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e lLogon to www2.racingadmin.co.uk with your email address and password.

e From the main menu select the “Owner” tab.

e This will expand the menu.

@BHA FIXTURES & RACES OWNER INFORMATION

MY OWNERSHIPS /

MWy Ownerships
My Haorses menu
Register Partnership

Register Syndicate

Register Club

AUTHORITY TO ACT
My Agents
Appaoint Agent

RACING COLOURS

My Racing Colours
Racing Colours Builder

Click to expand

SPONSORSHIP
My Sponsorships
Click to view invoices
ACCOUNT SEHVI(V
EHA Irvoices

WAT Registration

e Under the “Account Services” header, click “BHA Invoices.

e This will take you to the invoice enquiry screen.

e A pop up will be displayed allow you to select your account from a list.

NAMES & PASSPORTS
Horse Mame Availability
Recently Purged Names
My Name Reservations
Wy Applications
Applications for Others
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JCGPOO2 Select Account

Accounts for: MrA. Owner

Click to select the Nem: |

Reset Search
account =u [ Search |

Account Name Linked Opened
12345678 26032014

Records Found: 1

e This will take you to the invoices screen for that account.
e You will be able to view a snap shot of your ten most recent invoices including the date and balance for each invoice.
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Mr A. Owner BHA

ABCDE / Mr A. Owner A SR XRIHI AR, AKX XHHXOCRAK, ASBIOCXRK KXOHX XXX X, Tyne and Wear, NE27 OLX
Invoices f
Date Balance
01082017 3,689.99
01/07/2017 0.00
01062017 0.00
01/06/2017 0.00
01/04/2017 4 489 .85
01/03/2017 0.00
01022017 0.00
01012017 0.00
0.00
02/11/2016 0.00

e To select an invoice, you can either:
o Click the invoices menu above the box
o Expand the snapshot by click the arrow in the top right hand corner
o Click the date of the invoice that you wish to view.
e If you choose one of the top two options, you will be taken to the most recent invoice.
e Here you will see a summary which includes:
o Invoice reference
Invoice date
Total credits & debits (incl VAT)
This Invoice total
Pending Transactions
Previous Invoice
Pending transactions carried forward
Amount to pay
Payment received
Payment failed

0O 0 0O 0O 0 0O 0O 0 O

Balance Carried forward
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12345678  BHA

ABCDE/ Mr A. Owner AXH R RO XK, AQH I KKK AR, ASKARIIHR DO K, Tyne and Wear, NEZT OLx
TR
Invioioe Date: | 01/082017 Pay Invoice

This Inveice Reference: 1123545/0545 Previous Invoice (0123545/0545) Tolal:

Invoice Date; 01/082017 Pending Transartions Carried Forwarnd:

Amount To Pay:

Tolal Credils & Debits {incl. VAT): 9,66009 Paymenl Received:
This Inveice Total: 3,659.59 Payment Failed:

Pending Transaclions: 12,763.90 CR Balance Carried Forwand:

Amount To Pay: 0.00

e The invoice itself will display the following details for each transaction in that invoice period:

o Date
o Details
o Horse (if applicable)
o Percentage (if applicable)
o Amount
o VAT
o Total
21/082017 ASCOT DUKE OF CAMES STKE Horse 1 (GB) 100.00%
5ih place prize money 52945 CA 3,176.69 CR
Prize % of Stakes 0.00 1.967.11 CR
Mumber Cloth Sponsorship 614 CR 38.88 CR
21082017 ASCOT ROYAL HUNT CUP HCAP Horse 2 (GB) . 100.00%
Number Cloth Sponsorship 13.96 CR 2.79 CR 18.768 CR
21406201 7 RIPGN RWILKINSCGH APF HCAP Herse 3 (IRE) B0.00%
dth place prize money 9583 CR 1911 CR 114.64 CR
Frize % of Stakes 8922 CR Q00 922 CR
23062017 REDCAR UNBOX RUK MDN HCAP Horse 3 {IRE) 100.00%
12t place prize money 43057 CA 2,883.44 CR
Prize % of Stakes 12813 CR 0.00 128.12 CR
2802017 WHAMPTON INVEST CITY NCV STKS Horse 3 (IRE) A00.00%
2rd place prize money 483,97 CR 9279 CR 656,78 CR
Frize % of Slakes 4782 CR oo 4782 CR
01072017 CHESTER BEEFEATER HCAP BTKS Horse 3 (IRE) 100.00%
Entry fee - Incl of EHA Handling Fee f apolicable 8770 a10 103.80
MAOF2017 CHESTER STELLA ARTOIS HCAP Herse 3 (IRE) 00, 00%
Eniry fee - Incl of EHA Handling Fee if applicable 8270 610 B3.80
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e Toview a different invoice, use the drop down in the top left hand corner.
e Click the arrow to expand the drop list.
e This will display a list of all your past invoices. Click the required date to select and view the invoice.

