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Corporation
Service
LongBUILDING AND CONSTRUCTION INDUSTRY

LEVY PORTAL GUIDE

SUPPORT, REFUNDS, TOP-UPS, RECEIPTS

How to raise a NEW Support Request

To raise a new support request that is not related to  

an existing transaction, levy payment or support ticket,  

select Support Tickets located at the top of the screen.

Select the business you are raising the new ticket 

for by locating it in the drop-down list.

Or, alternatively select New Ticket on the dashboard.

The dashboard will help you keep track of all  

your levy payments, approvals, and support requests  

when you have started transacting in your LSC account.
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The support ticket will be added to the dashboard, where you  

can track its progress and add more information.

Select Home located at the top of the screen to return  

to the dashboard.

Add the new support request details

Select the Support category from the drop-down list.

Add in the Subject relating to the support request.

Add in more Details about your request, the levy  

number it relates to, the site address if you know it.

Attach Supporting documentation.

Select Submit request



Raise a ticket for a paid levy

To find your paid levies, select Levies located at the  

top of the screen.

Select the business you are raising the ticket  

for by locating it in the drop-down list.

Select the levy you are raising the ticket for,  

then from the drop-down list select  

Request support.

Add the levy support request details

Select the Support category from the drop-down list.

Add in the Subject relating to the support request.

Add in more Details about your request.

Attach Supporting documentation.

Select Submit request

The ticket will be added to the 

dashboard, where you can track its 

progress and add more information 

Select Home at the top of the 

screen to return to the dashboard.
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Top-up Request

To raise a Top-up request select Levies located at  

the top of the screen.

Add the top-up request details

Add in the New total cost of construction work. 

The Levy payable will be deducted from the levy  

fee you paid. The top-up amount due will be  

automatically calculated.

Select Pay now

Select the business you are raising the new  

ticket for by locating it in the drop-down list.

Select the levy you want to top-up, then from 

the drop-down list select Top Up.
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Payment Method

Choose from the Payment options  

and complete the information required.

Select Validate card.

Select Pay now to complete the transaction.
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Print your receipt

To access your receipt, select the Levies button  

located at the top of the screen.

This will take you to your dashboard where you  

can print your receipt.

Dashboard

Select the levy you just paid, then from the  

drop-down list select Print receipt.
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Request a Refund

To raise a request for a refund, select Levies located  

at the top of the screen.

Select the business you are raising the ticket  

for by locating it in the drop-down list.

Select the levy you are raising the ticket for,  

then from the drop-down list select  

Request refund.

Add the refund request details

Select the Reason for the refund from the drop-down list.

Add in more Details about your request.

Attach Supporting documentation.

Select Submit request.
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Select the business you are raising the ticket  

for by locating it in the drop-down list.

Select the levy you want the receipt for, then  

from the drop-down list select Print receipt.

Print your receipt

To access your receipt, select the Levies button  

located at the top of the screen.


