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1. Maintaining Contact Details 
 

• User logs into NRAS using their username and password 

• User selects ‘Trainer’ from the top menu bar and a dropdown menu appears 

• User selects ‘Stable Employees’ under the Enquiries cluster 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The page navigates to the Stable Employee List (JSES001) 

• Select employee from Stable Employee register list (JSES001) 

 
• The page navigates to Stable Employee Details page (JSES004) 

Select Trainer 

Select Stable Employees 
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• User selects Blue 3-dot button on ‘Contact Information’ 

 

• User selects ‘Maintain contact details’  

• The page navigates to Step 1. Maintain Contact Details 

 

 

 

Select Maintain contact details 

Select 3 dot blue button 
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 Step 1. Maintain Contact Details 
• User updates contact details where applicable by either adding or removing for the following fields: 

o Telephone (numbers only) 

o Mobile (numbers only) 

o E-mail (valid e-mail address) 

 
 

 

Input updated contact details where applicable 

Input updated contact details where applicable 

Input updated contact details where applicable 

Input updated contact details where applicable 
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• User can update address by searching via the postcode look up option 

• User inputs postcode into the ‘Enter Postcode’ option 

• User selects Find Address  

• User selects address from the ‘Address’ drop down menu option 

• If address unknown User can manually enter the address by selecting the ‘Enter Address Manually’ option  

 

 

Select Find Address 

Select relevant address from the drop-down options 

Select Enter Address Manually 

Select Continue 
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• User selects ‘Continue’ and the page navigates to Step 2. Review Details 

• If the User selects ‘Cancel’ ‘Confirm Navigation’ pop up box displays 
Select Continue 
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• If the User selects ‘Yes’ the page navigates back to Stable Employee Details (JSES004) 

• If the User selects ‘No’ the page navigates back to Step 1. Maintain Contact Details 
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 Step 2. Review Details 
• User reviews changes previously input in Step 1. Maintain Contact Details have correctly come through to Step 2. Review Details 

 
• User selects ‘Submit’ and the page navigates to Step 3. Receipt 

Select Submit 

Select back on the tramline should you need to make amendments 

Updated details display 
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• User can select back on the tramline to return to Step 1. Maintain Contact Details should they need to correct any errors 

• If the User selects ‘Cancel’ ‘Confirm Navigation’ pop up box displays 

 
• If the User selects ‘Yes’ the page navigates back to Stable Employee Details (JSES004) 

• If the User selects ‘No’ the page navigates back to Step 2. Review Details 
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 Step 3. Receipt 
• User can view the green success message that read ‘Contact details successfully sent to Weatherbys for approval. The changes made will display in red 

until approved.’ 

• User can select ‘View Employee Details’ and the page navigates back to Stable Employees Details Page (JSES004) 

• User can select ‘View List of Stable Employees’ and the page navigates back to Stable Employee Register (JSES001) 

 

 
 

 
Select View Employee Details 
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 Stable Employee Details Page (JSE004) 
• The User selects on the Stable Employee Details page (JSES004) 

• All pending contact information changes display in red until approved by the Weatherbys team 

 

 
 

• Once Approved by the Weatherbys team the details are updated and display in black.  

 

 

 

 

Pending changes display in red 

until approved by Weatherbys 
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• The User can re-select the 3-dot blue button to submit any further changes and complete the process again 

 

 

 

Note 

• If the Stable Employee holds any form of Licence the 3-dot blue button by contact information will not display. Should the contact details need to be 

updated, please contact the British Horse Racing Authority Licensing team on 02071520000 or e-mail licensing@britishhorseracing.com  

Updated contact 

details display on page 

Select 3-dot blue button to amend details again 

mailto:licensing@britishhorseracing.com

