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Racing NSW Stablehands/Forepersons Online License Renewals  

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’. Those 

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://userreg.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”. 

 

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

 

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

 

 
 

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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Renewing Your Licence  

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

 

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. 

 

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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A separate ‘Edit’ option is available for updating the Postal Address.  
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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. 

 

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.  

 

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

surname to search.  

 

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

application.  

 

If you do not wish to change your trainer, please leave as it is. 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 
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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. 

 

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 ‘I 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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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. 

 

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

 

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 | 10 

 

 

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

 

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. 

 

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. 



Copyright Racing Australia Limited 2018                                                                                                    Page | 11 

 

 

When you click ‘Continue’, you will see the below message stating that your license renewal 

application has been successfully submitted. 

 

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

information. 

 

 

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

 

Upon a successful approval from the Racing NSW licensing department, your application status will 

be changed to ‘Approved’ 

 

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. 

 

 


