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1. People — Home — The Dashboard

q == M Module
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Club Profile People Finance Player Competiion  Officials vi0
Registration  Management

O =)

-

Capital Order= Bayments

Projects

v

Functions allow the user to return to the tile page and
expand and minimise icons on the page.

TIPS
The role you are assigned on the system determines what
you can and cant do. Roles provides you with certain
privileges. Without having a role assigned to you, access
will be limited

Selecting Module will display
any other modules that the
user has access to. i.e. If the
individual also has the role of
Registrar at the club, then
Player Registration will be one
of the Modules available.

‘
Colchester RFC

£ = a %

Events Education Search Administrati_.

v

The current club being viewed will be
displayed, however you can navigate to
different clubs via a type and search.
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1. People — Home — The Dashboard

The top of the dashboard is allocated to salient club details, including:

* Club Name

* Club Level

» Address

+ Contact Details

» DBS Expiries in the last 3 months — This is hyperlinked, selecting this option will load the individuals this applies to

* New individuals added in the last month - Individuals currently with no membership type. This will include Players, Parents, Individuals
on courses that didn’t have an affiliation to the club

» Lapsed Members in the last 2 months - Links through to membership types that have expired in the past month. From here a new
membership can be assigned

The club data is generated by the information that has at some point been loaded by the club administrator. The data comes from an area of
the system called “Edit Details” once input, this is then displayed on the landing page.

If any of the information is found to be incorrect, select Club Profile and Edit Club from the menu and this will redirect the user to the pages
where the information displayed can be edited.

Profile

Colchester RFC Address Status
samue University Playing Flelds

H
London 1 North (level 6) university of Bristol DBS Expirles 68
R Coombe Lane -
s Stoke Blshop manths

hittpo/www. bbc oo uks Colchester
c| B5G 28] Mew 0
Webslte Eal Individuals
S732620@Mrst-sports.com FHEEs A
Lapsed 7
Members

nthe last manh
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Dashboard - Pie Charts

The dashboard will outline key club statistics that previously would only be accessible via running reports or alternatively carrying out an
advanced search for the data. However, via the dashboard and in the form of pie charts and stats the club is now able to view a breakdown of
key club data . These charts and stats include:

Registered Players Memberships Missing Data
Adult Youth Full 865 Email 2044
Male 74 Under 6 38 Enquiry 192 Date Of Birth 967
Female [1] Under 7 55 SRS Z85
Under & 40
Registered Players
Under 9 50
Under 10 76 . TIPS .
Under 11 - The data displayed in the pie charts and stats is
T s only added once an individuals has been edited
e o o or created and assigned the relevant details. i.e.
I s only players registered by the registrar at the
e a2 club on the RFU’s player registration system will
B Adult (Female) (0) 1
Adult Female) IR a3 appear on the pie chart.
I Youth (Female) (55
I vouth (Male) (817) Under 17 &8
Youth (Unknown) (0) Under 18 46

The pie charts and stats are all hyperlinked. By selecting either the text or a piece of the pie chart, this
will drill down and load the specific data requested. i.e. Under 6 Youths, a grid will display all those
relevant to the Under 6 group.
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2. Navigation & The Grids

Selecting People will load the dashboard. The administrator can then select from those “People” which groups they would like to
display.

There are pre-defined groups already available to the administrator. Selecting any of these will return a group of individuals pre-
defined by their status at the club, for example, the pre-defined groups are as follows:

Members — Anyone at the clubs with an Active Membership Fecpis Beseosre
Non Members — Those with an affiliation n to the club, but no current membership Everyone
Pending Members — Individuals assigned a membership but have not yet paid.
Lapsed Members — Those whose membership types have expired

Registered Players — Those individual that have been registered to play at the club
Non Registered Players — Players not eligible to play 15t XV rugby but have been entered onto the system and given Pending Members
the role of “Non Registered Player”
Everyone — All of the above

Membership List

Lapsed Members

Non Members

Registered Players

It is likely that individuals will appear in multiple groups. As an example it is highly likely that an individual will
be a player and have a membership type. This would mean that they would appear in the Members, Registered
Players and Everyone grids.

