
Long Service Corporation 

Building and Construction Industry 
ADD TAX AGENT TO EMPLOYER ACCOUNT – TAX AGENT GUIDE 

How an employer can add a tax agent to their account 
Note: This guide is to assist tax agents in supporting their clients within the employer portal. The options in this guide will not be 
visible in the tax agent portal. 

Employer log in to the portal 

1. Ask the employer to go to the
Building and Construction portal

1 

2. On the Employer tile, select the grey arrow.
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3. Enter their registered email address 

4. Enter the password of the account 

3 
5. Select the Log in button. 

4 

5 

Add a user 

6. Select the Business Details tab. 

6 

7. Scroll down to the Users section 7 

8. Review the Role Description for each user type 

8 9. Select the Add New button. 
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Type of user 

10. Select the type of user to add to the account. 
10 

Note: Select Admin for a tax agent to have all access rights. 

Option 1 – Authorised user 

11. Select the Authorised User option 
11 

12. Enter the new user’s email address 
12 13. Select the Next button. 

13 
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14. Fill in the contact details of the new authorised user 14 

15. The employer must verify their consent in providing this information 
by checking the box 

15 

16. Select the Submit button. 

16 

Existing authorised user 

This screen will appear if the user already exists. 

17. Check all contact details are correct 

17 

18. The employer must verify their consent in providing this information 
by checking the box 

18 

19. Select the Submit button. 
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Option 2 – Admin user 

20. Select the Admin option 
20 

21. Enter the new user’s email address 
21 

22. Select the Next button. 

22 

23. Fill in the contact details of the new admin user 23 

24. The employer must verify their consent in providing this information 
by checking the box 

24 

25. Select the Submit button. 
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Existing admin user 

This screen will appear if the user already exists. 

26 26. Check all contact details are correct 

27. The employer must verify their consent in providing this information 
by checking the box 27 

28. Select the Submit button. 

28 

Confirmation 

A success message will display on the screen. 

29. Select the Close button. 

29 
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30. Check the new user is listed in the Users section. 

30 

Need support 

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

31 

longservice.nsw.gov.au | 13 14 41 | info@longservice.nsw.gov.au | ABN 93 646 090 808 | V220524 7/7

https://www.longservice.nsw.gov.au
mailto:info%40longservice.nsw.gov.au?subject=




Accessibility Report





		Filename: 

		BCI-Add-a-tax-agent-to-an-employer-account_05062024.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 3



		Failed manually: 0



		Skipped: 1



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed manually		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



