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1. Logging in as a Sole Owner
e 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 that you chose.

e  You will be able to access various menu options once you have logged in.

2. Owner Menu

e To view your ownership details, click on the Owner menu at the top of the screen.
e Then select “My Ownerships” from the Ownership Details menu. This screen will provide you with your details for your racehorse owner

registration and all other associated Ownerships.

é BHA  FIXTURES & RACES ~

NAMES & PASSPORTS

Check Mame Awvailability
Furged Names

Enquire Name Reservations
Enquire Mame Reqistrations
Iy Applications

Other Reservation Applications

WAT
Enquire wAT Registration

OWNER ~

&~

INFORMATION -

MY ACCOUNTS
BHA Invoice Enquiry

AUTHORITY TO ACT

Y our Agents

Aulthorised by

Fegister Authority to Act

\

COLOURS

Racing Colours by Person
Facing Colours Builder

SFONSORSHIP ENQUIRIES
My Sponsorships

OWMNERSHIF DETAILS
Enquire Cwnerships

My Ownerships
Partnership Registration
Syndicate Reqistration
Club Registration

e From this menu, you can perform a variety of actions, including registering colours, names and sponsorships in addition to registering

new ownership entities.

2.1 My Ownerships

e This screen will show you details on your racehorse owner registration as well as showing all the details for any other entities you may be

involved in e.g. Partnerships, Syndicates, and Clubs.

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



User Guide —Maintaining a Sole Owner

e This screen will display the details of your racehorse owner registration and any colours which are registered to you personally.

e The HIT badge will be green if you have a horse(s) in training, and red if not.

e C(Click on your click the row to view more details on your sole ownership.

MY HORSES My OWNERSHIPS PARTHERSHIP REGISTRATION SYNDICATE REGISTRATION CLUB REGISTRATION
REGISTERED PENDING o
V/ Sole Farnnership syndicate Company Club
REFRESH
a [
Owenership Name Date Registered Type
Miss G Bloggs )
BLACK and WHITE check, BLACK
cap.

2.2 Owner Details
e This screen will show you details on your Sole Ownership including:
o Ownership type — this will display as “Sole” in a blue box.
Racing Name
Registered Owner status
Registration Date
ROA Membership status, and if applicable start and end date

O O O O O

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

e Itis possible to access the menus for horses owned, colours, VAT, Authority to Act, sponsorships, and names via this screen.
e 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 complete one of these registrations please see the relevant user guide.
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DETAILS HORSE S OWHED OWHERSHIPS COLOURS AUTHORITY TOAGT VAT SPONSORSHIPS

Owner details

Owners hip type: Racing name: Miss G. Blogas

Fiegistenad owner: Yes

Registrationdate:  11/04/2003 End date:

Fi0A member: Mo

Start date: Enddate:
FRenewaldate:
Racing package:  Mane

Package from: Ta:

Racing colours

BLACHK and WHITE check, ELACK cap

Example of Owners Details screen
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3. Maintaining Owner Details

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

Clicking on this button will display the following:
Maintain Contact Details

o

DETAILS

HORSES OWHNED

Cwner details

Owmership type:
Fegistered owner:
Registration date:

F0A member:
atart date:

Fee &hgnment Date:

OWHE RSHIPS COLODURS AUTHORITY TO ACT

Yes
02/03/2012

Yes

02/03/2012

0N L2007

Click contact details to proceed to the contact details screen.

