, and select Next to proceed with the registration
process.

*Re-enter Employer Identification Number

User Agreement

l understand and agree to the following:

1 acknowledge the following:

Create Account Screen
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The ‘Introduction’ screen is the first screen in the TPA Registration process and
highlights the information required to complete registration.

Introduction /Steps \

Required to Register Successfully O 1ntroduction

Employers may use a Third-Party Administrator (TPA) to perform services for the employer in support of employer compliance with the Delaware
Department of Labor’s laws and regulations. To move forward with the registration process, the TPA must provide the following information: ® TPA Details

¢ Legal entity name
¢ Trade, fictitious, or assumed name if different from legal entity name (i.e. DBA or doing business as)
¢ Federal Employer Identification Number (FEIN)

Address

2 8 Contact Details
¢ Physical & Mailing address of business

¢ Business Contacts |
* Business Start Date Preferred Method of Communication

Upon completion of your registration, you will receive a new TPA Account number. This number will be applied to all Delaware Department of Labor Registration Summary

programs managed by this online system.
\‘ Confirmation /

Introduction Screen

Each screen in the TPA registration process includes a ‘Steps’ status bar in the right
pane. After the initial screen, Previous and Next buttons are available at the bottom of
each screen to move back and forth between screens. If the person registering exits the
system before completing the registration process, all previously entered information is
saved and the registration status will be incomplete. When the TPA later signs in, they
are presented with the ‘Introduction’ screen. However, previously entered information
will be saved as they navigate the registration process. The TPA may make updates, if
necessary.

Note: Incomplete registrations will be purged from LaborFirst if not completed within 15
days.
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The ‘TPA Details’ screen is the next step in the process and is accessed after selecting
Next on the ‘Introduction’ screen. Throughout the registration process, labels marked
with a red asterisk are required to proceed to the next step in the registration process.
For all steps in the registration process, enter the required data, then select Next.

TPA Details Steps

e N © Introduction
*FEIN (Federal Employer Identification Number * Legal Business Name
ploy:

| 00-0001107 | [ ] O TPA Details

* Business Start Date * Phone Number

— Address
u |

Fax Number

Contact Details
[ ] [[] 1 am registering as a Professional Employer Organization

Preferred Method of Communication

Confirmation

TPA Details Screen
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The ‘Address’ screen is the next step in the registration process. At least one physical
address and one mailing address are required. Select the down arrow, then Edit to
launch the ‘Mailing Address’ window.

Address Steps

© Introduction

@ A mailing address and one physical address are required. Click on the down arrow and select Edit to enter your mailing address.
© TPA Details

Mailing Address O Address

® Contact Details
us
Preferred Method of Communication

Registration Summary

=1Is your mailing address the same as your physical address?

QO Yes O No Confirmation
*Would you like to add additional locations? ©
O Yes O No

Address Screen
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The first field in the ‘Mailing Address’ window is a search field, which utilizes an address
broker to allow the person registering to start typing the address and select from a list of
results. The TPA will select their mailing address, and all additional fields on the screen
will populate. However, if the TPA cannot locate their address utilizing the search field,
they may select Address not found to manually enter their address. Once the mailing
address has been entered, select Save.

Mailing Address

Search

[] Address not found

* Country

United States v ‘

* Address Line 1 © * City

* State *Zip Code

Delaware Y ‘ ‘ ‘

Mailing Address Screen
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If the person registering indicates that their physical address is different from their
mailing address, an additional address field will be dynamically displayed on the screen
for the physical location. Follow the steps previously mentioned to enter a new physical
address.

If the person registering answers “Yes” to the question “Would you like to add additional
locations?” then ‘Additional Locations’ will appear in the ‘Steps’ pane on the right. To
enter a new location, select +New to launch the ‘Additional Locations’ window.

Additional Locations in Delaware Steps

© Introduction
Locations

© TPA Details

+ New © Address

© Additional Locations in Delaware

Contact Details
Previous Next

Preferred Method of Communication

Registration Summary

Confirmation

TPA Additional Locations Screen
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The ‘Locations’ screen allows the person registering to enter address information for
additional physical locations. Because of this, the ‘Address Type’ field is prepopulated to
‘Physical Location’ in a read-only format. Enter the address details as requested, then
select Save. Select Proceed to go to the next screen.

Locations
Address Type
‘ Physical Location ‘
Search
l
[ Address not found
* Country
i United States v ‘
* Address Line 1 © * City
| | |
* State *Zip Code

‘ Delaware v ‘ ‘ ‘

Cancel ] [ Save

Locations Window
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‘Contacts’ is the next step in the process. To proceed, you must register one contact.
Enter the registration contact’s information in the fields on the screen, then select Next
to continue.

Contact Details Steps

©@ Introduction
@ TPA registration requires the entry of one contact to complete the registration process. Please enter the contact information below as
required. © TPA Details
*First Name * Last Name ® ridiass

* Email Address % phone Number © Contact Details

[ ] [ ] Preferred Method of Communication

Confirmation

TPA Contact Details Screen
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‘Preferred Method of Communication’ is the next step. The Preferred Contact Method
defaults to email in a read-only format; however, the person registering can edit the
email provided as needed. Enter the requisite information and then select Next.

Note: A registration email is sent to the email entered upon successful completion of the
registration process.

Preferred Method of Communication teps

@ Introduction
Registration requires a preferred method of communication to complete the registration process. Please provide your preferred email if
different from the one shown below. © TPA Details

* Preferred Method of Communication © Address

| Email v

5 © Contact Details
* Email Address

l totallyawesometpa@sharklasers.com ] O preferred Method of Communication

* Re-enter Email Address

Registration Summary

Confirmation

totallyawesometpa@sharklasers.com J

Preferred Method of Communication Screen
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A ‘Registration Summary’ allows the person registering to review the information
entered during the registration process. Though the information on this screen is read-
only, the person registering may use Previous to toggle back through the screens to
make any necessary corrections. Review the information and, if accurate, read and
agree to the disclosure, sign and date, then select Next to complete the registration.

Registration Summary Steps

v TPA Details

]
© Address
© Contact Det
© Preferrad Methed of Communication
Address

(O Registration Summary

Type City State Zip Country |
® Confirmation

hysical Lt Dela 1971
Mailing De 15711 Us
v Contact Details
Title Type First Name Last Name Email Phone

Administrator otally Awesome TPA rs.com 214) 214-2141

979) 666-5424

*[0 By checking this box, I certify, under penalty of perjury, that the information provided in this filing is true and correct to the best of
my knowledge and belief

* Signature © * Date

Registration Summary Screen
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Upon successful completion of the registration process, the ‘Confirmation’ screen
appears and an email is sent to the registration contact. LaborFirst provides the TPA
Account Number and Confirmation Number for reference. Select Proceed to return to
the ‘TPA Home Page’.

