1.

Third Party Administrator

TPA) Registration

The process for registering as a Third-
Party Administrator (TPA) follows these
steps:

Introduction: Details information
that you will need to have available
to complete registration.

TPA Details: Collects details about
the TPA. All required fields are
marked with an asterisk.

Address: Collects

address information for the
business. At least one physical
address and one mailing

address are required (can be the
same).

Contacts: Collects information for
additional business contacts. At
least one registration contact is
required.

Preferred Method of
Communication: Collect the
preferred method of
communication (Email, Mail).
Registration Summary: Displays
all fields and responses from the
registration process. Review all
responses for accuracy.
Confirmation: Provides
confirmation of the TPA
registration.

Quick Tip: The right- hand side navigation always shows

where you are in the process.

Steps

O Introduction

® TFA Detalls

® Address

® Contact Details

® Preferred Method of Communication
® Reglstation Summary

& Conflrmadon

Before You Begin:
All Delaware LaborFirst users are required to state
credentials. TPA/PEO users must use this link to
create your own state credentials.

After a user establishes their unique credentials, they can
access the system from the LaborFirst tile
on https://my.delaware.gov.
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0 Introduction Screen

Introduction

Roquired to Register Successiully

Emgloyers may use 8 Thind-Party Administrator [TPA) to perform services far the employer in support of employer compliznce with the
Delaviars Departmant of Labar's laws and regulations. Te move formard with the registration process, the TPA must pravide the fallewing
Information:

» L=gal antity name

& Trede, fictiticus, or assumed name IF different from legal entity nama (l.e. DBA or doing businass as)
» Federnl Emalayer Identifisation Nurmber {FETN)

s Phyzical & Mailing addrass of butiness

» Businass Contacts

= Business Start Date

Upan campletion of yeur registration, you will recaive o new TPA Account numben This number will be apglied to all Delaware Departmant of

Labar prograrms managed by this ealine system.

a TPA Details Screen

TPA Details
* FEIM {Federal Employer Identification Number) *Legal Business Name

22-2222222 |
* Buainess Starl Dale * Pl Nismbier
| s ]| )
Fax Humber

1 3 I am registaring as a Professicnal Empleyer
Crganization

] -

e Address Screen

Address

O maiting and coe physical address are required, Enter the maling address firgt, After entering the mailing address, seect If the prysical address bs the same as
the mialing address, I yes, then the mailing address will be copied to the physical address. I na, then enter the physikal address. If other lecations are reguired.
sefect Yas 10 the guestion VWould you e Lo add adaicnal lecations.

Mailing Address

O:

* by yoror mailing acddress tha pame s ymur phynical s

) Yes (@) Mo

ark, DE 12345

Physical Address

o -

*Waoudd you like to add additionad lecations?

@ vos O Mo

J

a Contacts Screen

Contact Details

TPRA registration raguines the entry of one contack to complete the registration process. Flease enter the contact information balew

a% requited.
* Hrst Hamee * Last Name
® Frmail Address. * Muone Humlser

| | )
e ) N

Steps

O Intreduction

& TPA Detalls

& Address

®  Contact Details

® Praferred Mathed of Cammunication
® Reglstmion Summary

® Confirrmation

Steps

Q  Irtreduction

O TPA Detalls

& Address

& Contact Datails

® Preferred Methed of Communication
®  Reglstration Summary

& Conflrmation

Steps

S  Introduction
-]

O Address

TRADetalis

Adiditional Locations

Contact Detalls

Prefesred Method of Commurication
Regietration Summary

Confirmation

Steps

O Introduction

S TPA Datails

©  Address

) Contact Detalls

é Preferred Mathed of Communication
:l Reglstration Summary

® Confirmation

This will be the first
screen displayed to
users upon their first
login to LaborFirst.

Collects details about
the TPA. All required
fields are marked with
an asterisk.

Select the down arrow
to add new addresses.

If the user indicates that
the physical address is
different than the
mailing address, an
additional address field
will appear.

Enter one registration
contact.



a Preferred Method of Communication Screen

Preferred Method of Communication

Reglsiation requires a preferred method of communication to complete the reglstration process, Please provide your prefemed

amall If different fram the ane shown below.

* reelerieid Metliod ol Codimunialion

Emall -
* Email Address = Re-enter kmail Address
thirdpartyadrmin22dbsharklnie thirdpartyadmin2 2 aharklase

Pravicus ‘

Q Registration Summary Screen

Registration Summary

~ TP& Details

~ Address

« Contact Details

~ Preferred Method of Communication

Preferred Contact Method: Email
Emall Address: thirdpartyadmin22isharklasers.com

w Certification

Steps
@ Intreduction
& TPA Detalls

Q@ Address

& Contact Details

o Preferred Method of
Cammunication

®  Rggistration Summary

& Confirmation

Steps
Introdustion
TRa Detalls
Addrass

Contact Dotails

Registration Summary

" — 0 —0—0—0—0—0

Confinmation

Registration Certification

*[] By checking this box, 1 certity, under penalty of parjury, that the Information provided in this fling Is trus and carrect to
the best of my knowleédge and bellef,

* Signature 0 * Date

Previous | Hex

9 Confirmation

Lontirmation

Confrmatssn Mumber CON-G0E42

Freferred Method of Cemmunication

Emailis the only option
and is the default
method. Confirm the
email address is the
preferred email.

The information displayed
on this screen is read-only.
To edit information,
navigate back to the
respective screen using
the 'Previous’ button.

Provides confirmation of
the TPA registration.




TPA Portal Basic Navigation

Third Party Administrators will manage employer accounts from the TPA portal. Depending
on access granted by the employer, TPAs maintain employer accounts, file wage and
contribution reports, and make payments on behalf of the employers they service.
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Profile Icon: This will allow you

aMenu: From here, you can return eNotification Bell: This will .
to the Portal Screen or access display notifications. Selecton 0 access and update profile

account services. the notification to view details.  Information.
Info TPA Corp

TPA Account Number: 6000557

Entity Relationship
13 items » Updated 11 minutes ago
Employer ~+ | Authorization Type ~ | Start Date ~ | End Date i ‘ Status i ‘

1 Connexions Loyalty Acqusitions LLC Administrator 8/15/2024 Requested E] -
2 Volleyball Queen Maintain Profile 8/19/2024 8/23/2024 Requested E]

3 Synopsys Inc Maintain Profile 8/19/2024 8/23/2024 Approved E]

4 Synopsys Inc Paid Leave Registration 8/19/2024 8/20/2024 Approved E]

5 Volleyball Queen Paid Leave Registration 8/19/2024 8/19/2024 Requested E]

[ Volleyball Quesn Administrator 8/19/2024 8/19/2024 Requested E]

7 Volleyball Queen Maintain Profile 8/19/2024 9/5/2024 Requested E]

8 Dell Technologies Maintain Profile 8/20/2024 8/23/2024 Approved E]

] Dell Technalogies Paid Leave Registration 8/20/2024 Denied E]

10 Dell Technaologies Administrator §/20/2024 8/23/2024 Approved E] v

Accounts > Efficient TPA Unload Files
Notes & Attachments P
0 items » Sorted by Last Modified « Updated a few seconds ago

Title “  Created By “ | Last Modified 4 v  Size v

No items to display.

Entity Relationship: Employer accounts are displayed once the employer/TPA relationship
is established. TPAs can access the employer account by selecting on the employer’s
(secondary account) name.

Notes and Attachments: Displays any applicable documents for the TPA. Documents may
be uploaded by selecting “Upload File”.
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