4. Maintaining Your Contact Details

SPOMS0ORSHIPS

This screen will allow you to maintain the following contact details:
Telephone numbers

(0]

O
O
O

Email addresses

Fax Numbers
Addresses

WAl

Racing name:

Endl date:

End date:

Mr.J. Bloggs

“ ©

Contact details
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A CONTACT DETAILE

My telephone numbers o‘

¥ark Phone: ER2RPARIIRE

Mobile Phone: ERARZLR2DNR

My email addresses o

Email: emaili@testing.com

My fax numbers o‘

My addresses o

Principal Place of Business:  UMNIT 1 -
FARM LANE
COUNTY
POS1C0O

Primary Residential (Home): | |TTLE COTTAGE
STABLE TOWYN

COUNTY
FO5 BTD

4.1 Adding a Telephone Number
e To add a new telephone number, click the blue 3 dot show more button. This will display two options, shown below.
e C(Click the first option, “Add Telephone Number” to add a telephone number.
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/ CONTACT DETAILS

My telephone numbers o /

ADD TELEFHOME MUMBERS

Work Phone: 22222222222
tAINTAIN TELEFHOME MUMBERS

Mabile Phone: 22222222222

e You will then be directed to the add contact screen. You will need to select the phone number type from the drop down. To expand the
drop-down box, click the arrow on the right-hand side of the box.

ADD CONTACT

Telephone number

I=this your preferred
/ method of cantact?
w

Type: Type v Details ¥

Home Phone SUBMIT CAMCEL
M obile Phone

Secondary Residency Phone
Secretary/PA
Work Phone

e Select a telephone number type by clicking on the drop-down box to display all the options. You will then need to enter the telephone
number; click on the telephone number box to enter the details.

e If you wish the new telephone number to be your preferred contact, please click the box to the right of the telephone number field.

e Once you have entered all the details, click “Submit” to save the changes.
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e If you no longer want to proceed with the changes, click “Cancel”. You will be asked to confirm your decision, if you click “Submit”, you
will be taken back to the contact details scree. If you click no, you will return to the add telephone number screen.

My telephone numbers o

wWork Phone: 22222227727

Mobile Phone: 22222272272

Work Phone: 01234 565899 +*

4.2 Maintaining a Phone Number
e To edit an existing phone number, click the blue 3 dot show more button, and then select the second option “Maintain Telephone

Numbers”. /

My telephone numbers °

ADD TELEFHOME MUMEERS

Work Phone: 22222222222
MAINTAIM TELEFHOME MUMBERS

Mobile Phone: 222272272227

e Ascreen will now display allowing you to edit the phone numbers. Click in the relevant phone number box to begin amending the
number.
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Telephone numbers

3 this your prefemed
Figtfod of Sont&id?
Plesig e select one

Home Phone: * 223 IFFFFIIIIE
Home Fhone ¢ 2222 FFFRFIIFIID

MagleFrone: * 320223233232220

“ I:h“ccl-

You also have the option to select the number you wish to be your main contact number. You can do this by selecting the tick box.

MAINTAIN CONTACT DETAILS

Telephone numbers

I5 this your prefermed

method of contact?
Please select ane
.

Mobile Fhone: * 2239992399395 4

Work Phione. ©  ooo0993003000

SUBMIT CAMCEL

You can also delete a number if you wish to remove it entirely from the system. To delete a number, you will need to click on the delete
icon.

10
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MAINTAIN CONTACT DETAILS

Telephone numbers

I3 this your preferned
method of contact?

Please select ane /
. 4

Maobile Fhang 2222223373337

Work Phone: ©  pozopoosagoae

SUBMIT CAMCEL

e Once the delete icon has been selected the following warning will be displayed.

Delete Telephone number X

Flease confirm t hat vouwould like to delete the following Tele phone number,

Maobile Phone:  zzzo8s70977020

CONFIRM CAMCEL

o If the delete icon has been selected in error, then please select “Cancel”.

11
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To delete the phone number permanently from the system you must select “Confirm”. Once this has been selected then it will take you
to an updated version of the screen with the selected number removed. If you are happy with the information displayed on screen, then

select “Submit”. Once this has been selected all your changes will be made. If you do not wish to make the change then please select
“Cancel”

Maintaining an Email Address

Once on the “Maintain Contact Details” screen, scroll down to the My Email Addresses section.

12
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/ CONTACT DETAILS

PERSONAL DETALS

My telephone numbers

TelFax
Mobde Phone:
Wk Phone

SMS Phone

My email addresses

01234 123255
0712328557339
01234357554
07123855739

2 s

My fax numbers

My addresses

Unknown

Then click the “Show More” button.