12345678 BHA Click to expand list

ABCDE - Mr A. Owner ATHRR SRR
Invobce Date: | 01082017 *

102017

Ssummary [TEEilE 01123545/0545

ThiMA2017  papee: 0047001 TS 7
DOSET ) pate; 010802017
01/04/2017
Tolal Credits g:ﬁ;ﬁ: ; VAT): 9,560 99
ovnirenye | Total: 3,550.00
€ 012016 Hdions: 12,783.90 CR
0212018
ﬂnmuntTﬂF‘:u””mm
01102016
0801 e

EINE o oo
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Q1042015
0020 e
my Q1022016 = an=arship
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210E20M T ASCOT ROYAL HUNT CUP HCAP

2. Printing Your Invoice
e Once you have selected your invoice, it is also possible to print it out.
e C(Click the print icon on the top right hand side of the screen.
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Click to print
Pay Invoice

e A pop up window will be displayed with your printer settings. From here, you can select print.

e Alternatively, you can right click anywhere on the screen and click print.

Back,
Reload
Save as...
Cask...
WM T i
. ) Translate to English
Click to print

View page source

Inspeck

Feokl B IEHER (TREY

3. Paying Your Invoice

e You will be able to view your current invoice after the 1% of every month.

e If you have a debit which needs paying you can pay this off straight away via your debit or credit card.
e You can do this even if you have a Direct Debit agreement in place.
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e Click the “Pay Invoice” link on the left-hand side of the screen.

BHA Invoice Enquiry & JCGSMS

Click to make a payment \

Pay Invoice
T

Previous Invoice (004 7001710717) Total: 0.00

Pending Transactions Carried Forward: 3,8358.42 CR
Amount To Pay: 0.00
Payment Received: 0.00
Payment Failed: Mo
Balance Carried Forward: 0.00

e If you wish to pay off your invoice online, this must be done in full. It is not possible to do a part payment.
e You will then be taken to SagePay to process the payment.



User Guide - Paying an Invoice

w B"'A How do you want to pay?
o

Visa

BHA ViSA

Visa Dabd

VISA

Tﬂ ﬂa}f MasterCand
1.030.00 GBP -9
-’ Debd MasterCard

= klaestra

Click the card type with which you are paying with.
Once you have selected the type of card you are paying with you will be taken to the next screen.
Here you will be asked to enter your card details including the long card number, expiry date and three-digit security code from the back of the

card (CVC).
Once you are happy with the details, click the confirm card details button to continue. The next screen will enable you to review your payment

details.

10
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ﬂ BHA Review your order
(4

BHA
Transaction details
Drescription:
To pay P
4? 1 . D 9 GB P Tranzaction Reference:
GO00S 1684
Inchedes a surcharge of
Amount:
0.40 GBP
47108 GEP
Payment Details 0
Billing Address o Shipping Address 0

Wi ol K Day now vl mmey be seked by your cand sier 1oF payinent ¢ aed varmcation

Pay 471.09 GBP now O

Your payment is secured by

11
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You can click the arrows on the boxes to expand them to view this information. They will be minimized as a default. Click the Pay now button to

proceed with the payment once you are happy.

If you need to amend the details, click the back button.

Depending on your card provider, you may be asked to enter your password for Verified by Visa.

To pay
471.09 GBP

Includes a surcharge of

0.40 GBP

Authenticate your card

- AMERICAN EXPRESS
Vemren UG

TEST ENVIRONMENT
Purchase Authentication
Please enter your passwond to venify your igentification

“endor Weatherby$[DELPHIC)
Purchase Amaunt 471.09 GBP
Drabe

‘Wed May 31 12:02:.09 BST 2017
o wwn e x D003

| Submit \

MasterCard.
SecureCode

12
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Click “Submit” to continue with the payment. You will then be taken back to the invoice screen.
A message will be shown on the summary stating that the amount has been paid.
If you have a direct debit set up, no charge will be taken for that invoice.
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