Confirmation Steps

© Introduction
Confirmation Number: CON-00927

© TPA Details
You have successfully registered as a Third Party Administrator (TPA) as of 08/14/2024. Please note the TPA Account Number for future
reference as it uniquely identifies your TPA within Delaware LaborFirst. Please retain a copy of this registration confirmation for your records. @ Address

TPA Account Number: 6000551 .
Y H I © Contact Details

©@ Ppreferred Method of Communication
Proceed

@ Registration Summary

© confirmation

Registration Confirmation Screen
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TPA Portal General Navigation

TPA Portal Page

After signing in, the TPA user will land on the TPA Portal Page. From here a user can
access their Home Page, view Notifications, use the Profile Icon, or use the ‘Menu’
(three lines in the upper left corner) to move to various screens.

& Third party Adminis... ()

Go to your Home Page

fABoR DY

TPA Portal Page
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TPA Home Screen

Select Go to your Home Page to move to the screen shown below. Here, you can view
the linked business accounts. Entity Relationships are dynamically displayed once the
employer and TPA relationship is established.

By selecting the Employer, the TPA will be navigated to the employer’s account and will
may be able to view/edit different areas within the employer portal based on the level of
access. Please review the Employer LaborFirst User Guide for more details.

DELAWARE

LA;B__%F%T)) A Third party Adminis... @)

Third Party Administrator

TPA Account Number: 6000621

Entity Relationship

EAER— (=-)c](7]
Employer v | Authorization Type v | Start Date v | End Date v | Status v
1 I Kristi Davis Designs I Administrator 9/10/2024 Requested 5]
2 Steve Smith's Surf Shop Administrator 9/10/2024 Approved ®
3 Frozen Yogurt Shop Maintain Profile 9/10/2024 Requested ®
4 Taco Town Maintain Profile 10/1/2024 Requested B

Accounts >Third Party Administrator

Notes & Attachments

0 items » Sorted by Last Modified « Updated a few seconds ago e ‘E]

Title v | Created By v Last Modified ¢ v Size

No items to display

TPA Home Screen
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Profile Icon

The TPA Profile Icon is at the top right corner of the screen. From here, the TPA can
view Account Information, Addresses, and Contacts. The Profile Icon also allows the
user to Log Out of the system.

Third Party Adminis... (&)

Account Information

Addresses

Contacts

Log Qut

v |
TPA Profile Icon Dropdown Menu

Account Information

The ‘Account Information’ screen allows the TPA to view their account details. The
information presented is the information currently on file — Either provided at registration
or updated by Delaware Department of Labor staff.

DELAWARE

o >»

Account Information Screen
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Addresses

The ‘Addresses’ Screen allows the TPA to view, add, edit, or delete addresses
associated with the account.

DELAWARE

= Ui >y e

Accounts > Efficient TPA
Addresses

3 items « Updated a few seconds ago

Address ID v | Address (City) ~ | Address (State/Province) ~  Address (Country/Territory) v
1 ADR-000000404 Newark DE us E]
2 ADR-000000405 Newark DE us E]
3 ADR-000000406 Newark DE us E]

Addresses Screen
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To edit an address that already exists within the system, select the down arrow to the
right of the address, then Edit. Once the desired changes are made, select Save to
return to the ‘Addresses’ screen.

&

Edit ADR-000000404

= Required Information

* Account * Primary Location
[B Efficient TPA X ] l No vl
Address * Address Type
l Mailing A4 l
l Search Address Ql

Address (Country/Territory)

l United States A4 l

Address (Street)

402 Ogletown Rd.

4

Address
Address (City) (State/Province)
l Mewark l [ Delawarse ¥

Address (ZIP/Postal Code)

[oms |

Physical Location Number

Ty -

Edit Addresses Screen

[ Cancel
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To enter a new address, select New in the top right corner of the screen.

New Address

= = Required Information
Information

* Account * Primary Location

[B Efficient TPA xl l No

Address * Address Type

l --None--

[ Search Address Ql

Address (Country/Territory)

l United States v ]

Address (Street)

)

Address
Address (City) (State/Province)

| | Come—]

Address (ZIP/Postal Code)

| l

Physical Location Number

l Cancel l Save & New l

New Address Screen

Third Party Administrator LaborFirst User Manual Page 19 of 68

Delaware Department of Labor - Confidential and Last Revised: 4/7/26

Proprietary




DELAWARE

Third Party Administrator LaborFirst User Manual

LABOR
FIRST D

Contacts

The ‘Contacts’ Screen allows the user to edit and/or enter to contact details to the
account.

Accounts > Efficient TPA
Contacts

2 items « Sorted by Last Name + Updated a few seconds age

Contact Name

v | Title Type

H<

~ | Email “ | Phone
1 Third Party Administrator Administrator bosebih.jujopil@gotgel.org (720) 111-2222 E]
2 Bill Billings Registration Contact bbillings@gmail.com (979) 888-6666 )

Contacts Screen

To edit an existing contact, select the down arrow, then Edit.

Edit Third Party Administrator

= = Required Information

-]

Account Name
Efficient TPA

* Title Type

I Administrator

* Name

Salutation

[ --None--

First Name

[ Third Party

Middle Name

[ Middle Name

* Last Name

[ Administrator

Suffix

[ Suffix

* Phone * Email

[ (720) 111-2222

I bosebih.jujopil@gotgel.org

Home Phone

|

Edit Third Party Administrator Screen
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To add a new contact, select New in the top right corner of screen.

New Contact

" = Required Information
Contact Information

Account Mame * Title

Yedai TPA Co. l —None— -

*Mame

New Contact Screen

Log Out

At the bottom of the Profile Icon dropdown list the user can Log Out. This returns the
user to the initial TPA sign in screen.
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Menu

In the top left corner of the screen, you will see a menu icon. The menu helps you move
to various screens for Account Services.

A Third Party Adminis... ()

Go to your Home Page

TPA Menu
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Add and Manage Users

Add Additional Users

An Account Administrator can add additional users to their LaborFirst account. When
additional users are set up, they are given access to the account and can engage in

LaborFirst functionality based on permissions granted by the Account Administrator.

Additional users who are granted administrator access have the same access as the
account owner.

Home

Account Services ~

Add/Manage Additional Users

Account Services Dropdown Menu
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After selecting Add/Manage Additional Users, the account administrator can both add
new Additional Users, as well as manage relationships with existing Additional Users.

To add a new Additional User to the LaborFirst account, enter their First Name, Last
Name, Email, and Phone Number. Please note: the email entered must be unique and
cannot exist in LaborFirst.