AT XXXX XXXXX
AZXXRXKXK XXX
ATO006 X6 X000
County

NNS £5X

to show the following options.

CONTACT DETARS
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Wy email eddresses

AD
Emait  ghloggs@gmail.com T
5.1 Add an Email Address
e Firstly, select “Add Email Address” from the “Show More” button
My email eddresses
—
Emait  gbloggs@gmail.com Rkl T

This will take you to the following screen.

ADD CONTACT

Email address

Type: * Type v Details: *  Email address

EMAIL ADDRESS

EMAIL ADDRESS

EMAIL ADDRESS

EMAIL ADDRESS

|5 this your preferred
method of contact?

SUBMIT

CANCEL

14



User Guide —Maintaining a Sole Owner

e You will need to select the type of contact you are adding by clicking on the arrow of the “Type” box and choosing an option from the
drop-down list.

Email address

I's this your preferred
method of contact?

Type: | Type v Details: *
_’# [ Email

| Wark Ermnail | SUBMIT CANCEL

e You will also need to enter email address in the other textbox. You can do this by clicking in the box and starting to type.
e If you wish email to be your preferred method of contact, then please select the “Is this your preferred method of contract” tick box.

Is this your preferred

et hiod MV

5.2 Maintain an Email Address

Click the “Show More” button. to show the following options. Select “Maintain Email Address”.

15
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My email addresses o

ADD EMAIL ADDRESS

). MAHTAIN EMAIL ADDRESS

Email  goioggs@gmal com

e This will take you to the next screen where there will be an orange warning displayed stating that if you change the email that you use to
log onto the site, it may impact on your ability to log in next time.

MAINTAIN CONTACT DETAILS

Email addresses

Iz this your prefermed

method of contact?

Please select one
Email; * gbloggs@gmail.com

Email *  gbloggs@gmail.com

Email;: * gbloggs@gmail.com

SUBMIT CAMCEL

16
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You can amend the email addresses shown in the free text field by just clicking in the box and typing over the information
You can also state whether you'd like this to be your preferred method of contact which can be chosen by clicking the tick box. Once you
have made all your amendments you must click the “Submit” button.

Email addresses

18 1hes your prefermed
Mt hog Of comt act

Please sedect one

-

Emad * ;DD?;EQ'?’FS com

\ SUBMIT CANCEL

Once “Submit” has been selected it will take you back to the main contact details screen.

17
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e If at any point, you do not wish to make any changes to your email address then you can click “Cancel”. If you select the “Cancel” button
it will display a warning to confirm you want to leave any changes you made.

Are you sure?

MO

e If you wish to continue maintaining the email address, please select “No”.
o If you have amended the email address in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main
contact details screen.

6. Maintaining Fax Numbers

e Please ensure you are on the “Contact Details” page. Then select the “Show More” button. to show the following options for “My
Fax Numbers”

6.1 Add Fax Number
o If you select “Add Fax Number” it will take you through to the next page.

18
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My fax numbers o

/ ADD FAX MUMEER

MAINTAIN FAX MUMEER
This will display the following screen which gives you the option to enter another fax number into the free text field.
You can state what type of Fax Number using the dropdown box
You can also state whether you’d like this to be your preferred method of contact which can be chosen by clicking the tick box.
Once you have made all your amendments you must click the “Submit” button.

ADD CONTACT

Fax number

15 this your preferred

method of contact?
* *

Type: Fax v Details: 3333333333333333

SUBMIT CANCEL

If at any point, you do wish to make any changes to your email address, then you can click the “Cancel” button. If you select the “Cancel”
button it will display a warning to confirm you want to leave any changes you made. If you have clicked “Cancel” in error, then please

select “No” which will keep you on the “Add Fax Number” screen. If you click “Yes” then it will take you back to the contact details
screen.

19
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Are you sure?