Mon Registered Players

Each grid will have a slightly different information displayed. e.g. Members displays membership information, the non members grid
doesn’t display this as they are not members.

In terms of functionality, what an administrator can do in each grid is fairly consistent . The various groups have been created to make
it simpler to find individuals at the club. However what you can do in each grid, Export, Email, Create Groups etc, remains fairly similar
from one grid to the next. Suitable differences such as the removal of Merge from the Registered Players grid,as two players cannot be
merged is a prime example of where some functions have had to removed from the above groups. In the main, they are the same
throughout.
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3. People — Members

The members grid contains all individuals that have been assigned a Membership Type at the club and it is Active.

Each member has a line in the grid dedicated to them. The individuals line displays all the pertinent data relating to that member at the
club. The data is all accessible by scrolling along the page to view the data.

RugbyFirst Training RFC Ficered) [ eort |

| Max ABC 03/01/1973 1454038 Social Full 21/08/2014 Cash 200 Whitton hd |

TRE =N TIUL IS0 Py TS TrereaT Gy Lo o =g Fasium ey

Chris Ashmore £13288 Life Member Full 05/03/2015 45a Islz Roa v
Jim Bean 01/01/1995 1254814 Social Full 05/03/2015 200 Whitton -
Jo Blogg 03/01/1981 1236416 Social Full 15/10/2111 Cash 200 Whitton hd
Joe Blogas 20/12/1%80 1450108 Adult Registersd Player Full 05/02/2015 Test TWICKE d
Max Burton 05/01/1979 282786 Social Full 05/03/2015 Cheque 111 24 Grasmer: hd
Max Burton 01/01/2000 1478316 Social Full . L. A
) RugbyFirst Training RFC (Filterad)
Max Bwgrave 01/01/1900 1237648 Life Member Full
Greq Chairman 10/10/1956 1146180  Committes " . . . . ———
Chris Coach 10/11/1974 1146203 Coach Full Mas
- B RE
Jim Coach 05/01/1979 1146154 Coach Full I
. Chris Ashmore Manager ICurrent 11/11/2014 v
Harry Coaching 20/06/1971 1146202 Coach Full
) Jim Bean Senior (Othar) NONE -
Dan Coordinator  07/05/1988 1146182 Committee Full
o Blogg NONE -
Webmaster Eight 05/01/1970 1146353 Social Full
Joe Blogas Registerad (Adult (Man)) NONE v
Mo Emaiil 05/01/1979 1355322 Social Full
Mazx Burtan ICurrent 29/05/2015 1st4Sport Level 1, Safeguarding and Prote v
Max Email 03/10/1983 1355525 Social Full
Max Burton Registrar (Youth) NONE -
Max Bygrave NONE b
Greg Chairman NONE hd
Chris Coach Mini-Midi {Under 12} NONE ‘fouth Level 1, Youth Level 2, 1st4Sport Lt v
Jim Coach Senior (1st XV), Mini-Midi (Under 11), Registrar (4 NONE 1st4Sport Level 2 v
Harry Coaching NONE b
Dan Coordinator Coaching Co-ordinator NONE hd
Webmaster Eight Full webmastar NONE h
HNo Emaiil NONE ol
Max Email NONE hd
-
Page 1of 5




3. People — Members

There are a variety of functions available via the members list initially the administrator can filter to find groups to members, or they can

