
Long Service Corporation 

Building and Construction Industry 
UNABLE TO WORK REQUEST – TAX AGENT GUIDE 

How to create a request on behalf of a worker advising they were unable to work 

Log in to the tax agent portal 

1. Go to the Building and Construction portal 
1 

2. On the Tax agent tile, select the grey arrow. 
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3. Enter the registered email address 

4. Enter the password of the account 

3 
5. Select the Log in button. 

4 

5 

Log in as the worker 

6. Select the Linked Workers tab. 

6 

7. Select the Login button next to the relevant worker. 
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The page will refresh and you’ll be logged in as the worker. 

8. Select the Logout link when finished. 

8 

Unable to work request 

9. Select the Service History tab. 

9 

10. Under the Is your record up to date section, 
select the Unable to work link. 
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Note: The following steps are for an illness or injury request and is an example only 

Verify reason 

11. Select whether the worker was ill or injured, or 
performing unpaid work or training 

11 

12. Select the Next button to continue. 

12 

13. Select the relevant option that applies to the worker 

14. Select the Next button to continue. 

13 

14 

Note: Screens displayed will depend on the option selected in these steps. 

longservice.nsw.gov.au | 13 14 41 | info@longservice.nsw.gov.au | ABN 93 646 090 808 | V270524 4/8 

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


Step 1 – Review information 

15. Read the information on what is required to submit 
the request 

15 16. Select the Next button to continue. 
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Step 2 – Illness or injury details 

17. Provide details of the illness or injury 
17 18. Select the Next button to continue. 
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Step 3 – Submission of documents 

19. Select the type of document you’re uploading to 
support this request 

19 
20. Select the Upload Files button or drag and drop 

the files 

20 

21. Verify you’ve read and understood the declaration 
by checking the box 

21 

22. Select the Next button to submit. 
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Step 4 – Confirmation 

23. After the request is successfully submitted, you’ll 
receive confirmation and a Case No. as a reference 

23 24. Select the Finish button. 

24 

Need support 

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