Editing a Member & Adding Roles.

As a CB or Club it is important that you keep you member data up to date. The
information stored on RugbyFirst is both important to the CB/Club and the RFU.

In order to update members details you need to have the correct access rights. The
functionality available to you will be dependant on the role assigned to you in the
system. To find out which role can access what data and functiondlity, please see the
User Rights spreadsheet in the User Guide section of the RugbyFirst Homepage.

To update/amend member details select Membership and Member List
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The member list contains all the individuals within your chosen CB/Club that have a
role or membership.

Membership List

Click here to search for members
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To edit specific member’s details, select the green pencil to the right of the member.
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Please be aware. This function will only be available to specific individuals with the
correct user rights within the chosen CB/Club.

Select the green pencil and a new page will be displayed
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Perzonal Notes

Via these pages you can view, update and change a host of information about the
individual. The tabs at the top of the page illustrate the information you can view and
amend.

Ensure once you have updated specific details about an individual, you Save these
changes prior o moving onto a new page. Changes will not be saved automatically
and lost if you select a new tab or exit with saving.



Updating Roles

To update a role for an individual, select Membership from the tab menu.
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Select Role Name from the Role Position section of the page and select the Role. For

the purposes of this exercise we are adding the role of Hon Secretary.

Select Officer, the category drop down will now become active.
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Select the Category drop down menu and Hon Secretary. Here you can define the
type of role the member will hold at the club.

To get a comprehensive list of which Categories fall under what Roles e.g. Role -
Officer, Category — Hon Secretary, please see the Membership Types PDF in the User
Guide page of the RugbyFirst homepage.
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On occasions, once the Category has been selected, the Sub Category will become
active. This will only need to be populated as and when the option becomes active.



Once you have made your selection, Select Add.
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The role will now be added to the member’s roles and can be viewed in both the
membership list and the Role positions from the edit member screens.
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