Create a New Member or Export the details to CSV

RugbyFirst Training RFC (Filzered) be po _l
= | 2 2 [ O L] i e rsl . = 15 g | D P Lo D [ =1
A = - =] - < o
Max ABC 09/01/1979 1454038 Social Full 21/08/2014 Cash 200 Whitton v
CRE Ash 01/01/1980 1239350 Life Member Full 05/02/2015 Cash 200 Whitton v
Chris Ashmors 613288 Life Member Full 05/02/2015 45a Isla Roa b
Jim Bean 01/01/19395 1254814 Social Full 05/02/2015 200 Whitton v
Jo Bloag 03/01/1981 123e416  socif RugbyFirst Training RFC (Filtered) selected4 | Export
dos Blogas 20/12/1980 1450108 Adu v First Name Last Nfme Date Of Birth Membership Type Status Renewal Date  Payment Method Membership Nu Request Payment
ax Burton 09/01/1973 382786 Soci| (55 - - - - > - Add To Group
Burt 01/01/2000 1478316  Sec 5 1 = J -] I = . . .
Max Burton : uzmaie Sl I send eMall
EFA Bygrave 01/01/1500 1237648 Life p _
i 4 05/01/1979 1454098 Social 21/08/2014 Delete Individual
Greg Chairman 10101956 1146180 Comy
~ 01/01/1980 1239350 Life Member Full 05/03/2015 Update Membership Status
Chris Coach 101171574 1146203 Coa
L 613288 Life Member 05/Q hm;rg':,
Ji Coach 039/01/1979 1146154 Coa ’
- I _ v 01/01/1395 1294814 Social 05/03/2015 Apply For DS
) . A Iy Foo 35
Harry Coaching 20/06/1571 ildg202 Cea 02/01/1%81 1236416 Socizl Full 15/10/2111 Cash ——
Dan Coordinator  07/05/1988 1146183 Com Jos Blogas 20/12/1980 i Adult Registered Player Full 05/03/2015 Test TWICKT
/ Max Burton Y L TECEE] 582786 Social Full 05/03/2015 Cheque 111 24 Grasmere -
Max Burton 01/01/2000 1478316 Social Full 05/03/2015 200 Whitton v
If the admlnlStI'atOI' SeleCtS multlple e Max Bvarave 01/01/1500 1237648 Life Member Full 05/03/2015 200 Whitton v
members then the functionality Greg Chairman 10/10/1956 1146180 Committes Full 05/03/2015 223 Hospital v
: : Chris Coach 10/11/1974 1146203 Coach Full 05/03/2015 Cash Rugby Road v
available opens up to a variety of /
. Jim Coach 09/01/1973 1146154 Coach Full 05/03/2015 Rugby Road v
functions. e : o
Harry Coaching 20/06/1971 1146202 Coach Full 05/02/2015 Rugby Road -
Dan Coordinator  07/05/1988 1146183 Committes Full 05/03/2015 Rugby Road hd
4 >
ed4of 102 Page1of5 Rows ] Page M 4 LI
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3. People - Members

Upon selecting (via the tick box) either one or multiple members, additional functions become available. These options only become available

once the member(s) have been selected. Without selecting the options are hidden.

L
Tip
These additional
Membership List (Filtered) Selected 1 | Export | Add To Group . .
p
_ _ _ _ _ : options/functions work
¥ »RFUID } First Name A Last Name ) Address ¥ Membership Number Membershi» Type QR Feauest Paymen s Y the same throughout
| ) ) ) ) ) Add To Group
1263974 Luke Andsee 54 Bamboo Street Plumstead SE18 3AA testl the System,
send emMall I d d l E T
i i v
613288 Chris Ashmore 45a Isla Road London SE18 344 Flick e ndaliviaua S/ Vel’ltS/ ea
1533654 Test Basic 200 Whitton Road Twickenham tw2 7ba testl Update Membership Status v ms all have tO be
1546467 JackTest BasicMember Brecknock Road 99a Tufnell Park London N7 0BX Adult Merge v SeleCted before they are
607775 Susan Bates 111 Mogden Lane Isleworth MIDDLESEX TW7 7L . test1 SRR v available
1460108 Joe Blonas Test TWICKENHAM TW2 testl 05/03/2015 Full v
1108150 Michael Membership List (Fiterea) m m
Request Payment
7145595 Tom ‘v PRFUID } First Name 4~ Last Name  } Address - ¥ Membership Number Membership Type: ”»
1 H H H H Add To Group
1152408 Tom v |1263974 Luke Andsee 54 Bamboo Street Plumstead SE18 3AA testl _ hd
send emall
1582655 Max 613288 Chris Ashmore 45a Isla Road London SE18 3AA Delete Individual v
4 1533654 Test Basic 200 Whitton Road Twickenham tw2 7ba testl Update Membership Status v
Selected 10f44  Page 10f 5 1546467 JackTest BasicMember Brecknock Road 99a Tufnell Park London N7 0BX Adult Merge v
607775 Susan Bates 111 Mogden Lane Tsleworth MIDDLESEX TW7 7L - test1 B "\Pply For DES A
Tlp 1450108 Joe Bloggs Test TWICKENHAM TW2 test1 05/03/2015 Full v
Rather than scrolhng 1109150 Michael Branch 1a Conway Road PLUMSTEAD KENT SE18 1AZ test1 05/03/2015 Full v
through all the pages to 714995 Tom Brewis Claremont 14-16 Flat 10 5t. John's Avenue LONI .. test1 05/03/2015 Full v
find the I‘lght members, 1152408 Tom Brewis Add1 Cty County Tyrone QA123QA testl 05/03/2015 Full v
use the filter to search 1582655 Max Burton The Rugby Football Union 200 Twickenham Stad ... 123456 Adult Full v
for specific groups.i.e. || — - 4
g o Rows 0] Page W 4 PM M
lf the user WlSheS to Selected 4 of 44  Page 1 of 5 ow: - ge n
email all players. Filter
the list by players
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3.1 People — Members - Expand Edit

