Racing NSW Stablehands/Forepersons Online License Renewals 2018/19

User Guide

Introduction

In an effort to modernise the industry and to improve administrative functions, Racing NSW in
conjunction with Racing Australia has progressively been introducing the ability for paper-based
transactions to be completed online via the Single National System (SNS).

Consistent with this objective, we will again require Forepersons and Stablehands to renew their
licence on line this season.

Those Forepersons/Stablehands that have previously provided an email address should have
received an email which includes a link to enter their User Registration account, which provides
access to the online renewal portal. To commence the renewal process simply ‘click’ on the link
provided.

The User Registration account can also be accessed via the Racing NSW website — please see the
information provided on the following page under the heading “Logging in to User Registration’. Clerks
that renewed their licence online over previous seasons who did not receive an email will be able to
access their account in this manner.

Should you not have an email address registered please contact the Racing Australia Service Centre
on 1800 954 143 to provide.

A central vision of the SNS on which many other objectives rely is the creation of a unique
identification for all industry participants via a User Registration account. As your User Identification
account is used to confirm your identity, it is important that a unique email address that is not used by
any other licensee or owner is required. Do not use someone else’s email address as information in
regard to your licence or other matters of importance will increasingly be provided by this platform.

If you do not have an email address then you must create your own email address which can be
completed at no cost via a range email platforms (gmail, outlook etc).

Should you have forgotten the email address used to access your User Registration account or cannot
recall the password used, please see page refer to page 3 of this guide.

Now let’s get started.
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Logging in to User Registration

1. Open a web browser such as Google Chrome, Internet Explorer or Mozilla FireFox and enter the
following link. http://userreqg.racingaustralia.horse/

Alternatively, visit www.racingnsw.com.au where you can scroll to the bottom of the page to find
“Online Licence Renewal” under the heading “Information” and then click on the “User Registration
link”.

XX can you please upload an updated screen shot with the relevant section highlighted XX

Either link will take you to the Welcome to User Registration Page.

am Single National System

Welcome to User Registration

EXISTING USER
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http://userreg.racingaustralia.horse/
http://www.racingnsw.com.au/

Existing User

2. If you are an existing User Registration user, in the Existing Users section, please enter your email
address as the Login ID and enter your password.

Once you have successfully logged into your account please proceed to page 4 and the heading
Renewing Your Licence.

If you have forgotten your password, please click on the ‘Forgot your password?’ link and your
password can be reset and get sent to your email by entering your Login ID.

g Bﬁﬁl,ﬂﬁ Single National System Login

Reset Password

Enter your login email address and click submit. An email will be sent to you with a verification link. Click on that link to reset
your password. You will have one day before this verification window expires.

Login ID (Email)

I'm not a robot

&/ Submit ‘ o Cancel ‘

* Should you not be able to submit successfully, please contact Racing Australia Service Centre on 1800 954 143,

If you have forgotten your Login ID, please click on the ‘Forgot your login ID?’ link and your Login
ID can be recovered by entering first name, surname, date of birth, state and your SNS License
ID or Access Code (which is the code on your license card).
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ﬁ RAC'NG Single National System

SNS User Registration Email Recovery

1, Verlfy Your identity

Flast Name ‘

Samame ‘

Date OFf Birth ‘
{ddimmiyyyy)

Stat New South Wales

Renewing Your Licence

Once you have logged in to your User Account successfully you can renew your licence.

L 2
J QAC_ING Single National System

User Registration Home Page
Mebe s te i @ cemme Sy o g st

* Jecay Sk Mesewsta G
~ Contwm St Licewien (85

1. Click on the ‘Renew License’ menu item OR ‘License Renewals’ link in the homepage to fill in
your NSW License renewal application. Click on the ‘Renew’ button as shown below.