Upon selecting ‘Save’, an email is sent to the respective person registering inviting them
to create a State of Delaware account on My.Delaware.gov.

Upon selecting the link in the email, the person registering is prompted to create an
account on My.Delaware.gov.

Add Additional Users

*First Name

* Last Name

* Email

* Phone Number

w
o
<
o

Add Additional Users Screen
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Manage Additional Users

The Account Administrator can manage additional users that were added to the
employer and/or TPA account. As previously mentioned, only the administrator will have
access to this screen to edit a user’s access, select the pencil icon. Administrators
cannot deactivate other users with Administrator permissions.

DELAWARE
S>>

Add Additional Users

* First Name

* Last Name

Manage Users Screen
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Manage TPA Access

Employers who already have an agreement with a TPA will request establishing a TPA
relationship in LaborFirst from the Employer Portal. The employer will initiate the
relationship by selecting a TPA registered in Delaware Labor First, the relationship start
date, end date (if known), and access level.

TPA Authorization levels:

o 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.

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

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

o File Paid Leave Appeals: allows the TPA to access to ‘File Appeal’ link.

o Paid Leave - Make a Payment: allows the TPA to make payments to the Division
of Paid Leave on behalf of an Employer.

o Claims Processing: allows the TPA to process PFML claims.

Upon submission, the designated TPA will receive an email notification prompting them
to Approve or Deny authorization (see next page)

Note: The TPA notification email is sent to the preferred method of communication
associated with the TPA account.
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TPA Authorization Request
8/5/2024
Dear Terrific TPA,

Thriving Business has requested authorization for you to perform the
following services for their Delaware Department of Labor account:

¢ Administrator

Please click on the link below to confirm or deny that you will performing
the service(s) on Thriving Business 's behalf.

Sincerely,

Delaware Department of Labor

TPA Authorization Email Request

Selecting Confirm Authorization or Authorization Denied will presented one of the
following messages depending upon whether the authorization was Approved or
Denied.
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TPA Authorization Approved

You have Confirmed Thriving Business's authorization request and your access is
pending review by the department of labor to do the following on their account:
Administrator

Home

TPA Authorization Approved Notification

Once an employer has requested a TPA Authorization, and the TPA has accepted, the
approval is sent to Delaware Department of Labor staff for final approval.
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Bulk Reporting

Third Party Administrators normally represent multiple employers at a given time. A TPA
may file quarterly reports via ‘Bulk Reporting’. A bulk report is like a typical uploaded
report. The TPA will have the report saved to their computer as a CSV or XML file to
upload in the TPA portal. The difference between a bulk upload and a regular upload is
that the TPA can upload multiple employers on one report.

To launch the Bulk Reporting process, login to the TPA portal and select the ‘Bulk
Reporting’ link from the Portal Page.

Go to your Home Page

Bulk Reporting

Laborfinst © J024 | Versica 1.000.000

TPA Portal Page — Bulk Reporting
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The first step in the Bulk Reporting process is the Bulk Report Upload Instructions
page. This page contains important information and instructions to complete the report.
Select the ‘Next’ button to proceed.

Note: It is a good idea to check individual employer accounts to ensure a quarterly
report has not already been submitted. A report may only be submitted once; therefore,
if the bulk report includes an employer that has already had a quarterly report filed, the
report processing will fail.

Bulk Report Upload Instructions
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The next step in the Bulk Reporting process is the Bulk Reporting Upload screen.
Here, select the ‘Upload Files’ button and select the report to upload.

Bulk Reporting Upload

Bulk

“ upload File

You

N file to provide your raport for this year and quarter. To viaw the acceptable file formats please see the published
O ourterty Repont Fling spacification

Bulk Reporting Upload

Once the file is attached, select the ‘Done’ button on the Upload Files pop-up then
select the ‘Next’ button.

Upload Files

Bulk Reporting Upload Files
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The next step in the Bulk Reporting process is the Review and Certify Report screen.
Here, the user will review the file name, type, and size. Once sure the attached file is
correct, agree to the certification statement, sign, and date. Then, select the ‘Next’
button to submit the report.

= LABOR
— FIRST))

Review and Certify Report

Review and Certify Report
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The final step in the Bulk Report process is the ‘Success’ page. Here, the user will
receive a confirmation the report was received.

5

Success Staps

0—o—o—o

Success

Once the Bulk Report has been processed by LaborFirst, the TPA will receive an email
indicating whether the report was processed successfully or unsuccessfully.

Dear Tony TRA

The Department of Labor has successfully processed your Bulk Quarterly Report

Report Name: [Report Name]
Submission Date: [Submission Date]
Processing Date: [Processing Date]

Status: Successful

f you have any guestions or need further assistance, please do not hesitate to contact our support team
at [Support Email Address] or [Support Phong Number].

Thank you for your prompt submission and cooperation.

Sinceraly

The Department of Labor

TPA Email — Status: Successful
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If the Bulk Report process fails, the TPA will receive an email indicating the report status
as ‘Unsuccessful’. Review the report for errors (invalid SSNs, duplicate lines, missing or
incomplete data, etc.). Also review individual employers’ accounts to ensure a report
has not already been submitted.

Once the report has been reviewed and errors corrected, the report may be submitted
again using the prior steps.

Dear Tory TPA,

The Department of Labor was unsuccessful in processing your Bulk Quarterly Report submittad on

[Submission Date]|

Report Name: [Report Mame]
Submission Date: [Submission Date]

Processing Date: [Frocessing Date)

A total of [number] accounts errored out while processing your file. Please make sure all records adhera
to file format standards and that the provided employer accounts can have quarterly reports posted to

them

*Mote: Quarterly Reports containing errors will remain unfiled until the reports are processed successfully.
All guarter due dates will remain unchanged. To avoid any penalties, please ensure all reports are
submitted before the quarter's end

Sincerely,

The Department of Labor

TPA Email — Status: Unsuccessful
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Bulk Reporting Errors

When a TPA uploads a bulk report file with errors, an ‘Action Item’ will display on their

TPA Portal Homepage. Select ‘View Upload Errors’ to be navigated to Upload Report
Error Summary Screen.

DELAWARE

Efficient TPA

TPA Account Number: 6000404

Clients

Entity Relationship

- o |[ w Action ...
1 item » Updated a minute ago o

1 View Upload Errors
Employer +  Authorization Type - Start Date ~  End Date v Status

1 Test Employer Administrator 6/6/2025 Approved

Action Item: View Upload Errors

The Upload Report Error Summary Screen is used to view the errors associated with a
file upload. This screen contains the Submission Date, Submission Time, Number of
Records, Number of Error Records, and overall status of the file upload. Select ‘View
Errors’ to view the errors associated with the file.