In order for the administrator to make quick changes to their members directly via the membership list, each member has the ability to
have their details expanded. Once expanded, pertinent details about the member are displayed and can be edited.

The membership list is a grid that display a host of information about the clubs members, in order to edit a member, the user must
select the Red Arrow next to the appropriate member

RugbyFirst Training RFC J— ===

" FirsE Mame -
Pazsc osfoir197S 1aca0ss Socia Eul Zasosrzo1a Cash 200 wWhitton ~
ces o1r01r1980 1zos=s0 Life Member Full osfOz 2O1S Cash 200 Whitton -
Chris si1zasas Life Member Full OSFOZ 2O1S as5a Isla Roa ~
Jim 0L 01/1995 i1zsasia Social Full OSSOZ 2015 200 whitton ~
EEY oz/oisiosa izzesis Social Full 1sriorzaaa cash Zoo whitton ~
Jo= 20/12/1580 1ac0108 Adult Register=d Blayer Full OSSO0 201S Test TWICKE ~
Pz 0S/01s197D seax7se Secizl Full e e Chaqus 111 24 Grasmer: -
P> 01/01/2000 i1avesie Social Full OSFOZ ZO1S 200 wWhitton ~

o1 01/2900 izzvsas Life Member Full oSFoZ Z01S Zoo whitten ~

10/10/1956 1iseie0  Committes Full osfozrzo1s 222 Hospital ~

10/115197a 1i1scz0z Ceach Full e e ] Cash Rugby Road -

0S/01/19TS 11a615a Coach Full OSFOZ 2O1S Rugby Road ~

zoroes197TL 1i1asz02 Coach Full OSFOZ 2015 Rugby Road ~

ovros/ioas 1ise1e=  Committes Full osfozfzo1s Rugby Road ~

~ 0S/01/1570 11ae=s3 Social Full OSSO0 201S Tusickenham ~
o LEYCERETE R i1zsso22> Secizl Full e e 200 wWhitton Bl
os/10r1TSS OSFOZ 2015 200 wWhitton -

»

Salectad 0 of 102

Daddy Test 1585871 Family 01/00/2015 01 1979 200 Whitton Road Twickenham London TW2 7BA &

Selecting the Red
Arrow Wlll diSplay the pes Communication Details Boles
key details for that oy e o o
member. The . Address et

. . . J— - 200 Wnitton Road
majority of which can penem Male Twickennam

Lendon

be edited. Other o w2784
functions are e _—
available by selecting
the individuals name .

via the grid. Each
name is hyperlinked.

