
Creating a new member on RugbyFirst 
 

To create a new member on RugbyFirst, 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 

 

 
 

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 RugbyFirst 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.   

 



 
 

 

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.  

 

 
 

 

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 

 



 
 

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.   

 

 
 

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 to 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 



  
 

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 

 

 
 

Enter the contact details and select Next 

 



 
 

 

 

The membership tab allows you to enter details regarding the individual’s 

membership to the club and any roles they have.  

 

 
 

 

 



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 a role 

 

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

 

 
 

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

Select the Category for the individual. 

 



 
 

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 

  

  



 

 

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.   

 

 
 

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 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

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. 

 
 

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.  

 



 
 

RugbyFirst will show if the email was sent successfully.  

 

 
 

 