You have not completed this process. Are you sure yvou wish tocancel?

M
6.2 Maintain Fax Number
Click the “Show More” button. to show the following options. Select “Maintain Fax Number
My fax numbers o

ADD FAaX NUMEBER

RAINT AN FAX NUMEER

~

e This will take you to the next screen where you will be able to maintain your fax number(s)
You can amend the fax number shown in the free text field by just clicking in the box and typing over the information

You can also state whether you’d like this to be your preferred method of contact which can be chosen by clicking the tick box. Once you
have made all your amendments you must click the “Submit” button.

20
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MAINTAIN CONTACT DETAILS

Fax numbers

|5 this your prefermed
method of contact?
Please select one

-~

Fax ¥ 22222222222227222

e Once “Submit” has been selected it will take you back to the main contact details screen.
e [f at any point, you do not wish to make any changes to your fax number then you can click “Cance
will display a warning to confirm you want to leave the page.

III

SUBMIT CAMNCEL

If you select the “Cancel” button it

21
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Are you sure?

You have not completed this process. Are you sure yvou wish tocancel?

MO

If you wish to continue maintaining the email address, please select “No”.
If you have amended the email address in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main
contact details screen.

. Maintain Addresses

Please ensure you are on the “Contact Details” page. Then select the “Show More” button. to show the following options for “My

Addresses”.

22
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My addresses o
4

Unbenowen: A7 XXXN XXENK 4
AR RO KRN
AR N NNEN

County
NN 25

7.1 Change Address Due to Move
e This section is where you can change your address due to you moving house. If you wish to add another address onto the system but
keep the remaining one, then please select “Add Additional Address” and refer to Section 7.2 for assistance.
e To change your address firstly select the “Change Address Due to Move” and it will progress you through to the next step.

My addresses o

CHAMGE ADDRESS DUE TO MOVE

ADD ADDITIONAL ADDRESS

* \

Unknown: AT XK XXX
NN W
N X N
County
NHE 48X

e This next step will display two tabs the “New Address” tab and “Care of Agent”.

23
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ADD ADDRESS

1. Add Address

L

Additional address \ /

NEW ADDRESS CARE OF AGENT

Address Type: L
Country: Great Eritain v

Enter Postcode: * Q ENTER ADDRESS MAMNUALLY
Address: ¥ v

COMNTIMUE CAMCEL

o If you wish to add a new address you must first select the “Address Type” in the first box. If you click the drop- down arrow there are
several options shown from which you can choose.

24
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. -

Care Of
Ewvent Location
Other Residential

Address Type:

Frimary Residential (Home)
Frincipal Place of Business

You will then need to select the Country, which again can be chosen from the drop-down box.

Country: Great Britain

Afghanistan
Aland Island
Albania

Algeria
American Samoa
Andorra

Angola

Anguilla
Antarctica
Antigua and Barbuda
Argentina
Armenia

Aruba

Australia
Austria
Azerbaijan
EBahamas
Bahrain
Bangladesh
Barbados

o If you select a Foreign Address, you will need to fill in the address in the text boxes provided.
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ADD ADDRESS

1. Add Address

L

Additional address

NEW ADDRESS CARE OF AGENT

Address Type: ™ v
Address: *
Country: Bangladesh ’

CONTINUE CAMNCEL

Screen showing Foreign Address Options

If the address is a Great Britain address you will need to fill in the post code for the property and then click the magnifying glass icon to
search for the address. Once you have done this you will need to pick the correct address from the drop-down list.

26
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ADD ADDRESS

1. Add Address

L

Additional address

NEW ADDRESS CARE OF AGENT

Address Type: '
Country: Great Britain "
4/
Enter Postcode: * nha dbx n EMTER ADDRESS MAMUALLY
Address: * Fleaze Select.. "

—) | ‘Weatherbys Thoroughbred Ltd, Sanders Road, Finedon Road Industrial Estate, WELLINGEOROUGH |

CONTINUE CAMCEL

e There are mandatory fields on this page, if you have not completed one of these fields you will have a warning shown in the form of a red
cross. Once you have amended the field the red cross will change to a green tick to demonstrate that it is correct.