& rru
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3.1 People — Members — Expand Edit

1585871 Family

01/09/2015

ORI a7e 200 Whitton Road Twickenham London TW2 TBA

Details

=

Daddy Test

0o/01/1979

Male

Communication Details

Home Address iDefault
200 Whitton Road
Twickennham

Lendon
TW2 TBA

Praone

Emnai

Roles

Photos
can be
uploaded
for the
members

v

I

Personal Details, Addresses & Contact details
can be updated

v

Current Roles are listed and can be
removed by selecting X
To add a role, the user should
simply begin typing in the text box
and a search will return close
matches. Select Add and Save and
the role has been assigned to that
individual
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3.2 People — Members — Full Edit

In order to drill down on even more of the individuals details. Each record/name via the grid is hyperlinked.
RugbyFirst Training RFC (Filtered) New Member | Export

Last N&me Date OF Birth

05/01/1979 1464058 Sacial Full 21/08/2014 Cash 200 Whittor o

=
I
"
-
m
8]

[}
il
m
5 |
=

0101713980 1299350 Life Member Full 05/03/2015 Cash 200 Whittor

Mr Owen John Abbott
Profile
Details Contact Status Personal
Communication Mr Owen John Abbott Address Status Active detalls,
Date Of Birth SEnder Rugty House Created 60072007 addresses,
i 200 Whitton Roa . .
Details E*‘-?.T[H-?HDN Male o EHEI‘\:_:'-; d ey i last acthlty
MIDDLESEX
Orders Active TW2 TEA IOg'S,' rOI-eS’
- GaP om || qualifications
Contacts 141653662@first-sports.com , any
Payment History I'egistered
_ player
Relatiznships
Activity Qualifications Roles statuses &
N memberships
. Us Maowell Qualifications 0 Coach [Active)
Once drilled L N i 07/07/2014 - Role from 07/07/2014 05:12:21 are all
ast login .
though, a 1017 displayed
number of S providing a
Registrations 1 )
dpgges acll.e Relationships The system will display rea OfV?lI'Vlew
edicated to " P any relationships from ofthe
the persona Flonn AmBe B e SR individual
details of th e S e registration i.e. if a youth
etails ot the Mr Daniel Abbott {Active)
b Cr'r d rr—:lllstic-"ushfit: c'-_” iB 072010 to Current 4 players parents are Memberships
member P entered when the child is ,
HrﬁateA!JnGtt. H:”E'I-. I ) Honorary Life (Deleted)
Cnild relationship from 29/06/2011 to Current reglstered the Membership from 10/04/2008 to 01/00/2015
relationship is displayed | | Honorary Life (Pending)
Membership from 12/12/2012 to 010972015

& RrFU
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3.2 People — Members — Full Edit

Mr Owen Abbott Mr Owen John Abbott

Home § N .
Details Communication Details MNotes el

Change Password MEMEBERND ot

Mr Owen John Abbott I:I " - MEMBERNOTE Note

ome AOQOress (Default) S ———

Communication I o A eﬂ';'f"’ west

. - 45 Camiridge Road
Dietails J0/0E99 Male Colchester

Marital Status E,_:::‘ = Fules
Orders Occupation ctatus MITED KINGDOM

. CO3 3MR 4, |
Active

Contacts A

Selact Home Phone (Defaul) e
Payment History - ]

A4 (0) 1206 767280

Relationships

141653662 first-sports_com
v
The options above allow the administrator to edit, add or email. Once selected a Save icon Roles and Current

becomes available, once updated the changes must be saved memberships are also

listed for the

individual. To
Remove any existing
conct role, select the X next

Cnach!ng Co-ordinatar to the I-o]e.

vy oo demment (i) To add a role, type in

Coaching Development {Member)

Coaching Development {(Mominee) the name and a
Coaching Development (Secretary) Search Wlll I'etllI'n.

