BSHA Members Portal User Guide
1.

If you have never been a Member of the BSHA, then please return to the
“Home” page of the website and click “BSHA Membership”, see Fig 1.
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2.

Access the Members Portal

2a.

To access the Members Portal, click on the Members Portal button on the
“Home page of the BSHA website, see Fig 2.

Fig 2

2b.

If this is your first visit to the Members’ Portal, you will need to create your
account; proceed to Section 3, “Create an Account”.

2c.

If you have created your account, proceed to Section 4 “Log in to your
account”.

3.

Create Account:

3a.

To create your account, click on “Create an Account”, see Fig 3.
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3b.

Enter your Email Address followed by your BSHA Membership, in the data fields
provided.

3c.

Create and enter a 4-digit Character Code in the next data field, i.e. 2468;
make sure that you can remember this easily, see Fig 4.
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3d.

Tick “I’m not a robot”.

3e.

Follow the instruction at the top by clicking on the relevant pictures, see Fig 5.
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3f.

If you do not get the pictures to verify, move to point 3g.

3g.

Click “Verify”.

3h.

You will now see a message saying “ Thank you – you are now able to log in
to the members’ area, see Fig 6.
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3i.

You can now “Log in” to your account.

4.

Log in to your account

4a.

Click on the Log in button, see Fig 7.
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4b.

Enter your Email Address followed by your BSHA Membership and 4 digit
Character Code, in the data fields provided.

4c.

Tick “I’m not a robot”.

4d.

Follow the instruction at the top by clicking on the relevant pictures.

4e.

Click “Verify”.

4f.

Click “Log in”, see Fig 8.
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5.

Membership Renewal:

5a.

If you have previously been a Member of the BSHA and your Membership has
expired, you will see the “Renewals” screen.

5b.

Click on “Click to renew your membership” to renew your Membership for the
current year, see Fig 9.
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5c.

At “Stage 1”, click on the drop-down menu to select the type of Membership
you require (Step 1).
Once selected, click on “Go to Stage 2 >” (Step 2) to continue, see Fig 10.
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5d.

At “Stage 2”, your details will be self-populated in the relevant data fields.

If any of these have changed i.e. telephone number, you can amend them by
clicking in the relevant data field.
You can also add other Family Members and Company Membership at this
stage, before clicking “√ Save and to Basket”, see Fig 11.
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If you make an error, you can reset the form by clicking on the “Reset Form”
button and start again.
5e.

You are now at “My Basket” where you can see your purchases.
 If you have finished, click “Finish and Pay”, wait for the screen to refresh
and follow the on-screen instructions (Option 1).
 If you wish to add/renew Horse Registrations, click “Continue to add
horse registrations” (Option 2).
 If there is an error in your basket, you can delete it by clicking on the
dustbin icon (Option 3)
, see Fig 12.
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5f.

Add Horse Registrations (Option 2)
You are now at the “Renewals” screen; here you can renew previously
registered horses, by clicking the relevant “Renew” button (Option A)
Or you can add a new horse by clicking the “+ Add New Horse” button
(Option B), see Fig 13.
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5g.

Option A – Renew Previously Registered Horse:
You are now at the “Renew” screen:
 From the dropdown menu under “Registration Type” select the type of
registration you require i.e. HOYS & RIHS, RIHS Only, Non-Qualifying etc.
 From the dropdown menu under “Category” select the type of category
you require (if applicable) i.e. Small Hack, Maxi Cob etc.
 You can now select “Fast Track”, “Record Search”, should you wish by
ticking the relevant box.
 Work your way through the form, completing any relevant data fields,
not already populated and upload a copy of the passport if applicable.
 When complete, click the gold button “ Register Horse”, see Fig 14.
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5h.

You are now back at “My Basket” where you can see your purchases; see
Point 1f. above and repeat if necessary or Finish and Pay.

5i.

Option B – Add New Horse:
You are now at the “Horses New” screen:
 Select the Registration Type from the dropdown menu.
 Select the Category Type from the dropdown menu (if applicable).
 You can now select “Fast Track”, “Record Search”, should you wish by
ticking the relevant box.
 Work your way through the form, completing any relevant data fields,
not already populated and upload a copy of the passport if applicable.
 When complete, click the gold button “ Register Horse”, see Fig 15.
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5j.

You are now back at “My Basket” where you can see your purchases; repeat if
necessary or Finish and Pay.

5k.

Finish and Pay
If you have finished, click “Finish and Pay”, wait for the screen to refresh and
follow the on-screen instructions, see Fig 16.
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