Creating a new member on RugbyfFirst

To create a new member on RugbyfFirst, firstly check that the member is not in your
pending membership list and been added externally.

The pending members list will display members that have been added to the system
externally. These members will not be listed in your current members list until you have
processed them.

To check the pending members list Select Membership & Pending Members
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The pending member list is members that have been entered onto the system
externally. The members would have come from being entered through the player
registration portal, have been CRB checked, have asked to become a member via
the Become a Member option on RugbyfFirst or alternatively have recently been
entered due to attending a coaching course.

To process members, select the individuals you wish to process. Allocate the type of
membership you wish to allocate them and select Process Pending Applications. The
individuals can now been seen and accessed via the membership list and will count
towards the clubs statistics.
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Paul Chorley 03/0%/2008 Regizstered Youth Player

Paul Cherley ZEI082009 Regiztered outh Player |:|

Select Membership Type & Status for Selected Individuals
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[ Process Pending Applications ]

Once you are sure that the member you are adding is not listed in pending members.
Ensure you are logged into RugbyFirst and select Membership & Membership List from
the navigation bar.
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You will be navigated to the membership list where all your current members will be
listed. From here scroll to the bottom of the page & select Create New Member
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I Create New Member ] Ermail Selectad Users ][ Export Selected Users ][ Create Report ]

A new screen will open.

From this screen you are prompted to search for the individual you are creating. Input
the individuals name and select search. You are required to search for the individual
in the first instance to check that there is not already an account and you will be
creating a duplicate.

Create Member

Enter New Member Information

Firzt Name |14ax Lazt Name —5511 DOB  |4d/mm iy Search

Cancel

The search will return all accounts/members listed on your club that have the same
name as the one you are going to enter. It is your responsibility fo check that the
accounts do not match. You can do this by selecting the green pencil. This will
enable you to check the individuals account and decide whether the details match
those that you are going to input. If you are confidant the accounts listed do not
match the account you want to create, select Add New



Enter New Member Information
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Once you have selected add new. A new screen will open allowing you to input a
variety of information about the individual you are adding to your club. Input the
details about the individual, you must ensure that either a DOB or the Over 18 box is
ticked before you can proceed. You will work your way through the various tabs listed
at the top of the screen. Once you have completed the Personal Details tab select
Next to move to the next screen

Add New Member

[ Personal Details Jf 10 [ 10 i 1
Personal Profile
Title - Company
First Hame Max Qccupation

Widdle Name

Last Mame Test 5

Label

Gender w Photo
Date Of Birth |:|0-.-5r13?

Dizability b

Ethnic Origin -

A gimple image bazed on the first
and last name will be created by
default if no other photo iz
zelected.

[ Change Photo ]

Enter the contact details and select Next

Perzonal Motez




Add New Member

Address
Number/Building
Address 1
Address 2
Address 3

Town

Fersonal Details {:mta(:t Details r
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County |

Postcode

Country |

Address Lookup

Telephone

STD
Hoeme

Mobile
Work

Fax

Preferred
Email/Web

Heme Email
Waork Email

Preferred Email O Home

Cancel

O Work

Local Mumber

® No EMail

The membership tab allows you to enter details regarding the individual’s
membership to the club and any roles they have.

Add New Member

Role Positions

Rols Name

Category

Memberzhip Statement (Thiz will appear next to your name in the memberzhip list. 255 character max.)

Sub-Category

Persaonal Details] [’ Contact Details \| embership \| ( \| [’
Membership
Membership Typs |tsmpU1¢ vl Membership Mo
Enguiry Date 09/0%/2008 Renewal Date 05092010
Juin Date 09/09/2008 Status Full w
Default Club | vl

<= Pray

Cancel



Entering a membership

To enter a membership, select the membership type from the drop down menu. (The
memberships listed will mirror those you have created) Enter the various dates and
the status of membership

Adding arole

To add arole, select the Role Name from the drop down box.

Eola Positions

Role Name

Advisor Development Officer
CB Super User
Club Contact
Club Liasan
Club Referee Developer
Coach

Committee

Competition Roles

Director of Rughy

Higher Education

Officer

Player

Referee

Referee Appointments
Referee Re-Appointments
Regional Rughy Developrment
Rugly Development Officer
RWC Recruitment Team
Schoal

Section Officers

Team Officers

Training Officer

vRughy

YWebmaster

ategory

Sub-Category

MNotes

Cancel

RUGBY

EE e Internet

Once a Role Name has been selected the Category menu will become active.

Select the Category for the individual.