Coaching Development (Vice/Deputy Chair)
Community Rugby Coach

Development Squad Coach

Referee Coach

Society Referee Coach

| Touch Judge Coach

& rru
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3.2 People — Members — Full Edit

Daddy Test
Home

Change Password
Communication
Details

‘Orders

Contarts
Payment History

Relationships

Daddy Test

Order Date -Order Total -Balance

DEMT2014 Paid

Daddy Test
Home

Change Password
Communication
Dietails

Orders

Contacts

Daddy Test

Daddy Test Daddy Test

- Comments

Home | " 5 5 H H
B H - ~Walid from Valid to
DA/0TI2014

09/01/2006  Active

Change Password 1585870

06/07/2014 Added by membership system

0%/011579

Active

1585872 Mummy

Communication

Details

Orders

T The relationship tab displays any relationship either created when a family membership as associated to the
—— member or when a youth player was registered by the registrar

Relationsnips

®
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3.2 People — Members — Full Edit

To send a password reminder, select credential. Select the pencil to
change the username

Deetails

Password Password Rules

Credentials Paszwords must be at least 8§ characters long.
= r i Passwords must contaim an upper Case character.
Rioles P
Passzwords must contain a mumiber,

Accounts
Communication

User &=
My Orders To send a password reminder, select the envelope and an
o - seermemE canm automatic email is sent to the individual, prompting them to

ayment History ast login 18/07/2014 1

TE - update their password.

Summary L
LISEFN3me Jcarnmber
Relativnships Last login 180772014
Password Details HS
Change the username and select Save

carimboer

& rru
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3.3 People - Members — Create New Member (Single)

From the members grid Select New Member

. .. &
RugbyFirst Training RFC
Address Filters
Mazx ABC 09/01/1979 1464058 Social Full 21/08/2014 Cash 200 Whitton hd
CRB Ash 01/01/1580 1295350 Life Member Full 05/03/2015 Cash 200 Whitton v
Chris Ashmora 613288 Life Member Full 05/03/2015 45a Isla Roa b
Jim Bean 01/01/1595 1234814 Social Full 05/03/2015 200 Whitton - TIPS
- . ; : v . .
Jo Blogg 02/01/1981 1236416 Social Full 15/10/2111 Cash 200 Whitton When aSSlgnlng a
Jos Bloggs 20/12/1980 1460108 Adult Registerad Player Full 05/03/2015 Test TWICKE v Q
‘ membership type to the
Max Burton 02/01/1972 5382786 Social Full 05/03/2015 Cheque 111 24 Grasmers hd . d- -d 1 h . 11
Individual, there 1S usually a
Max Burton 01/01/2000 1478316 Social Full 05/03/2015 200 Whitton hd . .
period that the membership
Max Bygrave 01/01/1300 1237648 Life Member Full 05/03/2015 200 Whitton v .
_ is created for e.g. 12 months.
Greg Chairman 10/10/1956 1146180 Committes Full 05/03/2015 223 Hospital v f h' d h h
Chiris Coach 10/11/1574 1146202 Coach Full 05/03/2015 Cash Rugby Reoad - I t 1S ate passes t en t €
Jim Coach 09/01/1579 1146154 Coach Full 05/03/2015 Rugby Reoad hd member W]']'l move from
Harry Coaching 20/06/1571 1146202 Coach Full 05/03/2015 Rugby Reoad v Current members to the
Dan Coordinator ~ 07/05/1988 1146183 Committes Full 05/03/2015 Rugby Road A lapsed members grld.
Webmaster Eight 02/01/1970 1146353 Social Full 05/02/2015 Twickenham v
Jul=} Emaiil 09/01/1973 1355922 Social Full 05/03/2015 200 Whitton il
Mazx Email 09/10/1985 1355325 Social Full 05/03/2015 200 Whitton hdl
v
cted 0 of 103 Page1ofS Rows Page M
Colchester RFC > New Membership Colchester REC > New Membership [ e |
Select SChemsa
Filters
Filters > ® adgu O ramLy O Jurior
O Aduke © ramiILy O Junior Member Golden
£110 Member 0 Golden
. . . . . . . Member - Full Group Member new product
Select which membership type the individual is going to
hold