& Third party adminis_ (&)

| Upload Report Error Summary

The submitted Wage Report will not be processed until the identified errors are corrected

Submission Date ~  Submission Time v Records ~  Error Records < Status

06/10/2025 05:27 P 1199 1199 Eror
4 »

Page 1of1

Upload Report Error Summary Screen
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The Upload Report Error Details Screen displays the error failure reasons.

= LABOR
= YFRr )
Upload Report Error Details

Employer SSN First Name Middle Init Last Name FICA Wages Out of Stat Total Hours Weeks Wo. Faillure Re

Upload Report Error Details Screen

Amend Wage Report

A wage report amendment is a formal correction to a quarterly wage report that has
already been submitted by an employer through the Delaware LaborFirst portal.

The goal is to ensure that employee wage and hour data is 100% accurate. This data
determines both the contributions owed by the employer and an employee’s future
benefits eligibility.

To amend a wage report in the LaborFirst Employer Portal, navigate to the Employer
Portal Home Screen. From here, select the ‘File Quarterly Report’ Action Item in the top
right corner of the screen.

Third Party Administrator LaborFirst User Manual Page 36 of 68

Delaware Department of Labor - Confidential and
Proprietary

Last Revised: 4/7/26




DELAWARE

LABOR ))
Third Party Administrator LaborFirst User Manual FIRST

T)) A Marhew Ellis .

Ellis Travel

Employer Account Number: 1007123

Account summary Action Items
Account Divisions (1) File Quarterly Report
Name Type Registration Status Registration Date
PFML-1007123 PEML Registered 1012972025, 3:07 PM &)

View All

Correspondence

L} Notes & Attachments (0)

Title Type Created By Last Modified

Employer Portal Home Screen: File Quarterly Report
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The File Quarterly Reports Screen displays a list of quarterly reports available to file
and/or amend. The available action ‘Amend Report, which allows users to modify
previously submitted reports, becomes accessible only after an original report has been
filed.

Select the desired quarter, and then select ‘Amend Report’ under the list of Actions.
Then, select ‘Next’ to begin the process.

DELAWARE

= LAE%%\T)) & vasneweis @

File Quarterly Reports

Employer Name: Ellis Travel
Employer LaborFirst Account Number: 1007123

Year Quarter Wage and Hour Report Due Date Actions
2025 Q1 Amended 04/30/2025 Amend Report
2025 Q2 Amended 07/31/2025 Amend Report
2025 Q3 Amended 10/31/2025 Amend Report
2025 Q4 Filed 01/31/2026 Amend Report

File Quarterly Reports Screen
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The Amend Quarterly Report Screen displays an overview of the information needed
in order to amend the report. Review the information and select ‘Next’ to proceed.

DELAWARE

LAE%RST)) A MarhewElis .

Steps

Amend Quarterly Report

. . . © Amend Quarterly Report
Prior to amending a quarterly hour and wage report for Ellis Travel. please review the following information:

Reporting Options

Employer Information Report Details
Employer Name: Ellis Travel Year: 2025
Employer LaborFirst Account Number: 1007123 Quarter: Q1 Amend Wage Report

To amend a Quarterly report, you need the following information about each employee on your payroll: Review Amended Wage Report

« Employee's full name
Amended Contribution Report

« Employee's social security number (SSN)
Review and Certify Amended Report
« Employee's FICA wages earned in Delaware

« Employee's out of state wages earned in the quarter Confirmation
« Total hours employee worked in the quarter
« Total number of weeks employee worked in the quarter

« Employer's contribution percentage

If you do not wish to amend a report at this time, click here to go back to the File Quarterly Reports page.

Amend Quarterly Report Screen
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The Reporting Options Screen allows the Employer to choose one of three methods to
amend the report: Manual Entry, Upload Electronic Entry, or Report No Wages.

Selecting the action “Report No Wages Paid for the Quarter” confirms that there were
no employees with earnings for the specified quarter, and fulfills the reporting
requirement without submitting wage detail.

DELAWARE

LA%_%%T)) B Machew Elis ()

Reporting Options Steps

*please select a reporting option below to amend a Quarterly Report: @ Amend Quarterly Report
(O enter employe: anually

O Upload employee wage details electronically © Reporting Options
(O Report no wag: id for the quarter

Amend Wage Report

Review Amended Wage Report

Amended Contribution Report

Review and Certify Amended Report

Confirmation

Reporting Options Screen
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To upload wage details amendments, utilize the standardized CSV or XML Template
provided by the agency. Please note: Employers are only asked to electronically upload
wage details that need to be amended along with the corresponding adjustment code.
Please view the Adjustment Codes listed below:

e UP1: Update due to Incorrect Name
e UP3: Update due to Incorrect Wages, Incorrect Hours/Weeks Worked

e DEL: Delete as it was entered in error
e ADD: Add Additional Employee

D[LAWAEOR
=] A Matthew Eliis
FIRST)) ' ®

Reporting Options Steps

*Please select a reporting option below to amend a Quarterly Report: ©  Amend Quarterly Report

O Enter employee wage details manually

(®) Upload employee wage details electronically © Reporting Options

(O Report no wages paid for the quarter

H &, UploadFiles | Or drop files

@) You must upload a CSV or XML file to provide your report for this year and quarter.
To view the acceptable file formats, please see the published Quarterly Report Filing Specffications found on the Delaware LaborFirst website

Reporting Options: Upload Employee Wage Details Electronically
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The option to enter wage details manually is only available for employers with 1000 or
fewer employees to report. Select this option to enter wage details manually, and select
‘Next’ to navigate to the next screen.

The Amend Wage Report Screen allows the Employer to manually amend the
previously reported wages.

The ‘Action’ field allows the Employer to select ‘Edit’ or ‘Delete’ for the corresponding
wage. Once an Action is selected, the Amendment Reason field populates. The
Employer will utilize the ‘Amendment Reason’ drop down to further explain why they are
making an edit to the previously submitted wages.

Once the ‘Amendment Reason’ has been selected, the corresponding fields update. For
example: when ‘Incorrect Wages/Hours Worked'’ is selected, those respective fields
become editable. The same is true for Name and SSN.

Make the appropriate adjustments and then select, ‘Save’ and ‘Next'.

