
How to email & bulk email through Rugby First. 
 

Within the Rugby First system there is the functionality to email select members, roles 

or groups.  

 

For constituent bodies they have the facility to email groups across all the clubs that 

fall into your CB.  

 

You can do this in one of two ways.  

 

1. From the menu bar on the left of the screen, select Membership and Membership 

list 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

A new window will open, listing all current members of the club.  

 

 



 
From the membership page you can select the individuals you wish to email by 

ticking the boxes next to their account and select email selected members. From 

here a new page will open where you can begin to input the wording for your email. 

(Illustrated later on in the guide) 

 

2. Alternatively you can choose to bulk email specific groups or individuals.  

 

Select Membership from the menu bar on the left of the screen and Email Members. 

 



   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A new window will open displaying a search facility that allows you to search for 

specific members, roles or awards across all clubs that sit within your CB. You can 

search for specific membership types, roles, awards and clubs. You can also search 

across all four tabs. E.g. all Hon Secretaires at clubs.  

 

 

For the purposes of this exercise we want to email all Hon Secretaries at the various 

clubs within the CB.  

 



 
 

Select Roles from the tab menu at the top of the search page. A new search will 

open.  

 

 
 

From this page you can now begin to build up your search.  

 

 

 

 

 

 

 

 

 

 

 



Select the first box “Role” and a drop down box displaying all the roles within the club 

will appear.  

 

 
 

 

As we are looking for all Hon Secretaries, select “Officer” from the drop down box. 

Once selected the “Category” menu next to it will become active.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select the category menu and a drop down box will illustrate all the various officer 

roles available.. For the purposes of this exercise select “Hon Secretary”.  

 

 
  

Once again, when you have selected the category you wish to search for the next 

menu in line will become active the “Sub Category” 

 

 
 

Due to our previous selection, the options are limited in the sub category, therefore 

select Any Role Sub Category will be selected. 

 

The first filters for our search have now been completed.  



 

We now need to build the second part of our search, finding the clubs   

 

Select the “Constituents” tab 

 

All clubs that fall within that given CB will be listed. As we are looking for a contact at 

all clubs. Select, Select All. This will add a tick against all the clubs.  

 

You could narrow the search by inidividually selecting the clubs you wanted to 

search.   

 

  
 

Once the Select All icon has been selected you, select Search. 

 

The search is now complete.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Rather than bringing up a list of the individuals you have specified to search for. An 

email page will appear, the individuals you wish to email have been found and their 

email addresses have been extracted for their member pages and an email has 

been created.  

 

 
 

 

You can now start inputting the text and the subject heading you wish to send to the 

recipients. You can choose to view the recipients that will be receiving the email by 

selecting the “view email recipients” (see below) you can also view those that don’t 

have an email address and will not receive the email when it is sent. (as highlighted 

above)  

 



 
 

A new window will appear allowing you to view the individuals that you will be 

sending the email to. 

 

When writing the email you have a number of options available to you. You can 

choose to input pictures, input tables etc. If you hover the mouse cursor over the 

icons a description of the function available to you will appear.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



One of the most useful functions is insert data field option.  

 

If you select this icon above, a pop up screen will appear asking you to stipulate 

what information you would like to merge into the email. E.g if you select the first 

name field. This will tell the system to import all the first names of the individuals you 

are sending the email to. The recipient will only see their name, not everybody else 

that has received the email.    

 

 
 

Select First Name and select ok.  

 



 
 

First name will appear in the email. This will now import everybody’s name that is 

receiving the email, meaning you don’t have to populate every single email or 

alternatively input Dear All. The email is personalised with each recipients name.  

 

You can now begin to input the text of the email. You may wish to choose other data 

fields to merge. For example if you wish to let individuals know when their membership 

is due to renewal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



As you can see below, an email has been composed. The email will also be 

extracting individuals membership renewal dates from the data field options. The 

system will extract the membership renewal date from their individual account and 

input the date that their membership is up for renewal into the email. 

 

  
 

You can also choose to attach certain documents to the email. You may wish to 

include a flyer for an event, a certificate. If you wish to attach a document select 

browse.  

 

 



A new window will open asking you to search for the document you wish to attach. 

Select the file you wish to “look in” select the file you wish to attach and select open 

 

 
 

You will be able to see that the file is now embedded into the email and will be sent 

as an attachment within the email. 

 

Once you are happy with the content of the email select Send Emails.  

 

A window will open informing you that your emails have been sent successfully.  

 

   
 

 

 



 

 

 

The view from the recipients email account that receives the email is outlined below 

 

This example is in Outlook 

 

 
 

 

As you can see, regardless of the fact that the email was sent to multiple individuals, 

only the recipients email is visible, the other recipients email addresses or names 

cannot be seen. The name of individual has been merged from the account through 

the data field option, as has the date of their membership renewal.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

You can also view and check that the emails have been sent successfully via the 

email history page on the membership tab of the menu bar.  

 

 
 

The email history page will display all the emails that you have sent via Rugby First.  

 

 
 

 

 

 

 

 

 



 

 

Select view and the email that you recently sent will become visible at the bottom of 

the page, together with all the recipients listed and when the email was sent.  

 

 

 


