Common Error Cheat Sheet

Before You Begin:
This document serves as a quick reference guide to help you identify and resolve
common errors encountered during the Hours & Wage filing process. It highlights
frequent mistakes, explains why they occur, and offers solutions to correct them
efficiently.

Upload Report Error Summary Screen:

This screen is presented to an Employer or TPA when a file upload encounters errors and
displays the submission details and a summary of those errors. To access this screen, select
‘View Upload Errors’ from the LaborFirst Homepage.

Please note: TPAs have the capability to file for an individual employer if they have admin
authority or filing authority.

To examine specific issues, select ‘View Errors’.
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Upload Report Error Details Screen:

The screen below is the Upload Error Screen. This screen highlights the specific issues related
to the file uploaded under the ‘Failure Reason’ field. Additionally, upon unsuccessful upload,
TPAs will receive an email highlighting the specific errors associated with the report.

When entering data manually, a red dot will indicate fields containing errors.

DELAWARE
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You are about to file your quarterly report for Sarah's Sandwiches. Please review the following information before proceeding.
Employer Information Report Details
Employer Name: Sarah's Sandwiches Year: 2025
DOL Account Number: 1004707 Quarter: Q1
Employer Cont... v | SSN v | First Name v | Middle Name v | Last Name v | FICAWages v | Outof State W... »v | Total Hours v | Weeks Worked / | Failure Reason
Invalid Employer
51 XXX-XX-9870 Christopher Smith 15000 0 240 12 .
Account Number
Invalid Employer
98 XXX-XX-9871 James Thomas 5000 0 240 12
Account Number
" Invalid Employer
51 XXX-XX-9872 Kimberly Gibbons 5098.04 0 240 12
Account Number
Invalid Employer
51 XXX-XX-9873 Jackie Flowers 2873.99 0 240 12
Account Number
Invalid Employer
77 XXX-XX-9874 Peter Jackson 6000 0 240 12
Account Number
i Invalid Employer
51 XXX-XX-9875 Harry Love 4349.34 0 240 12
Account Number
2 Invalid Employer
51 XXX-XX-9876 Dmarrion Lundeen 200900 0 240 12
Account Number




Potential Errors:
Reviewing errors directly in LaborFirst is the recommended approach;
however, a list of common errors you may encounter is provided below:

e File Upload Errors:
o File Format MUST be CSV or XML
= Empty Rows: modifying a CSV in excel sometimes gives a blank
row when viewing the raw file. Users need to copy the data and
paste into a new CSV file.
o CSV- Incorrect headings
= Required headers are missing

e Common Errors:
o Invalid Employer Account Number
= The Employer Account Number provided must correspond to a
registered account within LaborFirst. Using a non-existent
account number will result in errors.
o Invalid SSN
= Nine Digits: The SSN must contain exactly nine digits
= Valid SSN: The SSN must be a valid United States Social Security
Number
= Leading Zeros: Verify that any SSN starting with a zero was not
truncated
= No Duplicates: Each SSN in the file must be unique, except for
‘999999999’ for individuals without an SSN
= Format: The SSN should be entered as nine consecutive digits
(XXXXXXXXX) without any dashes or spaces
o Invalid First Name
= First Name should have at least 2 characters
= Last Name Cannot contain
o Invalid Last Name
= Last Name should have at least 2 characters
= Last Name cannot contain ’
o Invalid Year
= Year must be a numeric value between 2000 and 2050
= Year must be valid for the indicated employer
o Invalid Quarter
= Quarter must be a numeric value between 1 and 4
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= Quarter must be valid for the indicated employer
Invalid FICA Wages
= Wages reported must be a positive value
= Wages must adhere to a valid currency format
Invalid Out of State Wages
= Wages reported must be a positive value
= Wages must adhere to a valid currency format
Invalid Total Hours
= Total hours worked must be a numeric value
= Total hour cannot be zero, negative, or greater than 2200
Invalid Weeks Worked
= Weeks worked must be a numeric value
= Weeks worked must be between 1-14
Missing Field
= At least one required field is missing (example: Employer
Account Number, Quarter, etc.)
= TPAs must provide Preparer FEIN and Preparer Name
= Comma values in business names will invalidate the CSV
(Example: Paychex, Inc.)