DELAWARE

= LABOR A MarhewEliis
FIRST D ; o
Amend Wage Report Steps
© Amend Quarterly Report
Middle Initial Last Name DEFICAWages  Out Of State Wages  HoursWorked ~ Weeks Worked  Action Amendment Reason L Reporting Options
Adam $1,500.00 50.00 40 1 Bt v - I © Amend Wage Report
Adams $9,024.00 $100.00 300 13 [:] | Incorrect Name | Review Amended Wage Report
I - S5N
Amended Contribution Repart
Aitken $9,024.00 $100.00 300 13
I Wages/Hours W
Review and Certify Amended Report
Allen $8,024.00 5100.00 200 13 E]
Confirmation
Baird $9,010.00 5$100.00 200 13 [:]
Barton $9,018.00 $100.00 300 13 E]
Bentley $5,004.00 5100.00 200 13 E]
Bentley $9,018.00 $100.00 200 13 [:]
Briggs $9,015.00 5100.00 200 13 E]

Amend Wage Report Screen
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The Review Amended Wage Report Screen allows the Employer to view the amended
wages for accuracy. Review the information, and then select ‘Next’.

A Matthew Ellis ‘
Review Amended Wage Report Steps
T Amend Quarterly Repart

Contribution Percentage \+ | Social Security Number | FirstName ~ | MiddleInit.. -+  LastName ~ | DEFICAWages ~ | OutofStateWa.. - | HoursW T Reporting Oprions
100 191548006 Joseph Adem 1,500 50 T Amend Wage Report
100 191548078 Darryl Adams 59,024 5100 O Review Amended Wage Report
100 191542000 Glen Aitken 50,024 $100

Amended Contribution Report
100 191542088 Christian Allen 59,024 5100

Review and Certify Amendad Repart
100 191548010 Adam Baird 59,010 5100

Con

Review Amended Wage Report Screen
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The Amended Contribution Report Screen displays both the original and updated
calculated total DE FICA Wages and Out of State Wages. These fields are read only
and are populated from the data entered on the Wage Report.

Amended Contribution Report

Original DE FICA Wages Original Out of State Wages ©  Reporting Options
$914,342.00 $9,900.00 |

Updated DE FICA Wages Updated Out of State Wages T
$913,828.00 $9,850.00 ©  Review Amended Wage Report

© Amended Contribution Report

T
Review and Certify Amended Report

Confirmation

Amended Contribution Report Screen
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The Review and Certify Report Screen displays the summary of reported wages and
contribution due. Should the Employer notice any discrepancies, they will utilize the
‘Previous’ button to navigate back to the necessary screen and make any corrections.

= "LABoR
= FIRST))

Review and Certify Amended Report

“ Reported Wages

—0—0—0—0—0

O Review and Certify Amended Report

dical Leave, Family Caregiver/Qualified Exigency Leave Confirmatian

Review and Certify Report

Third Party Administrator LaborFirst User Manual Page 45 of 68

Delaware Department of Labor - Confidential and Last Revised: 4/7/26

Proprietary




DELAWARE

LABOR ))
Third Party Administrator LaborFirst User Manual FIRST

The Confirmation Screen is displayed upon successful completion of the Wage and
Contribution Report Filing. Select the ‘Make a Payment’ button to enter the make a
payment process or the ‘Finish’ button to exit the process and return to the Home Page.

The ‘Amended Quarterly Contribution Calculation Summary’ Correspondence is
uploaded to the Employer Account upon successful completion of the Amend Report
process.

DELAWARE

= LA?_(I)R%T)) X MarhewElis .

Confirmation Steps
© Amend Quarterly Report
Confirmation Number: CON-29655 |
Reporting Options
*You have successfully amended your Quarterly Report for quarter Q1 Year 2025. |
© Amend Wage Report
Please note that the below amount may include interest and/or penalty (f any). |
Total Paid Leave Amount Due: $7,310.62 Review Amended Wage Report
Liability amounts tetaled for the quarter are due ne |ater than 7/30/2025 Amended Contribution Report
Please submit your payment prior to the due date listed above to avoid any additional interest andror penalties, Review and Certify Amended Report
32 Make A Payment © confirmation
t opy fo !

Confirmation Screen
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Make a Payment

Make a Payment: Single Employer

TPAs have the ability to file a payment on behalf of a single Employer. To make a
payment, log into the TPA portal and navigate to the Account Division screen for an
Employer. Then, select ‘Make a Payment’ from the Action Items.

DELAWARE

= i >y

‘Account Division
PFML-1004723

Account Registration Date Registration Status Liability Date Lizbility Status
The BLOCC 2/25/2025, 12:45 PM Registered 14142025 Lizble

Action Items

E Lines of Coverage (1)

File an Appeal
Line of Coverage ID Line of Coverage Line of Coverage Status Effective Date

File Waiver
LOC-08777 parental Leave Private Insurance Pending Approval ®

File Reclassification

View All
Make A Payment

Account Division- Make a Payment Action Item

The first step in the Make a Payment process is the Making a Department of Labor
Payment screen. Here, select the division for which you wish to make a payment, then
select ‘Next'.

DELAWARE

LABOR = Issa Dee ‘
FIRST
Making a Department of Labor Payment ~teps
g © Division
Please choose the Department of Labor Division below to make a payment
T D ® Make A Payment

(® Division of Paid Family Medical Leave $31.00

If you do not wish to make a payment at this time, select 'Previous’ to go to your Account Division page.

Previous ‘ Next

Making a Department of Labor Payment

The next step in the Make a Payment process is the Make a Payment screen. This
screen allows the Employer to select a payment amount and payment method. ‘Total
Amount Due’, ‘Employer Name’ and ‘Account Division Number’ are prepopulated and
read-only.
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DELAWARE

LAIB:%RS@ _1 Issa Dee Q

Steps

Make A Payment

Enter the amount you are paying below. *Note: Balance may include any previous quarters, penalties, court costs and/or interest as © Division

applicable.

O Make A Payment
Total Amount Due
$31.00

Employer Name
The BLOCC

Account Division

Number: PFML-1004723

*Would you like to make an ACH Debit, Debit Card, or Credit Card Payment? @
C) Yes Q No

Previous ‘ Next

Make a Payment

TPAs will use the GoDE portal to make a single payment via Credit/Debit Card, or
directly through a bank account. The TPA is asked if they would like to make an ACH
Debit, Debit Card, or Credit Card Payment. If they select ‘Yes’, they are asked to enter
the Payment Amount. The Payment Amount cannot be greater than the total
contribution due. Additionally, text is presented to alert the TPA that they will be
redirected to GoDE for payment processing.

Select ‘Next’ to be navigated to the GoDE Payment Portal.

