How to email & bulk email through Rugby First.

Within the Rugby First system there is the functionality fo 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
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A new window will open, listing all current members of the club.
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From the membership page you can select the individuals you wish to email by
tficking 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.
(lustrated 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.
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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.
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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.
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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”.
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Once again, when you have selected the category you wish to search for the next
menu in line will become active the “Sub Category”

Email Members - Select Recipients

Role Search

Find people with
role ...

[ and also find ...
[and also find ...
[ and also find ...

[ and also find ...

* Roles Constituents
Role Category Sub-Category iErEiE
1
| Officer Vl |Any Fole Category V| Any Role Sub-Categery ¥ Cascade
Any Role Sub-Category
*Any Role vl | L | | i | Cazcads
*Any Rale Vl | V| | "| Cascade
“Any Rale Vl | V| | "| Cascade
|“Any Role v | | | v | [cascass

Clear All Search Detailz

Clear Rolez Search Detailz

Due fo 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.
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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.
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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)
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A new window will appear allowing you to view the individuals that you will be
sending the email fo.

When writing the email you have a number of options available to you. You can
choose to input pictures, input tables efc. 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 emaiil.
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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 fo 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.
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Kind regards

lax Burton

This i= a gentle reminder that your membership is up for renewal on IMembership_Renewal_Date!]

l'would be mast grateful if you could let me know if you wish to renew your memhbership
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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.
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A new window will open asking you fto 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
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From MaxBurton@rfu.com ¥ | [[include Signaturs

Sending to: View Email Recipients [ 4 member(s). ] View Recipientz with ne Email Addrezs [ 4 member(z). |

co: ‘

Subject ‘ |

Measage Body

Dear [IFirst_Namel]
This is a gentle reminder that your membership is up for renewal on IMembership_Renewal_Date!]
l'would be mast grateful if you could let me know if you wish to renew your memhbership

Kind regards

Wax Burton
| | Atiach Fie : D-'Vly Documentsiy PicturesicommunityRughyOver bmp || Browse | |
Attach File: \ | Browse - ]
Atiach Fie I ” Browse... ]

Send Emails

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.
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Your email has been sent to the selected recipients




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

This example is in Outlook

| Subject |Received

Membership Renewal
MaxBurton@rfu com

"
ALt T tommunityRugby Cver.bmp (6 KE)

Degr Max

This is a gentle reminder that vour membership is up for renewal of 17072009

I would be most grateful f vou could let me know if vou wish to renew vour membership.

Kind regards
Max Burton

Dreams can come true | JSC members get the chance to be an England mascot at Twickenham | Join your child now www ifu comdfsc

This e-mail (including any attachments) is intended only for the recipient(s) named atove. It may contain confidential or privileged information and should not be read, copied or otherwise used or disseminated by any unauthorised per
you are ot the named recipient, please contact the sender and delete the e-mail from your system. Staisments and cpinions in this e-mall or any attachment are not necessariy agresd or authorised by the Rugby Football Union. Pleas
that the Rugby Football Union may monitor and/or archive s-mails snt or recelved for operational, risk management and business reasons. Rugby Football Union. Registered in England No. 27381R. Registersd Addresa: Rugby House,
Road, Twickenham TW1 105, Twickenham Experience Limted. Registered in England No. 2575080, Registered Addrsss: Rugby House, Rugby Road, Twickenham TVl 105

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

From Sent
s Auachmengs)?  ClubSemFrom

Mr Max Burton Memberzhip Renswal 270842009 15:24:10 Trug Invinciblez RFC

:

Sent 27/08/2008 15:24:10
From Ir Max Burten[MaxBurteng@riu.com]

To Mr Max Burten[MaxBurtonf@riu.com]

Subject IMemberzhip Renewal

Meszage Dear [First_Mame]

Body
Thiz iz a gentle reminder that your membership iz up for renewal on [Membership_Renewal_Date]
| would be most grateful if yvou could let me know if you wigh to renew your membership.

Kind regards

WMax Burten




