Rugby First – Merge Individuals

The instructions below detail how to use the Merge Individuals function within Rugby First.  This functionality is available to Honorary Secretaries, Membership Secretaries and Webmasters at Clubs, CBs and Referee Societies.
CB Users
 
CB users can merge individuals within the CB and between clubs within their CB
 
Log into RugbyFirst using your normal login details 

1. Navigate to your CB using ‘My Organisations’ or ‘Clubs Near Me’ 
2. Go to Membership > Merge Individuals 

3. When the window opens you will see it is split into two panes. On the left hand side find your first individual by first selecting the CB in the parent organisation. [image: image1.png]Fle Edt View Favortes Took Help
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4. Then select the club or CB they belong to in the Organisation drop-down 

5. Select either ALL or the first letter of their surname in the 'Surname Starts With' drop down NB: Search button must be clicked when selecting ALL to populate the list 

6. Select the individual and their details will load in the bottom half of the left-hand pane. [image: image2.png]2 Home - Microsoft Internet Explorer
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7. Follow the same process in the right-hand side of the screen to find the second record you wish to merge. The second record does not necessarily need to be in the same organisation as the first record. 

8. When you have both records loaded select the radio button along side each relevant field you want to keep. i.e.  you can keep the name on the left-hand side but use the address from the right- hand side.
9. Once you are happy with the selection click 'Merge This Individual'. There will now only be one individual entry for the two people with a combination of roles previously linked to the two records. If either of the two records used was CRB checked the new individual will be linked to the CRB record. [image: image3.png]2 Home - Microsoft Internet Explorer
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Club Users
 
1. Log into RugbyFirst using your normal login details 

2. Navigate to your Club using ‘My Organisations’ or ‘Clubs Near Me’ 
3. Go to Membership > Merge Individuals 

4. When the window opens you will see it is split into two panes. On the left hand side find your first individual. The CB and club will automatically be selected. [image: image4.png]2 Home - Microsoft Internet Explorer
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5. Select either ALL or the first letter of their surname in the 'Surname Starts With' drop down NB: The ‘Search’ button must be clicked when selecting ALL to populate the list 

6. Select the individual and their details will load in the bottom half of the left-hand pane. 
7. Follow the same process on the right-hand side of the screen to find the second record you wish to merge. [image: image5.png]2 Home - Microsoft Internet Explorer
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8. When you have both records loaded select the radio button along side each relevant field you want to keep. i.e.  you can keep the name on the left-hand side but use the address from the right- hand side. 

9. Once you are happy with the selection click 'Merge This Individual'. There will now only be one individual entry for the two people with a combination of roles previously linked to the two records. If either of the two records used was CRB checked the new individual will be linked to the CRB record. 

If you have any questions or regarding this, please contact the Rugby First Support Desk. 

0870 999 2003 rugbyfirstsupport@therfu.com
Mon, Wed, Fri & Sat 11.00am to 3.00pm & 4.00pm to 7.30pm 

