
Navigating the RugbyFirst System 
 

Once you have successfully logged into the system, you will be directed to the 

RugbyFirst Homepage as outlined below. This homepage has a number of functions 

which are useful to the user, these include; 

 

• Contact details for RugbyFirst Support 

• User Guides 

• Forum – For feedback on the system 

• Updates & Changes to the system 

• Bulk Upload 

• E-Learning 

 

 

 
 

 

 



To access your clubs website, go to My Organisations. A list will appear outlining the 

Club(s)/CB(s) that the individual has memberships/roles at. Select the Club/CB you 

wish to visit.  

 

 
 

Alternatively if no CB/Club is listed go to Search for a Club or Club Search and insert 

the name of the CB/Club and perform a search. 

 

Once you have selected the organisation you wish to view, you will be navigated to 

the CB/Clubs homepage.  

 

The Homepage has a number of pages listed on the left hand menu bar. A number 

of these pages would have been built by the CB/Club to enable them to have 

various pages for teams, news, events. But there are some pages that are generic to 

every CB/Club.  

 

All club members who are logged into RugbyFirst can view the menu on the left hand side. 

This will look different depending on how your club website is set up, and on your role(s) within the club. 

 

 

 

 

 

 

 

 

 

 

 

These are the pages that are viewed publicly on the club website. 

These Club Details pages are standard pages that will always appear 

and cannot be altered. (The Club News page is accessible to the 

public, but has been created and can 

be edited by the club). 

 

A logged-in club member will also be able to view additional 

pages in the top menu. 

This is the RugbyFirst functional menu. This allows you to 

access further menus that contain relevant tools and is based upon your 

role(s) in the system. 



E.g. A club member with a Player role (below) will be able to view significantly less 

Functionality in the RugbyFirst functional menu than a Webmaster (Below), who can 

view all functionality: 
 

 

 Player Role 
 

 

 

Webmaster Role 

 

To view which functions are available to which roles please see the User Rights Guide 

on the Accessing the System User Guide Page.  

 

Once you are viewing your clubs website. You can perform a number of functions; 

 

1. View My Details 

2. Become a Member 

3. View Club Details 

4. Search for a Club 

 

1. My Details 

 

My details, displays specific information relating to your account on RugbyFirst. To 

view my details select My Details. 

 

 
 

This will create a page where information about your account on RugbyFirst will be 

listed. All of which can be viewed via the drop down menus.  

 



 
 

To open one of the drop down boxes, select the blue arrow (outlined above). 

 

My details contains personal information relating to you. Your name, address, contact 

details, email and most importantly Data Protection information where you can state 

how the CB/Club and RFU can contact you.  

 

 



 
 

At any point you can update these details. Please ensure you select to update my 

details once complete. 

 

My password, allows you to view and amend you log in details for RugbyFirst. 

 

My Photo allows you to upload a photo that will be inserted into your account. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



My email signature allows you to insert a signature that you can that use on emails 

sent from RugbyFirst. Input your contact details and once completed select Update 

my Signature 

 

 
 

 

My Security Settings allows you to stipulate who can and cannot see your data on 

RugbyFirst.  

 

You have the options of; 

 

• General Public 

• Club Members 

• Club Officers 

• Club Administrators 

 

Once update, select Save My Security Settings 

 

NOTE: This automatically defaults to Club Officers upon entering an individuals details. 

 

 



My Memberships list all the membership you have or have held previously at various 

CB/Clubs. 

 

 
 

My Roles lists all the roles you have and the CB/Clubs the role is at. 

 

 
 

My Subscriptions will list the types of Subscriptions you have applied to or wish to 

apply to. To apply for any of the listed subscriptions, tick the relevant boxes and 

select Save Subscription Settings 

 

 
 

Finally my awards will list any Awards of Qualifications you have attained. They are 

read only and cannot be amended. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Become a Member 

 

Become a member is a function only available to those that have a valid log in. The 

function is there to avoid duplicate accounts if you move clubs. Should you be a 

registered Player, this will be performed by the club, but otherwise the emphasis is on 

the individual to Search for their new Club and to opt from the Clubs RugbyFirst 

Homepage to Become a Member. This will enter the individual into the Pending 

Memberships and will avoid the CB/Club creating a new account for the individual, 

meaning a duplicate and two records in the system. 

 

To become a member, ensure you are on the CB/Clubs homepage that you wish to 

become a member of. Select Become a Member 

 

Enter as much information relating to yourself as possible and Submit Application. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Club Details 

 

The club details page is a snap shot of your club. It outlines the most salient 

information relevant to the main contacts (Golden Roles) Clubs address, sections & 

teams.  

 

This information is important as it is a page that is available to everyone. Therefore if 

you use RugyFirst as your sole website, this information is important for new members 

that might be considering moving clubs or those that are simply looking for a Rugby 

Club to play for.  

 

To access the Club Details, select ‘Club Details’ 

 

 
  

 

This will open the page which outlines club specific information.  

 

 
 

If the club information is incorrect this can be updated by adding a missing role to 

current member or updating your Club Profile.  

Information displayed in the club profile is extracted from the Roles and Club Profile 

pages. 

 

 

 



4. Search for a Club 

 

Search for a club, allows you to search for other Clubs, Constituent Bodies, Referee 

Societies and others. You can also carry out a postcode search, to look for Clubs in 

your area and individuals.  

 

 
 

Once the page has loaded, input (in the correct field) which club, your postcode or 

individual you are searching and select ‘Go’ 

 

 
RugbyFirst will perform a search and return the findings.  

 

If the club (in this instance) is listed select ‘Go’ and you will be re-directed to the 

clubs RugbyFirst homepage. 

 

 
 