ﬂ Single National System

Licenses

N Ny T T ey Y Ty

L e el Al arang P e i LY o e

Each sub section below describes how to fill your application

a. Personal Details

This section displays your current personal details. If you wish to change any information, please click
on the ‘Edit’ button and enter the details.
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Personal Details

Name Mr Gary ssmesam

Dats of Bath =

Adarss 12 Keam 51, - T
Phona =

ot

Fax

Email QY 2 e @ F T W

i B s l

1~ Publishing Options - .
Racing NSW will use your p Below for W Py
Putrish Residarial Adsrews No Publak Home Pona No
Pubish Work Phose: No Putiksh Movde: Yo
Pubish Fas tio Publsd Emall Yes

Postal Agdress 12 Keam Sseet ESSENDON NORTHM VIC 2041
Putlish Fostal Address Yes

' B e

D6 you want 10 add or change your profile pictuns? J¥ea UNe

I you Gplcad & new Vol Dokure, & wil only D LpOted 10 yOur avodie LD review Ly REcing NSW)

Holes
Your profle picters will e dspiayed on the annual Bcence cand
Please upload your recent phodo (only m g, peg. bmp or png format)

Uprnad

Update Personal Details b 4

Full Name: Mr Gary gm0

Preferred Name: Gary

Initials: G

Sex: Male

Date of Birth: | 0

Street Address* |12 Keam St |

| Postcode* | |

Suburb* |

State Country

Email:
Phone

Mobile

Fax

Work Phone

Publishi

g Options

below for purposes:
[[] Publish Home Phone: O

[[] Publish Mobile:
[[] Publish Email:

Racing N SW will use your pr
Publish Residential Address:

Publish Work Phone:
Publish Fax:

A separate ‘Edit’ option is available for updating the Postal Address.
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‘_' Update Postal Address 4

Same as Residentiol Address || Publish
Street Address” §
Suburb* ey Postcode* g o
State = Coumtry  Ausialia
B Save o Closs

You can update your publishing preferences in the edit pop-up windows by selecting or unselecting

current preferences. These preferences are used for publishing your details in magazine, racing
materials, etc.

If you do not have anything to change, click on ‘Next’ button.

b. Riding and Employment Status

This section consists of two questions.

Riding and Employmant Status

s your curment riding status changed?

b J N
Note : Should you wish 1o amend your status via this application, such status will mot be automatically smended, ﬂnmu Licenasing personned Mll ruview i ¥

your spplicetion and advise of B outcome. Howover, should you considur that you have plmidu a Radur Safe Ument p :"::n::‘“ u y.one ol the
andioc we have the wrong status rocorded, ploase conmtact the Liconsing Department af iic e BCIngian . Com.nn or on (02) 3551 !}00

Restricted

Han your trmner changed?
Yes ®No

Corrent: Gary Jayasuriys

i. Riding status

Your current riding status will be defaulted to what is currently recorded with Racing NSW, if you wish

to amend your current riding status, click on ‘Yes’ radio button and the drop down will be enabled so
that you can select a different riding status.

Mon-Rider

Rider

Restricted

Rider Mon Trackwork

ii.  Trainer (Stablehands Only)

Your current trainer linked into your current license will be shown as the default value. If you wish to
change the trainer, click on ‘Yes’ radio button and below screen will appear.
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Has your trainer changed?

®Yes CNo

Trainer Name Jane Citizen Q Select x Clear

Current:  David Citizen

Once you click on the ‘Select’ button below screen will be popped up and you can type the trainer's
surname to search.

Licensee Search

Search

Surname: *Citizen? x Q Search

Use wild cards.
(eg. Smith* or *Thomas™ will find William Smith & Belinda Thomas etc.)

Once the list of trainer names appears, select the correct trainer and it will be saved to your
application.

Licensee Search

‘

Search

Surmame I‘Cm;en' | Q Search ‘

Use wild cards,
(eg. Smith* or “Thomas" will find William Smith & Belinda Thomas etc.)

Search Results

Location

Jane Caizen Hogsmeade

If you do not wish to change your trainer, please leave as itis. That is the ‘No’ radio button should be
selected.

c. Questionnaire

This section consists of the questions related to your license. If you select ‘Yes’ as an answer, you
must provide an explanation in the given text field. Otherwise, you will not be able to continue to the
next step.

