
Registering for Maine Paid Leave (for TPAs)



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.



From the home page, click the Register as a Third-Party Administrator 

link in the Third-Party Administrator panel.



This registration is for Third-Party Administrators. If you are registering 

as an employer, please refer to the Employer Registration tutorial.  

If you are ready to continue, click Next.

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


Enter your business’s Legal Name, the Doing Business As name if you have one, and the Federal 

Employer ID of your business. Then click Next.



Enter the physical address of your business. Once you have entered the address, click Verify Address.



If you are prompted to select your address from a list, 

select the correct address and click Save. Then click Next.



Select Yes if you have a mailing address that is different from your physical address. 

Otherwise, select No.



If you do have a mailing address that is different from your physical address, enter the address and 

verify it the same way you did the physical address. Then click Next.



Now you need to create your username. 

Enter your name, an email that only you have 

access to, and a password. This email address 

will serve as your username. Use the Verify 

Email link to validate your email address.

Note: If you want email communications 

sent to a shared inbox, you’ll have a chance 

to do that on a later step. If you need to set 

up additional logons for others, you’ll be 

able to do that once logged in. 



To verify your email address, enter the code sent to your inbox and click Confirm.



Next, set up your 

password recovery 

question. Choose a secret 

question and then enter 

an answer. If you forget 

your password and need 

to reset it, you will be 

asked this question.



Finally, enter your communication 

preferences. This is where you can 

select to have communications sent 

to a different email address from 

your username. If you do enter a 

separate email address, that email 

will need to be verified too. 

Enter a phone number and select 

whether you want to receive SMS 

alerts for unread letters on the 

portal. Then click Next.



Review your 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 everything is correct click Submit.



Your registration is now complete. 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 

home page where you will be able to log in with your username and password.



Click here for more tutorials!

http://www.maine.gov/paidleave

	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16

