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How to ADD an additional ABN/Business or Contact/User to your account

Login to your account, then select  
Business Details located at the top of the screen.

Corporation
Service
LongBUILDING AND CONSTRUCTION INDUSTRY

LEVY PORTAL GUIDE - ADD ABN OR USER
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Enter your ABN for the company or organisation you are  
adding to your account. 

ABN Lookup will verify the ABN and business name.

Check it is correct.

Select Next

Add an additional ABN/Business to your account

Select Add a Business
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Add in your business details

Business phone number

Business email address

Primary business street address

The system will look up your address for you.

Select the correct address from the drop-down  
box, or select Manually enter address 
if it does not appear in the drop-down list.

Business postal address or PO Box

Select Add Business
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Check the information

The additional ABN/Business has been added to your account.

If the information shown here is not correct,  
select Edit to make the changes.

You can now Add New users to the account.
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Add more Contacts/Users

Select the business you want to  
add more Contacts/Users to by  
locating it in the drop-down list.

Select Add New
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Add contact details

Enter the contact details of the new user  
you are adding to the account.

Select Admin

Select Submit

User is already registered

If the person is an existing user, you will receive this message.

Select Admin

Select Submit

Add New User details

Select New User

Enter the email address of the user you are adding.

Select Next
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Delete a User

Select the business you want to  
delete a user from by  
locating it in the drop-down list.

Select the user you want to delete.

Select the bin 

Confirm to delete User

To confirm you want to delete this user,
select Yes