Once these questions have been answered, please click ‘Next’ to continue

Copyright Racing Australia Limited 2018 Page | 7



Quastionnaire
Do you comandy hoid o have you praviausly been iacoed a Noenco with another Hacing, Mamess Racing o Greyhouna Authority?

Y Ny

If Yas, with which Racing Acthonty?

Qate lnwed (From) - (To)

A you cunwrly nde sty banimeticdon impesed by any Racing Haunwes Ricing of Greyhoend Autharky? ves
w 9

¥ Yos, provate atais

d. Attach Documents

This section is to attach any documents if required. For example, if you are going to change your
Riding Status, then you may need to attach a Rider Safety Assessment. Please select a document of
the given file extensions, and then click on the Attach button to attach the document.

Attach Documaents
Smp 1
Divwee
Yakd Sos nclade ¥ #H gf bmp _jpg [peg pig doc docox or pdf
Seep 2
Sebect Decermen Type

Rudes Safaty Azsensmant

Seap 3
Enter Commeants {Optonal)
Step &
Altach Fim
Aty
ocumanes ouna
e. Summary

This section summarises what you have filled in the renewal application so far. Please review
thoroughly to make sure the renewal application has been filled out correctly. If you see any incorrect
information, you may click ‘Back’ and correct your answer.

f. Acknowledgements and Declaration

This section is to acknowledge your terms and conditions. Once you read through, tick on the ‘l have
read and understood acknowledgements and declarations’ to continue.

g. Payment
This section shows you the amount to pay to renew your license application.

Here, you can make the decision to pay by yourself or to allow the trainer to make the payment on
your behalf.
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Payment
Is this resewal 10 be pald by yourse® or yoor employes? Ploaso advise below. If choosing the Pald by Emgloyer option please enswe that you have thelr permission before proceeding.

Please nots Soance foss arne exemgs fom GST

Fee Description Pay Yoursel Pay By Employer
Licorne Feo * 517000 $176 00
M otat Payatie $170.00 50.00

If you wish to your employer to pay, click on ‘Pay By Employer’ radio button and click on Submit
button. Upon submission, your application will go to ‘Pending Signoff’ status where you will have to
wait for the trainer to pay and sign off your license renewal application.

a RAC.'!‘,(:! Single National System

Licenses
I I e e T e T e T S
NSW Ssable Hand  Foeoperson 13982017 170 1476 Y ating for Employer Signoff  No acton roguired

You will also receive an email confirming that your application is waiting for sign off.

Foreperson Licence Renewal Application Awaiting Sign-Off
licensing@racingnsw.com.au

Wed 10542017 335 ™

John {itizen

Dear John Citizen

Your Foreperson licence renewal for vear 20172018 with Application Reference Number 16780 has been provided to vour nominated Trainer to confirm
his/her agreement to register vou under their licence An email has been sent to himher advising of the process to complete vour licence renewal application

Once vour nominated Trainer has signed off on your renewal it will be lodged with Racing NSW for review

Should you require more information or have any questions regarding this process, please contact RNSW Licensing T: (02) 9551 7500 or
licensing @racingnaw com au

Yours Sincerely,

‘«Zz

Racing NSW

NOTE: Please check your junk or spam email folders if you cannot see this email in your inbox.
If you wish to pay by yourself, click on ‘Pay Yourself’ radio button and click on ‘Pay and Submit’.

This will redirect you to a payment gateway, as shown below, and you will be able to enter your credit
card details to make the payment. Upon successful payment, your application status will be set to
‘Awaiting for Signoff’ and your trainer will sign off your application.

Copyright Racing Australia Limited 2018 Page | 9



Card Payment

Payment Application Details

Payer Namo Jehn Calzen

Payment Referencs ID Licenae Renewad 16731
Deacrigtion License Renowed

Payment Amount 570 00 (GST Not Appicabie)
The pay will be p d by e C ith Bank &
Peymant sarvice

Select Card Type

Accapted Typus V'SA [

Q cwea | Mi O

Select one of the credit card options, as per below, then click ‘Next’.

