
Long Service Corporation 

Building and Construction Industry 
ADD USERS – WORKER GUIDE 

How to add a user (including a tax agent) to your worker account 

Log in to the worker portal 

1. Go to the Building and Construction portal 
1 

2. On the Worker tile, select the grey arrow. 
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Option 1 – Have previously logged in to the portal 

3. On the Already have LSC portal access tile, select the Log in button. 

3 

Log in 

4. Select the Continue with Service NSW button, 

4 or 

5. Enter your LSC account email and password, then select the Log in button. 
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Option 2 – Have not previously logged in to the portal 

6. On the Existing worker tile, select the Sign up to new portal button. 

6 

Verify your details 

7. Enter your worker number, surname and date of birth 7 

8. Select the Verify button. 

8 

Note: You’ll receive an email to complete your new portal access. 
Once your details are verified you’ll need to log in to the portal. 
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Add a user 

9. Select your name on the top-right of 
the screen. 

9 

10. Select My Profile from the drop-down. 

10 

11. Scroll to the Users section 11 

12. Select the Add New button. 
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Authorised user 

13. Enter the new user’s email address 

13 
14. Select the Next button. 

14 

15. Fill in the contact details of the new authorised user 

16. Verify your consent in providing this information by checking the box 15 

17. Select the Submit button. 

16 
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Existing authorised user 

This screen will appear if the user already exists. 

18. Check all contact details are correct 
18 

19. Verify your consent in providing this information by checking the box 
19 

20. Select the Submit button. 

20 

Confirmation 

A success message will display on the screen. 

21. Select the Close button. 
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22. Check the new user is listed in the Users section. 

22 

Need support 

23. Raise a Support Ticket on the portal 
or call Service NSW on 13 14 41. 
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