
Filing a Wage Report (for Employers)



The data you see in this tutorial is completely fictitious. It was made for 

instructional purposes only. Any resemblance to a real person or business 

is completely coincidental.



To file a wage report, click View and File Wage Reports

on the Account panel of the logged-on summary screen. 



A list of previous and current quarters is displayed. Click File Now

for the quarter you want to file a wage report on.



Review the wage report requirements and gather the necessary information.

Once you are ready, click Next to continue



Enter whether this is your business’s final report. Select No and click Next.

If the answer to this question is Yes, please refer to the Closing an Account employer tutorial.

https://www.maine.gov/paidleave/docs/2025/employertutorials/ClosinganAccount.pdf


On the Wage Reporting step, you must complete the Contributions table. Each row must

contain your employee’s SSN, first and last name, and the wages they earned this quarter.

There are two methods to complete this table.



The first method is to manually add your employers’ wages.

To manually add an employee record, click Add a Record.



The Employee Wage Entry window is displayed. Enter your employee’s SSN,
last and first name, and quarterly wages. Then click Add.



The second method is to upload the spreadsheet with all of your employees’ details. This method is 

useful if you have a large number of employees.

To begin, click Download Template.



Although the template has 3 tabs, the MPL 

Portal will only read the information on the 

EmployeeWages tab.

See the Instructions tab for more details



Enter the required information for each of your employees.

Save the document and then close it.



Once you have completed the spreadsheet, click Upload from Excel.



Click Choose File and select the file you would like to upload. Then click OK. 



The employee data from your spreadsheet will be added to the 

Contributions table. Review the table for accuracy. Then click Next.



If you would like to enter your bank account information to use in the case of a refund,

select Yes. Otherwise, select No. Adding a refund bank account is recommended

to ensure that you receive any potential refunds in a timely manner.



If you select Yes, enter your routing number, 

account number, and bank account type. Then click Next.



Review your wage report information. If you need to change anything, use the Previous button or click on 
the step name you need to revisit in the breadcrumb trail at the top. If all information is correct, click Next. 



If you owe any premiums, you will be asked if you would like to make a payment.

If you select Yes, you can submit an ACH debit payment with your wage report.



If you want to submit an ACH credit payment, or submit a payment at a later time, select No. Keep in 

mind that payments submitted after the due date will result in penalties. For more information on how 

to make a payment after you submit the wage report, please refer to the Making a Payment tutorial.

Select your answer, then click Next.

https://www.maine.gov/paidleave/docs/2025/employertutorials/MakingaPayment.pdf


If you selected Yes for making a payment now, you will be taken to a page to enter your bank account 

information for an ACH payment. Start by confirming the amount you want to pay. The amount in the 

Confirm Amount field should be the same as the Amount field.



Select the bank type then 

enter your routing number, 

account number, and bank 

account type. Choose 

whether you would like to 

save this bank account for 

future use. Then click Next.



Your password will act as your signature. 

Enter your password, then click Submit.



Your wage report and payment have been submitted. Your confirmation number

is displayed, and you can click Printable View to see a printer friendly version

of this screen. Click OK to return to the list of quarters.



Click here for more tutorials!

http://www.maine.gov/paidleave
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