Wb ‘Wil Ao [t (a2 iaClind
0 I COTHTRISRERT Bank IRSTTED Do Tl SErvice weleine
0 OO Yo paryTeT]

Above alert message will appear and ‘Confirm’ to proceed.

The below payment gateway will appear. Enter your credit card details, and then click the ‘Pay’ button.

Commonwealth Sr i /

Your Oetabs wil D2 5608 12 and grocesses by T C i Baok of
AN Wikt (W S5O0 12 De faea

Murvhant e RACING NSW
- Card details

a MastorCard:  Youhave chasen MastarCard as yoor sathod ef
payment Please emaer your cand detals into tha
form bedow and chick "pay” 10 complita your
purchase

otV

The I dges after the card mumber on the sgnatuns

AUD §70.00

| by i e culel 16 1wy VANBIZans Aot in Wess of RACIW NIW

TO AVOLD BEING CHARGED INCORRECTLY
DO KOT CLOSE THE BROWSER WINDOW
OR. USE THE BACK BUTTON UNTIL
YO RETURN BACK TO MERCHANT'S WEBSITE

Tooms ant. slans

Once the payment goes through, wait without closing the browser or clicking on anything until you are
redirected back to the SNS User Registration and you will see the below message.
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SNS
Card Payment

Application ID: 16677
A payment of $70 for License Renewal has been successfully completed at 15/09/2017 11:04:04.

Continue

When you click ‘Continue’, you will see the below message stating that your license renewal
application has been successfully submitted.

m RACING Single National System

License Renewal Application

Application 1D: 16677
Stable Hand Bicense renewal application with reference number 16677 is successfully submitted.

You may track your application by clicking on the Renew Licance menu link under Applications, referencing the application 1D noted above.

Note: We will notily your employer of your renewal application. They will be required to sign off on your renewal before the application can be processed.

An email will be sent to you with the tax receipt for your payment, as well as the related license
information.

Foreperson Licence Renewal Application Awaiting Sign-Off

licensing@racingnsw.com.au
Wed 9132017 11:16 AM
Jonn Citizen

_AMesiage ﬁ:!nl receipt padf (112 K8}

Dear Jobn Citizen,

Your Foreperson icence renewal for year 20172018 with Reference Number 16665 has been provided to your nominated Trainer to confinn hisher agreement
10 register vou under their licence

Once vour nominated Trainer has signed off on your application it will be lodged with Racing NSW for review
Please find a receipt of payment enclosed.

Should vou require more information or have any questions regarding this process, please contact Racing NSW on T: (02) 9551 7300 or
licensing @racingnsw com ay

Yours Sincerelv,

Racing NSW

You may always click on ‘Renew License’ menu item to check your application status at any time.
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s RACING Single National System

Licenses
O O ] e T W B | Sy
Stalie Hand  Stablshand 072077 30062018 Veuting fnr Employet Sign off  No nctien requined

Once the trainer approves your application, the status will be changed to “To be Reviewed’, and the
Racing NSW licensing department will review your application.

g RACING Single National System

Licenses
O T B ) A T L
NSW Sabtke Hand  Stutdehand 00R07 JOIDEZ018 Ta Be Reviewsd

Upon a successful approval from the Racing NSW licensing department, your application status will
be changed to ‘Approved’

n RACING Single National System

Licenses
T O M B e M |
StatleMand Stablshand  0LO72017 0062018 16677 No a<ton requited

Once your application is approved by Racing NSW, you will receive an email confirming this.

If you have not received any emails, please check your junk or spam email folders.

Stablehand Licence Renewal Application Approved

licensing@racingnsw.com.au
Sent: Fri 9/15/2017 11:17 AM
John Citizen

Dear John Citizen,
Racing NSW is pleased to confirm that your application to renew your Stablehands licence for the 2017/18 season has been approved.
Your Reference Number is 16677. In due course, vou will receive an annual Identification Card.

We hope vou have an enjovable 2017/18 season. For queries, please contact Racing NSW emailing licensing @racingnsw.com.au or telephoning {02) 9551
7500.

Yours Sincerely,

Klzc'—"

Racing NSW
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