27
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Address: ¥ Weatherbys Thoroughbred Ltd, Sanders Road, Finedon Road Industrial Estate, WELLINGEOROUGH > x

CONTINUE CAMCEL

To progress to the next step, you will need to click the “Continue” button. If you do not wish to continue with the addition of the address
you can click the” Cancel” button.

e Once “Continue” has been selected it will take you back to the main contact details screen.

If at any point, you do not wish to make any changes to your email address then you can click “Cancel”. If you select the “Cancel” button
it will display a warning to confirm you want to leave any changes you made.

Are you sure?

MO

e If you wish to continue maintaining, please select “No”.

e If you have amended the details in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main contact
details screen.

28
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e Once you have progressed to the next step you will be shown a review screen where you can see all the details that you have entered. If
you wish to amend any of the details shown, then please click “Add Address” along the top and change as necessary.
e Any changes made will be shown in red until they have been approved by Weatherbys.
ADD ADDRESS
ﬂ 1. Add Address 2. Review Details
o O
Additional address
“
& Flease check the information below. If the details are correct, click "Submit®. If any of the information is incorrect, please click 1. Add Address® to amend the details.
Arddress Type:  Care Of
Country:  Great Eritan
Address:  ‘Weatherbys Thoroughbred Lid
Sanders Road
Finedeon Road Industrial Estate
WELLINGEOR OUGH
Morthamptenshire
NNE 4BX
e Once you are happy that all the details shown on the screen are correct please click the “Submit” button.
e If you wish to not make any changes at all, please use the “Cancel” button.

29
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Once you have clicked this, a warning will be shown to confirm that you do indeed wish to leave the page.
e If you wish to continue maintaining the address, please select “No”.

details screen.

7.2 Care of Agent

e Once you have selected the 3-dot maintain option, please select “Change Address Due to Move”

My addresses o
S——  CHANGE ADDRESS DUE TO MOVE
AP — * ADD ADDITIONAL ADDRESS
AZIRNHNNK KN
AT KN
County
NS 4B

e Once you have selected this it will take you to the following screen which will display two tabs the “New Address” tab and “Care of

Agent”.

e Select the “Care of Agent” tab which will display the following screen:

If you have amended the address in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main contact

30
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ADD ADDRESS

1. Add Address

Ly

Race address

NEW ADDRESS CARE OF AGENT

Appeinted Agert: * Please select

CONTIMUE CAMCEL

You can select a new care of agent address by first clicking on the drop-down box for “Appointed Agent”. This will then display a list of
agents with an Authority to Act on your behalf.

31
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ADD ADDRESS

1. Add Address

s

Race address

NEW ADDRESS CARE OF AGENT

Appointed Agent: * | Please select '

Miss G. Bloggs
Mr A Jones

Mrs C Smith
Ms. M. Black

Mr X White

Miss J Apple
Ms. B Banana
Mr C Mango

e Once you have selected the agent you will need to choose the correct address from the drop-down list.

32
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ADD ADDRESS

1. Add Address

s

Race acddress

NEW ADDRESS CARE OF AGENT

Appointed Agert: * piss M Orange

* | House, Road, Village, Town, Postcode >

Address:

CONTIMUE CANCEL

Once you have selected the address you will need to click the “Continue” button.

Once “Continue” has been selected it will take you back to the main contact details screen.

If at any point, you do not wish to make any changes to your care of agent address then you can click “Cancel”. If you select the “Cancel”
button it will display a warning to confirm you want to leave any changes you made.

If you wish to continue maintaining the email address, please select “No”.

If you have amended the address in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main contact
details screen.

If “Continue” has been selected it will take you to Step 2. Review Details. On this page, will be the details that you have entered in the
previous step.

33
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ADD ADDRESS

1. Add Address Z Review Details

o O

Race address

& Flease check the infermation below. If the details are correct, click "Submit®. If any of the infermation is incorrect, please click *1. Add Address’ toamend the details.

