
Long Service Corporation 

Building and Construction Industry 
MISSING SERVICE REQUEST – TAX AGENT GUIDE 

How to create a request on behalf of a worker for missing service 

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 

Missing service 

9. Select the Service History tab. 

9 

10. Under the Is your record up to date section, 
select the Missing service link. 
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Verify employment type 

11. Select whether the worker is an Employee (worker) or a 
Contractor (self-employed worker). 

11

Option 1 – Contractor 

12. If the worker is a Contractor, their tax agent will need to 
lodge a self-employed worker certificate of service 12 

13. Select the Next button to return to the Service History page. 

13 

Option 2 – Employee 

14. Select if the worker is an Employee 
14 

15. Select the Next button to continue. 

15 
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Step 1 – Review information 

16. Read the information onscreen to assist 
in reporting the worker’s missing service. 16 
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17. Review the Primary and Secondary Evidence list for the 
documentation required to support this request 

18. Select the Next button to continue. 

17 
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Step 2 – Employment details 

19. Provide details of the worker’s employment 
19 

20. Select the Next button to continue. 
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Step 3 – Employer’s details 

21. Provide details of the worker’s employer 
21 

22. Select the Validate ABN and retrieve business name 
button at the end of the page 

22 

23. Select the Next button to continue. 

23 

24. When the ABN has been validated, a green box 
will appear under the Employer ABN field. 

24 
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Step 4 – Submission of documents 

25. Review the submission information 25 

26. Select the Upload Files button or drag and drop 
the supporting document files 

26 

27. After the files have uploaded, check the 
I have attached suitable proof of employment box 

27 

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

28 

29. Select the Submit button. 

29 
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Step 5 – Confirmation 

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

30 
31. Select the Finish button. 

31 

Need support 

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

32 
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