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Primary Levy Contact in MyACC for Business: Overview

What is the primary levy contact feature in MyACC for Business?

• This feature allows the primary levy contact for an account to be changed and viewed in MyACC for Business. 

• If you are made the primary levy contact for the account, you will receive all invoices and levy-related 

communication.

• In MyACC for Business, the agent or advisor or levy payer can be made the primary levy contact.

Why are we making these changes?

• When a customer requests that their invoices/levy information be sent to their agent or advisor, instead of 

overriding the customer’s contact information with that of the agent or advisor’s address or email, we will only 

have to change the primary levy contact for the account to be the agent or advisor.

• This will ensure that the customer’s contact information are correct and up to date, even if they elect to have 

someone else manage their invoices on their behalf
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Primary Levy Contact: Overview 

Who can change the primary levy contact in MyACC for Business? 

• Agent or advisor with manage access to the client’s account

• Levy payer/account holder

• Delegate (with Levies and Payments access)

Who can view the primary levy contact in MyACC for Business? 

• Agent or advisor with manage or view access to the client’s account

• Levy payer/account holder

• Delegate (with Levies and Payments access)
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Primary levy contact 
features in MyACC for 
Business 
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View the primary levy contact in MyACC for Business

• The following can view the primary levy contact:

• Agent or advisor with manage or view only access to the client’s account

• Levy payer/account holder

• Delegate (with Levies and Payments access)

• The primary levy contact for the account can be viewed in the following: 

• Overview page

• Contact Details page

• For agent or advisor, they can also view the primary contact in the 

following:

• Client list page 

• Client list CSV download
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View primary contact in Overview page

The name of the primary levy contact for the account is displayed in the Overview Page
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View primary contact in Contact Details page

The name of the primary levy contact for the account is also displayed in the Contact Details page

Levy Payer or delegate view Agent or advisor view
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View primary contact in Client list page

For an agent or advisor, the primary levy contact is also displayed in the Client List Page

Account holder: 

Levy payer is the primary levy 

contact

Your Organisation: 

The agent or advisor who is 

logged in is the primary levy 

contact

Other Party: 

Another representative (not the 

agent or advisor who is logged 

in) is the primary levy contact.  

(The name of the representative 

will be displayed on hover of the 

info icon)
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View primary contact in Client list page

The primary levy contact is also displayed in the client list CSV download 
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Change the primary levy contact in MyACC for Business

• The following can change the primary levy contact: 

• Agent or advisor with manage access to the client’s account

• Levy payer/account holder

• Delegate (with Levies and Payments access)

• The agent or advisor can:

• Assign themselves as primary contact

• Remove themselves as primary contact (making the levy payer as the 

primary contact again)
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Change the primary levy contact in MyACC for Business 
(continued)

• The levy payer can:

• Assign the primary contact to an agent or advisor

• Set  the primary contact back to themselves

• The delegate can:

• Assign the primary contact to an agent or advisor

• Set  the primary contact back to the levy payer
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Agent or advisor assigns themselves as the primary levy 
contact for the account 

1. From the client list page, click 

Edit primary levy contact 

link

2. The client’s contact details 

page will appear. Click 

Assign to me link

3. The name of the agent or 

advisor will be displayed

1

2
3
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Agent or advisor assigns themselves as the primary levy 
contact for the account (continued)

4. Click the Submit button to 

submit the changes.

5. Once the change is 

submitted, the new primary 

levy contact is displayed in 

the different pages in MyACC 

for Business (Refer to Slide 

6)

4
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Agent or advisor removes themselves as the primary 
levy contact for the account

1. From the client list page, click 

Edit primary levy contact 

link

2. The client’s contact details 

page will appear. Click 

Remove link

3. The name of the levy payer 

will be displayed

1

2
3
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Agent or advisor removes themselves as the primary 
levy contact for the account (continued)

4. Click the Submit button to 

submit the changes

5. Once the change is 

submitted, the new the 

primary levy contact is 

displayed in the different 

pages in MyACC for 

Business (Refer to Slide 6)

4



17

Agent or advisor assigns to removes themselves as the 
primary levy contact for the account

1. The agent or advisor can also change the primary contact by clicking Edit beside Primary Levy 

Contact field in the Overview Page

2. The client’s contact details page will appear. Follow the steps in Slides 13-16 to update the 

primary levy contact

1

2
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Levy Payer or delegate (with Levies/Payments access) 
changes the primary levy contact for the account

1. From the Overview Page, click Edit beside Primary Levy Contact field in the Overview Page

2. The levy payer’s contact details page will appear and displays the name of the current primary 

levy contact

1

2
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Levy Payer or delegate changes the primary levy 
contact for the account (continued)

3. Click Change link (under the Primary Levy contact field)

4. The Primary levy contact field will change into a dropdown displaying a list of names. The names 

include the levy payer and the agent or advisors that are linked to the client

5. Select from the list who you want to be the primary contact for the account. The selected name 

will be displayed in the field.

3
4 5
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Levy Payer or delegate changes the primary levy 
contact for the account (continued)

6. Click the Submit button to 

submit the changes

7. Once the change is 

submitted, the new primary 

levy contact is displayed in 

the different pages in MyACC 

for Business (Refer to Slide 

6)

6
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Other primary levy contact features in MyACC for 
Business

• When adding a new a client

✓ When an agent or advisor is linked to a client, this action does not automatically 

make them the primary levy contact for the client 

✓ After successfully adding a client, a message is displayed to inform the agent or 

advisor how they can add themselves as primary levy contact (if they wish to do so)
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Other primary levy contact features in MyACC for 
Business

• When unlinking a client

✓ When an agent or advisor unlinks a client, and they are the primary contact, this 

action will automatically remove them as the primary contact for the account
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Contact us

MyACC for Business live chat

acc.co.nz 

0800 222 776

email myaccforbusiness@acc.co.nz