Address Type:  Care Of
Country:  Great Britain
Address:  ATXXXK XXX
AZHIHHINKE
ATHKHNK

Narth ¥ orkshire
CLS ATL

SUBMIT CANCEL

If the details displayed are incorrect then you can go back to the previous step by clicking on the Previous step at the top of the page.

ADD ADDRESS

1. Add Address 2. Review Details

o 0

~

If you are happy with all the details displayed, you will need to click “Submit”. If you click “Submit” it will take you back to the Contact
Details page.

34
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e If you wish to cancel out of the page at any time, then you can click “Cancel”. If you select the “Cancel” button it will display a warning to
confirm you want to leave any changes you made.

Are you sure?

You have not completed this process. Are you sure yvou wish tocancel?

MO

e If you wish to continue maintaining the address, please select “No”.
e If you have amended the address in error, then please select “Yes”. Once “Yes” has been selected it will return you to the main contact
details screen.

7.3 Add Additional Address

e  Firstly, you must click on the “Add Additional Address” on the Contact Details screen.

35
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Addresses

Event Location:  House 1 *
Street 2
Village 3
Town 4
NMNE 48X

Principal Place of Business:  House 1
Street 2
Village 3
Town 4
NNB 4BX

Care Of: House 1
Street 2
Village 3
Town 4
NNB 4BX

e Once this has been selected this will take you to the next screen

Change address due to move

—) dd additional address

36
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ADD ADDRESS

1. Add Address

Additional address

NEW ADDRESS CARE OF AGENT

Address Type v
Country Great Britain v

Enter Postcode: * Q ENTER ADDRESS MANUALLY
Address: * v

CONTINUE CANCEL

If you wish to add a new address you must first select the “Address Type” in the first box. If you click the drop- down arrow there are
several options shown from which you can choose

Address Type: * v

Care Of
Event Location
Cther Residential

Primary Residential (Home)
Frincipal Flace of Business

You will then need to select the Country, which again can be chosen from the drop-down box.

37
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Afghanistan
Aland Island
Albania
Algeria

Andorra
Angola
Anguilla
Antarctica

Argentina
Armenia
Aruba
Australia
Austria
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados

American Samoa

Antigua and Barbuda

ADD ADDRESS

1. Add Address

Additional address

NEW ADDRESS CARE OF AGENT

Address Type: *

Address: *

Country Bangladesh

Screen showing Foreign Address Options

If you select a Foreign Address, you will need to fill in the address in the text boxes provided.

CONTINUE

CANCEL
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If the address is a Great Britain address you will need to fill in the post code for the property and then click the magnifying glass icon to

search for the address. Once you have done this you will need to pick the correct address from the drop-down list.
ADD ADDRESS

1. Add Address

Additional address

NEW ADDRESS CARE OF AGENT

Address Type: * "
Country Great Britain v

Enter Fostcode ¥ nng dbx n ENTEFR ADDRESS MANUALLY
Address: * Flease Select '

I Weatherbys Thoroughbred Ltd, Sanders Road, Finedon Road Industrial Estate, WELLINGBOROUGH

CONTINUE CAMNCEL

There are mandatory fields on this page, if you have not completed one of these fields you will have a warning shown in the form of a red
cross. Once you have amended the field the red cross will change to a green tick to demonstrate that it is correct.

-

Adtress ‘Weal herbys Thoroughbred Ltd, Sanders Road, Finedon Road Industrial Estate, WELLINGEOROUGH X

CONTINUE CAMCEL

To progress to the next step, you will need to click the “Continue” button. If you do not wish to continue with the addition of the address
you can click the” Cancel” button.

Once you have progressed to the next step you will be shown a review screen where you can see all the details that you have entered. If
you wish to amend any of the details shown, then please click “Add Address” along the top and change as necessary.

Any changes made will be shown in red until they have been approved by Weatherbys.
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