Steps
Make A Payment P
Enter the amount you are paying below. *Note: Balance may include any previous quarters, penalties, court costs and/or interest as applicable. @ Divisien
Total Amount Due QO Make A Payment

$31.00
The BLOCC
PFIVIL-1004723

*Would you like to make an ACH Debit, Debit Card, or Credit Card Payment? ©

@ Yes O Mo

*Payment Amount

& note: You will be redirectd ta GoDE for payment processing,

Make a Payment- ACH Debit, Debit Card, or Credit Card

The GoDE Payment Portal allows the TPA to select their payment method: Credit/Debit
Card or Bank Account. Enter the requisite information and select ‘Review and Pay’.
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Choose a payment method m
You L th d

not be charged until you review this order on

Jp T e e

(=11}
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chocseapaymentmetiod QD
You will not be charged until you review this order on

Account detalls

Accounthelder Addreas

GoDE Payment Portal

The next screen in the GoDE Payment Portal is the Review and Make a Payment
Screen. Here, the TPA will review their payment information, and select ‘Make Payment’
to finalize the payment process.

Third Party Administrator LaborFirst User Manual

Page 50 of 68

Delaware Department of Labor - Confidential and
Proprietary

Last Revised: 4/7/26




Third Party Administrator LaborFirst User Manual

DELAWARE

LABOR
FIRST D

Review & make a payment

Your payment information

2] visA ending 8588

EXPIRES 03/27

NAME ON CARD: Testing Card

BILLING ADDRESS: 402 Ogletown Rd.
Newark, DE 19711

uUs

Back to Payment Method

o Make payment

o Make payment

YOU ARE MAKING A PAYMENT TO:

>»

DEPARTMENT OF LABOR PAYMENTS LF-RTIQAI
(uaT)

DESCRIPTION:
PFML Contribution Due

REF. CODE:

TXNcae3430007b2bc4

PAYMENT AMOUNT: $1.00

. Secure checkout
Payment is always safe and secure.

Review and Make a Payment

The Confirmation Screen is displayed when a successful payment has been received
in the GoDE Payment Portal. Select ‘Finish’ to be navigated back to the Account
Division Screen.

s >

(“Confirmation ]

ion Number: CON-17175
ivision Number: PFML-1004723

This is to confirm that your payment of $1.00 has been successfully processed by the Delaware Division of Paid Leave.

Confirmation

Bulk Payments

Additionally, TPAs have the ability to file bulk payments on behalf of multiple Employers
they represent via ACH Credit. Please note: ACH Credit payments are made directly to
the bank through an electronic file. However, TPAs can reference the ACH Instructions
Screen in LaborFirst if additional support is needed.
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To view the ACH Instructions Screen, log into the TPA portal and navigate to the
Account Division screen for an Employer. Then, select ‘Make a Payment’ from the
Action ltems.

Once navigated to the Making a Department of Labor Payment Screen, select the
division for which you wish to make a payment, then select ‘Next’. To view ACH
Instructions, select ‘No’ on the Make a Payment Screen, and please note that ACH
Instructions Screen populates in the ‘Steps Bar’.

= "LABOR
= iR

Make A Payment Steps

Enter the amount you are paying below. *Note: Balance may include any previous quarters, penalties, court costs and/or interest as applicable. ©  Divsion

Total Amount Due
T O Make A Payment
Employer Name P ® ACH Instructions
count Division Number:
PFML-1004723

*Would you like to make an ACH Debit, Debit Card, or Credit Card Payment? @

O Yes @ No

Previous “

Make a Payment- ACH Credit

The ACH Instructions Screen provides directions to the Employer/TPA on ACH Payment
Setup. ACH Credit is a transaction directly between banks. These payments will occur
outside of LaborFirst. The Delaware LaborFirst Bulk Payment Specifications can be
found here.

Select ‘Finish’ to exit the Make a Payment Process.

= “TABoR
FIRST)

ACH Instructions

ACH Credit Payment

To pay via ACH Credit, you will need your: © Make APayment

Please follow the Delaware LaborFirst Bulk Payment Specifications to make your ACH Credit payment.

ACH Instructions

Payment History

TPAs can view previously submitted payments on the Payment History Screen located
in the Navigation Menu.
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€ ama

Hi Third Party Administrator, Welcome to Delaware LaborFirst Portal.

Go to your Home Page

Navigation Menu: Payment History

Payment History

Payment Date Payment Effective Date Paymant Ameunt Payment Type Status

Payment History Screen
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Paid Family Medical Leave Claims
TPAs can perform the Initial Review, and Claim Adjudication of Employee Claims, if they
have the correct permissions.

o TPAs with the Claims Processing or Administrator authorization type will receive
all notifications as an employer account (note: the employer also recieves these
notifications, even if the Employer has permissioned the TPA to process claims).
These TPAs will also be able to perform the Initial Review and Claim Adjudication
processes.

o TPAs without the Claims Processing or Administrator authorization type will not
be able to access Employee claims. Work with the employer to determine if you
should have access to this process.

Initial Review

Once an Employee has filed a Paid Family Medical Leave Claim, a TPA with claims
processing permissions is responsible for completing the initial review and adjudication
of the claim when participating in the state plan.

The TPA is notified as soon as a claim is submitted, alerting them that the action to
complete initial review on the claim is available. The TPA then has full access to this
claim, meaning they can view all the claim information here.

To get to the claim, select the employer, then select the account division, then scroll
down to select the claim from the employee claims list.

Step | Process
1 Select the = Hx S5y
Employer Third Party Administrator

>>>>>>

2 Select the Company Compan
Account mployer Account Number 007882
Division
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Scroll down,
and select the
claim from the
employee
claims list

Employee Claims  Plan Questionnaire

Employee Claims (6+)
Claim ID Claimant Name Claim Type Status
CLM-00001694 l Carlos Ruiz Family Expired
CLM-00001693 Jackie Powel Parenta Open

Sneakers O'Toole Medical Ineligible
CLM-00001695 Tank Dempsey Qualified Exigency Expired
CLM-00001699 Sneakers O'Toole Medical Exhausted
CLM-DODOWTGE{ Sneakers O'Toole Parenta Expired

View All

From the ‘Claim Details’ screen, select the Initial Review ‘Action Item’.

DELAWARE

LAE?R%T)_)

Caims
=) civ-00000112

Claimant Name:
Paul Phillip

Status
Pending

WeeKly Benefit Amount

Details WMonetary Details Claim History

Reason
Wage Investigation

Leave Details Health Care Provider Information

Claim Actions

A Test Employer .

» Information

Program Type

Paid Family Medical Leave

Claim Type
Parental

Claim Filed Date

Claim Effective Date

10/14/2025 10/1212025
Benefic Vear Begin Date Benefit Year End Date
10/12/2025 10/10/2026
Weekly Benefit Amount
$0
Notes & Attachments (0)
Title Type Created By Last Modified

Initial Review

E Benefits Payments (0)

If the Ieave period begins o ends with a partial week, adjust the “days taken” on the weekly leave schedule
for those weeks to show only the actual number of leave days taken during each of those weeks.

