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1. Logging in as your Company 
• Access the New Racing Admin Site (NRAS) using www2.racingadmin.co.uk and enter your log in details as provided upon approval of your 

application. This will be your email address that was entered on application and the password you chose. 

• If you are a registered racehorse owner, you will be able to access various menu options once you have logged in. However, to access the 

menu options on behalf of your Company you will need to click your name in the top right hand corner. 
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You will then be able to select to switch your menus to working on behalf of your Company.  

2. Owner Menu 
• To view your Company ownership details, click on the Owner menu at the top of the screen. 

•  My Ownerships will be available under the Ownership details menu. This screen will provide you with the Company Ownership details 

and all associated Ownerships for that Company. 

 

• From this menu, you can perform a variety of actions on behalf of your Company, including registering colours, names and sponsorships 

in addition to registering new ownership entities which your Company is involved in. 

2.1 My Ownerships 

• This screen will show you details on your Company Ownerships as well as showing all the details for all the entities e.g. Partnerships, 

Syndicates, and Clubs that your Company is in involved in. 

• You can view any recent applications that have not yet been reviewed by the BHA by clicking on the “Pending” tab. 

• This screen will display the name of your Company and the colours which are registered to it (if any). The HIT badge will be green if the 

Company has horses in training, and red if not.  

• Click on your Company to view more details, it will always appear at the top of the list if the Company is a registered Owner. 
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1.1.  Company Details 
• This screen will show you details on the Company relating to their Ownership status including: 

o Ownership type – this will display as “Company” in a red/brown box. 

o Racing Name 

o Registered Owner status 

o Registration Date 

o ROA Membership status, start and end date 

o Renewal date – this will display the date that your registrations e.g. Colours etc. will be renewed 

o Racing Package, to and from date and the outstanding products remaining for registration – this will only be seen if you have 

selected a ready to race or complete package during the application. 

o Directors 

o Company Secretary 
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o Colours registered to the Company 

 

• It is possible to access the menus for horses owned, colours, VAT, Authority to Act, sponsorships, and names via this screen. 

•  To select one of these options just click on the name in the menu and you will be taken to that respective screen. For further help on 

how to navigate and register each individual registration, please see the relevant user guide. 

 

Example of Owners Details screen 
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2. Adding New People  

• From the Company details screen, you will also be able to access several options from the “Show More” button.  

• Clicking on this button will display a list of options including: 

o Maintain Contact Details 

o Add People 

o Remove People  

 

• Click “Add People” to add new Directors/Secretaries to the company. 
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2.1. Add People 

• This is the first step of the Add People process for a Company. This screen will allow you to add a new person to the Company. 

 
• Click the arrow on the title field to display the list of titles. Click the required title to select it. This is a mandatory field. 



Adding New People to a Company 
 

9 
 

• Type the forenames and surname of the person you wish to add. This is also a mandatory field. 

• You can then enter the date of birth manually or click the calendar icon to display the date picker. 

 

• Click the correct date to select it.  

• You can manually add the date by typing the date in a DD/MM/YYYY format in the box. This is a mandatory field. 

• Next, enter the address details. Great Britain is shown as a default in the country field, however you can click the arrow to expand the 

country list and select a different country. 

Click to display 

the calendar icon 

Click here to change 

the month/year 
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• If a foreign country is selected, you can enter the address manually by typing in the address fields. 

 
• You will also be prompted to add documentation for the person if they are not a GB resident. This includes a copy of their driving license 

or a copy of their passport and utility bill/bank statement. Photocopies of these items are acceptable. 

• Click add file, a window will then display and you will be prompted to add the files from the folders on your computer. 
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• Click on the desired file and then click open. You can add up to five files for each upload. 

• If the address is a GB address, you can use the post code search by entering the post code in the post code field and clicking the search 

icon  
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• Another box will be displayed with the list of addresses matching that post code. 

• Click the arrow on the right side of the box to expand the list and view all the addresses. 

 

 
 

• Click on the required address to select it. 

• The final mandatory piece of information required is the email address of the person.  

• There is also a place to enter a telephone number if required, however, this is not mandatory. 

• Once you have completed all the mandatory fields (denoted by the asterisk *), you will then be able to add the person by clicking the 

“Add Person” button. 

• They will appear at the bottom of the screen. You can continue to add as many people as you require. 

Click here to search for address 

Click to expand the drop down 
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• Before continuing to the next step, you must add a title for each person. 

• Click the arrow to expand the list and select the appropriate title. 

• If you discover the details you have entered contain an error or you no longer wish to add the person, you can use the  to remove the 

person from the list. This person will then not be added to the Company. 

• To return to the owner’s details screen without saving the changes, click cancel and confirm. 

• To proceed to Step 2. Click “Continue”.  

Click to expand the drop down 



Adding New People to a Company 
 

14 
 

 

Click to proceed to Step 2. 

Click to return to Owner’s 

details. 

Click to add person once 

details are added 
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2.2. General Questions 

• This screen will display four questions. 

• Each question must be answered by clicking on the yes or no radio buttons. 

• If Yes is selected, you will be prompted to add more details. Documents can also be uploaded if required. 

• To add a document, click “Add Files”. You will then be prompted to locate and select the documents from your folders.  

• You will not be able to continue if any questions are answered yes and no further details are provided, you must enter text in the details 

field and/or upload a file to continue. 

 

 

Click to upload files 

Click to proceed to Step 3. 

Click to 

return to 

Owner’s 

details 
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• To continue, click the continue button to proceed to Step 3. 

• You must answer all the questions before you can progress. 

• As with the previous step, clicking cancel and confirming will take you back to the Owners details screen. 

2.3. Racing History 
• This screen will display four more questions relating to history in racing.  

• All questions must be answered as either yes or no. 

• As per the previous screen, if yes is selected, details and/or documents must be given to progress to the next step. 

• For question three, you can select multiple options including: 

o Disqualification 

o Refused any registration or application 

o Included on the forfeit list 

• If one or more options are selected, details and/or documents must be provided. 

• Click cancel to return to the owner’s details screen – no details will be saved. 

• To continue to the next step, click continue. 
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Click to proceed to Step 4. 

Click to return to 

Owner’s details 
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2.4. Review Details 

• This screen will provide a summary of the changes to the Company.  

• Panels displayed will include: 

o Added people – this will display the name, address and title of the people being added to the company 

o General Questions – this will display the questions and answers entered on this section 

o Racing History – this will display the questions and answer entered on this section 

o Company Details – this will display the key, name, and address of the Company 

o Documents – this will show any documents uploaded in steps 2 and 3. 

o Declaration 

• The declaration must be completed on behalf of the directors to submit the changes.  

• Both boxes must be ticked and a name entered in the signature box. 

• To return to any previous steps, use the progress bar/tramline at the top of the screen by clicking on the step you wish to return to. 

• If you do not wish to continue with the changes, click cancel, and confirm to return to the owner’s details screen. 

• To save the changes, click “Submit”. 
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Click to return to a step 
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Click to check the boxes 

Enter signature here Click to save changes 
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2.5.  Receipt 

•  This screen will display the same information as the previous screen 

• You will not be able to return to any previous steps at this point 

To return to the owner’s details screen, click the link at the bottom of the screen. 

• Your request to add a new company will be sent to Weatherbys to process. Once this has been completed you will receive an email to 

inform you of the addition and the new Director or Secretary will be added to the Owner’s details screen. 
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Click to return to owner’s 

details screen 