Discipline Secretary
Add New Member Fixtures Secretary
Grading
- —1Health and Safety Officer
Persanal Details Cantact Detail
1( Hon Asst Secretary 1L 1L
. Hon Secretary

Membershlp Hon Team Secretary

Membership Type | Famiy Hon Treasurer ip No

Enquiry Date 09/05/2009 Ifeague Secretary Jats  ggineizot0
Manager

Join Date 0%/0%/2008 Marketing Full v

Default Club I:l'u’lemhersh_ip Secretary
Past President

Membership Statement (Thiz will appei President izt. 255 character max.}
Press

. PRL

Role Positions fgisua

Role Name Social Secretary Sub-Category

|Oﬁ'|cer v| Training

Once the Category has been selected if necessary the Sub Category will become
active.

Once you are happy with the role you are adding to the new account select Add

*PLEASE REMEMBER THE ROLE YOU ASSIGN TO AN INDIVIDUAL WILL DETERMINE THE
FUNCTIONALITY AVAILABLE TO THEM ON THE SYSTEM

Add New Member

Personal Details | [ Contact Details | [0 ia e i | 10 M

Membership

Membership Type |t5mpu1¢ v| Membership o

Enquiry Date 17/09/2009 Renewal Date 1740902010

Join Date 17/08/2009 Status Full v
Default Club | v|

Memberzhip Statement (Thiz will appear next to your name in the memberzhip lizt. 255 character max. )

Role Positions

Role Hame Categony Sub-Category
| Officer V| |Training




The role has now been added to the individuals account. Additional roles can be
added or deleted via the edit member option in the member list.

Add New Member

Personal Details | | Contact Details | [l S | 0 0

Membership

Membership Type |t&mpU1: v| Membership No

Enquiry Date 17/09/2009 Renewal Date 17/09/2010

Join Date 17/09/2009 Status Full P
Default Club | v|

Membership Statement (Thiz will appear next to your name in the membership list. 255 character max.}

Role Positions

Role Hame Category Sub-Category
| v

Officer Training

Once completed, select Next




As you can see a username and password for RugbyFirst has already been created
by the system. You can choose to change this username and password, or
alternatively the new member can choose to do this at a later date.

You can also select to email the individual their username and password. (This will
only be possible if you have entered an email address for them in their contact
details)

If you wish to send a confirmation email, tick the Send Confirmation Email

Add New Member

Personal Details | | Comtact Details |[ Membership ) [ ini

Login

Login/Uzer Name |WMaxZkS¥a .
Mo username existed, a new username has been created.

Pazzword [TTTITTARTS

MNo password existed, a new password has been created.
[ =end confirmation Email

Data Privacy

Thiz getting alze =ets the accezs level to your membership statement and

Name | Club Officers vl roles.
Email Address [ Club Officers |
Address | Club Officers vl
Web Addrezs | Club Qfficers w |
Perzonal Details | Club Officers vl
Home Phone | Club Officers vl
Work Phane | Club Officers vl
Mobile Phone | Club Officers vl
Fax | Club Qfficers vl

[ Save l ’ Cancel




You can also select who can view certain personal details relating to the individuals.

You can choose the General Public, Club Members, Club Officers or Club
Administrators.

Add New Member

Fersonal Details\lf Caontact Details ][’ llemhbership W m [’ ] f

Login

LoginfUser Name |MaxZka#a .
Mo usermame existed. a new usemame has been created.

Paz=word sERNBRBERS .
Mo password existed. a new password has been created.

Send Confirmation Email

Data Prwacy Thiz zetting alzo =etz the access level to vour membership statement and
Name Clib O fficer sl roles.

General Public

Email Address
Club Members

Address
Club Adminiztrators

Web Address | Cluk Officers W |
Perzonal Detailz i CIoCOTiCETS b i
Home Phane | Club Officers v|
Work Phone | Club Officers w |
Mobie Phone | club Officers v |
Fax | Club Officers w |

I Save ] [ Cancel

Once you have completed this screen, select Save.

The individual has now been created and can be viewed via your membership list.

Also upon selecting Save and if you have chosen to email the individual their new
username and password, an email screen will appear.

The email includes their username and password.

Select Send and the email will be sent to the individual.



E-Mail Members - Create Message

From | MaxBurton@rfu com V| [ inciude signature

Sending to: maxburton (@i con

ce: | |
Subject |Your Rughby First Login has been changed. |
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h’our Rughby Firstlogin has heen changed.
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Attach File : | [ Browse... ]
Adtach File : | |[ Browse.. ]
Attach Fik : | [ Browse... ]

Send Emails

RugbyFirst will show if the email was sent successfully.

E-Mail Members - Message Sent

Your email has been sent to the selected recipients.