Leave Schedules (3)

Schedule ID

Week Start Date

Week End Date Schedule Type

101272025 1071812025 Continuous ]

Conunuous &)

1500000531 Continuous &3]
View All

Claim Details Screen
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The ‘Initial Review’ Screen is used by the TPA with claims processing permissions to
collect the Employee’s basic eligibility information, and to provide high level job details.

If the TPA with claims processing permissions indicates that the Employee no longer
works for the employer listed, or that the claim is related to an existing workers
compensation claim, additional questions will not display dynamically and the claim will
be automatically marked as ineligible.

Similarly, if the Employee has not worked 1250 hours in the 12 months prior to filing
their claim, or the Employee has not worked with the company for at least 1 year, the
claim is marked as ineligible.

Answer the requisite questions and then select Next.

Initial Review Steps

The employee named below has filed a claim for paid leave benefits. Please complete the following information to assistin the 0 Initial Review
processing of this claim. You must complete this online form within 3 business days of being notified.
Employee's Name: Paul Phillip Summary

* Does this employee still work for you?

O Yes O Mo Canfirmation
*Is this claim related to a workers compensation claim?

OYEsOu\:

+Employee Job Title

* Provide specific details on the job function(s) the employee performs.

#Provide the number of days per week this employee normally works.

Bazed on our current records, this employes does not meet the eligibility criteria of having:

- At least 12 months of service; and

= 1.250 hours worked in the past 12 months.

To help us further evaluate the employee’s claim eligibility, please answer the guestions below.

*What was this employee's start date at your company?

2)

*Has this employee worked for this company for at least 12 months, and have they worked at least 1250 hours in the most
recent 12 months?

OYEsOu\:

Initial Review Screen
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The ‘Summary’ Screen displays all fields and responses from the Initial Review
Process. Review the information on the screen, select the Certification check box, sign,

date, and select, Next.

Summary

Employee's Name: Paul Phillip

Does this employee still work for you?

@ ves () No

Is this claim related to a workers compensation claim?
@ Yes @ MNo

Employee Job Title

| Product Trainer

Provide specific details on the job function(s) the employee performs.

-Train clients on product
-Create and manage training curriculum

4

Provide the number of days per week this employee normally works.

| 5

What was this employee’s start date at your company?

| 02012024

Has this employee worked for this company for at least 12 months, and have they worked at least 1250 hours in the most

recent 12 months?
@ Yes @ No

Certification

= | have reviewed the claim information provided by the claimant and health care provider, if any.
= Anyinformation provided by me is true and accurate to the best of knowledge and belief.

#[«] By checking this bax, | certify the above.

* Signature #*Date

Employer ] 11/11/2025

Summary Screen
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The Confirmation Screen is displayed upon successful completion of the initial review
process. Select ‘Finish’ to exit the process.

Confirmation Steps

o O confirmation
Confirmation Number : CON-29389

Thank you for submitting your Initial Review.

If the Certification of Serious Health Condition has already been completed, or if no certification is required (such as for
Parental Leave or Qualified Exigency Leave), you will be directed to the employer adjudication screen to finalize the
claim.

If a Certification of Serious Health Condition is required but has not yet been completed, you will be redirected back to
the claim screen.

MNote: You will still be required to adjudicate the claim once the certification is submitted by the Health Care provider.

Finish

Adjudication

From here, if the Employee applied for Parental Leave or Qualified Exigency, the TPA
with claims processing permissions will be automatically navigated into Adjudication.

However, if the Employee applied for Medical or Family Caregiver Leave, the Health
Care Provider must complete the Certificate of Serious Health Condition prior to the TPA
with claims processing permissions completing the Adjudication process. TPA with
claims processing permissions cannot adjudicate the claim until the Health Care
Provider has submitted the Certificate of Serious Health Condition.

Similar to Initial Review, the TPA with claims processing permissions will be notified
when Adjudication is available for this claim, and you will select the ‘Adjudicate Claim’
action item on the Claims Detail Screen to complete the process.

Although the claim type determines when adjudication will take place, the overall
process will be the same.
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The first screen in the process is the ‘Claim Decision’ Screen. This is where the TPA
with claims processing permissions ultimately decides whether to approve or deny the
employee’s eligibility for leave. The LaborFirst system will provide advice on the claim
outcome, but the final determination rests with the TPA with claims processing
permissions for the Delaware Paid Family Medical Leave Plan.

If the Claim Decision is ‘Approved’, no further action is needed on this screen, and the
TPA with claims processing permissions can select ‘Next’ to proceed.

However, if ‘Denied’ is selected, the TPA with claims processing permissions must
provide additional details explaining why the claim is denied. They can select from the
drop-down list of Denial Reasons, and then use the free form text field to enter
additional context. Enter the requisite information and select Next.

Claim Decision Steps
Based on the information that has been entered into Delaware LaborFirst and the rules of the PFML insurance program, O claim Decision
the system recommends that this claim be Approved. However, since you might have additional or more recent
information that is not yet available in the system, you can “override” this recommendation with your decision to Deny the ® Summary
claim if you believe denial is appropriate.
*Claim Decision e Confirmation
Approved v ]
Next

Claim Decision Screen: Approved

Claim Decision Steps

Based on the information that has been entered into Delaware LaborFirst and the rules of the PFML insurance program, © claim Decision
the system recommends that this claim be Approved. However, since you might have additional or more recent

information that is not yet available in the system, you can “override” this recommendation with your decision to Deny the ® Summary

claim if you believe denial is appropriate.

*Claim Decision ®  Confirmation

Denied v l

*Denial Reason

<]

* Please provide any additional details about why you have chosen to go against the recommendation.

Claim Decision Screen: Denied
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The ‘Summary’ screen displays all fields and responses from the Adjudication process.
Review the information for accuracy, select the certification check box, sign, date and
select Next to continue.

Ssummary Steps

@ Claim Decision
~ Claim Decision

Claim Decision Approved © summary

® Confirmation
Certification

& | have reviewed the claim information provided by the claimant and health care provider, if any.
& Any information provided by me is true and accurate to the best of my knowledge and belief.

*[] By checking this box, | certify the above.

*Signature *Date

)| g

Summary Screen

The ‘Confirmation’ screen is displayed upon successful completion of the Adjudication
process.

Confirmation Steps

. . O confirmation
Confirmation Number: CON-29391

Thank you for adjudicating the claim for Paul Phillip. The claimant will be notified of your determination, along with any
required actions or next steps.

Please retain a copy of this confirmation for your records.

Confirmation Screen
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Managing Leave Schedules
After an employee files a Paid Family Medical Leave claim, you can Review and
Adjudicate the claim in LaborFirst.

The leave schedule in LaborFirst ensures that an employee is correctly credited for time
away from work due to a Paid Family or Medical Leave claim.

Parental and Qualified Exigency Leave

Before completing the Initial Review and Adjudication in LaborFirst, we recommend
looking at the leave schedule to confirm that the start and end dates are correct.

If the claim is for intermittent or reduced hours per day, it's best practice to discuss the
schedule with your employee before your Initial Review and Adjudication to confirm that
the start and end dates are correct.

Medical and Family Caregiving Leave

After completing the Initial Review in LaborFirst, a Health Care Provider will determine
the appropriate Leave Schedule. It's best practice to discuss the schedule with your
employee before your Initial Review and Adjudication to confirm that the start and end
dates are correct.

What is a Leave Schedule?

Each claim has an associated leave schedule. Leave can be taken in one of the
following ways:

e Continuous — a leave schedule in which leave is taken all at once in a single
uninterrupted block of time.
o What can Employers Modify? Employers can only modify the Schedule
Type. If you need to indicate that leave starts or ends midweek, or if leave
is starting later than expected, you can modify this field to Intermittent and
modify the schedule accordingly. See Modifying a Leave Schedule below.
e Reduced hours per day — a leave schedule that allows the employee to work
fewer hours per day, based on a percentage of their time. For Parental and
Qualified Exigency Claims, this is only allowed if permitted by you, the employer.
o What can Employers Modify? Employers can modify the Schedule Type,
and Reduction Percentage
¢ Reduced days per week — a leave schedule that allows the employee to work
fewer days per week while on leave.
o What can Employers Modify? Employers can modify the Schedule Type,
and Days Worked
¢ Intermittent — a leave schedule that allows leave to be taken in different blocks
of time on a periodic basis. For Parental and Qualified Exigency Claims, this is
only allowed if permitted by you, the employer.
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o What can Employers Modify? Employers can modify the Schedule Type,
Normal Days Worked, Days Taken, Reduction Percentage

In each case you need to work with your employee to determine the days or hours the
employee will be using their paid leave following your typical HR processes. Then, you'll
need to enter the employee's schedule for each week, or their claim will not be paid.

Note: When entering an employee’s schedule for the previous week, hours must be
entered no later than Tuesday at 4PM.

Understanding Leave Details

In the next section, we’ll walk through the process of modifying Leave Details. Before
we do that, let’s talk about each field in the Claim Details screen. Editable fields are
marked with the pencil icon, highlighted below.

Details
Schedule ID Claims
L5-00012324 CLM-00001580
Schedule Type
Intermittent s
Week 5tart Date Week End Date
1/472026 1/10/2026
Normal Days Worked Days Taken
5 rd 5 ra
Reduction Percentage Status —
Claim Details Screen
Field Details
Schedule ID An identifier that tracks this schedule across the
LaborFirst system.
Claims An identifier that tracks this Claim across the
LaborFirst system.
Schedule Type See the What is a Leave Schedule section
above
Week Start Date Indicates the week the claim begins, this should
be set as a Sunday
Week End Date Indicates the week that the claim is scheduled
to end, this should be set as a Saturday.
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Normal Days Worked If the employee is full-time, this is normally set
to five. This should remain set to five even if
there are holidays during a given week.

Days Taken This is used to indicate how many dates are
taken during this week.
Reduction Percentage If the claimant reduces their hours per day,

enter it in the reduction percentage.

For example, if the employee typically works
eight hours, but only works four hours each of
the days they are on leave, enter 50%

Status Indicates if the claim is active, pending, or
complete.

Why should | review a Leave Schedule?

It's important to confirm that the start and end dates were entered correctly by the
claimant or Health Care Provider in the LaborFirst system.

Modifying a Leave Schedule

Employers can edit a continuous leave schedule if the leave starts or ends midweek by
changing the schedule type for that week to intermittent and entering the number of
days taken

For example, an employee typically works Monday through Friday. Their leave starts
Wednesday. This means that the employee takes leave for 3 of 5 days that week.

Employers can also modify a leave schedule by using Intermittent leave if a leave start
date is delayed.

For example, an employee’s continuous leave is supposed to start on Monday, March 9,
but it gets delayed one week to March 16. By changing the leave schedule type to
intermittent for the week of March 9 and not entering any days taken, then the week will
process without payment.

| Step | Process | Image
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1 Log into your LaborFirst account
and Click Go to your Home Page

2 Click on the relevant Account
Division

Go to your Home Page

Fifteen Testing

Employer Account Number: 1007714

Account Summary

Account Divisions (1)

Name Type Registration Status Registration Date
[PFI\1L—1C}DTT14 ] PFML Reg\ste'ed 1/15/20286, 11:39 AM E]
View All
3 Click the Claim ID for the person
you want to modify P

CLM-00001580

4 Select the leave schedule you
want to modify

Leave Schedules (3)

Schedule ID Week Start Date Week End Date Schedule Type
17442026 1/10/2026 ntermittent
1711142026 1117/2026 Continuous E]
171872026 172472026 Continuous E]
WView All
5 Click the pencil icon next to the i
field you want to modify.
S\_:-h;;;l;lii Ef’:r;oum 580
Note: If the Schedule Type is e
continuous the system will pay Viee £ Doce
regardless of days or hours ormel oy Heres Deys Toen
entered. S p—— =
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If the Schedule Type is Reduced.
That means the schedule is set. Four
days off per week, for example.

If the leave is for a certain number of
Days Taken, enter the number of
days of leave taken.

If the claimant reduces hours per
day, enter it in the reduction
percentage.

If the claimant takes half days on
each of the four days, enter 50%

When complete, Select Save and go
back to the claim screen.

Details
* = Required Information
Schedule ID Claims
LS-00013822 CLM-000016532
Schedule Type
l Reduced v l
Week Start Date Week End Date
1/18/2026 1/24/2026
Normal Days Worked Days Taken

5

e

Reduction Percentage

Status

[ 20%

l Processed

Cance' m

If the Schedule Type is Intermittent,
you’ll follow the same process as
above, but the claimant can use this
time as needed, so you'll need to
enter this time as it arises, week to
week.

Details

Schedule ID
LS-00013822

Schedule Type

* = Required Information

Claims
CLM-000016593

l ntermittent

Week Start Date
1/18/2026

Normal Days Worked

Week End Date
1/24/2026
Days Taken

5

3

Reduction Percentage

Status

|

] Processed

Cancel Save

What to do if there’s an error

If you made a mistake, or are unable to edit the leave schedule, contact us at
PFMLLeaveSchedule@delaware.gov. Note that it's always best to ask for help with a
claim request help prior to reviewing or adjudicating the claim. Editing a claim after
adjudication will take more time.
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