& rru



3.3 People - Members — Create New Member (Single)

Complete a search to see if the individual already exists at the

club
Add Indvidual I
Find people by name Members
Titl= First Hamea Surname Mo individuals currently added to this membership
Mr ¥ Dummy Test Any matches at the club will be returned. If there is a match., the search
will display this, the administrator can then either choose to Add to the
existing or Create a new Member completely (NOTE: If you add a
— MR Dummy Test (ID:1107933) E:61154908@first-sports.com DOB:08 January 1579 membership to an individual with an existing /active type is will archive
Rugby House TWICKENHAM MIDDLESEX TW1 1A2 € the old and assign the new. An individual can only hold one membership
type at any one time.)
Add Individual
Profile Picture Individual Contact Details Address
Title First Mame Phone Type
Insert the details for - GOz Eric Extension Home -
the new member & Middle Names : Country Postocode
Loca Number
Save M [ Q]
“.Jpload Last Name Number Building
image Email
Email {0/200)
Gender Date OF Birth Address
-
Active -
Add Indlviduals m
The next page is to L ETIE
confirm the selection o s Hemser
Members
Mir James Testing
T: Ezmaxburton® rfu.com Doe:0s jaruary 1979

& rru
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3.3 People - Members — Create New Member (Single)

Depending on the payment method selected,
the system will either make a record for
Cash or Cheque. Online will prompt card

member as pending with an outstanding balance)

Colchester RFC > New Member
Membership Scheme
Membership Members . . L.
i A summary page is displayed outlining the
membership details, select Place Order
Member - Full Group Member
Order Summary Pay Later

Unit Price Payment
110.000

Methed Payee Billing Address

Please check the order items below and the final payment amount. First Name Last Name Country Postcode

Click the pay button to continue to the payment gateway. hax Test b TW2 7BA m

= Online card ¢ Cash  Cheque Emal7/200) umber i
maxburton@rfu.com Rugby House
Address
. . .. . 200 Whitton Road
The system is asking the administrator to outline how the
membership has been paid. Once confirmed select PAY or
/ alternatively select Pay Later (this will enter the city County
TWICKEMHAM MIDDLESEX hd

details and online payment (not yet a
feature)

The membership has been assigned

Order Success

Details

mpleted successtully Payment date

0772004

e FYTnEErEEreneE 14:35
B2424043
Member Quaantity-1
Member - Full Group Member
Stavus: Paid Sub Total

110,00

110,00 GBP

& rru




3.3 People - Members — Create New Member (Single)

Colchester RFC m
........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................... T
Testing v |Full En_ ¥ ] - - P
James Testing 1585902 Membear Ful Qd1./09s2015 0.00 09011979 i
Mr James Testing \ .
Returning to the Members
Profile . .
— — . grid the new member will be
Mr James Testing Address Status Artive \ displayed, Out“ning the
Date Of Birth Genmer 200 Whitton Road Created 07/07i2014 .
camnnozs Twickarinam — membership type they hold
Active TW2 TRA loney Qutstanding . .
tmal . o00 ’( and if there is any
outstanding balance.
s R e Drilling down on the member
Ty Qui
User Mazowell Qualifications L1} Roles (1] Wi” also display any money
Last logim 07072014 .
S owed for memberships and
. L the orders tab will show any
paid orders
e [Full)
Memibership from O07/07/2014 to 01/08/2015

MR |ameas Tasting /

-Order Total -Balance

82424043 07072014 110.00
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3.3 People - Members — Create New Member (Family)

From the Members Grid, Select New Member

RugbyFirst Training RFC .

Address Filters v
Mazx ABC 09/01/1979 1464058 Social Full 21/08/2014 Cash 200 Whitton hd
CRB Ash 01/01/1580 1295350 Life Member Full 05/03/2015 Cash 200 Whitton v
Chris Ashmora 613288 Life Member Full 05/03/2015 45a Isla Roa b
Jim Bean 01/01/1995 1254814 Social Full 05/03/2015 200 Whitton b
1o Bloag 03/01/1981 1236416 Social Full 19/10/2111 Cash 200 Whitton v
Joe Blogas 20/12/1980 1460108 Adult Registered Player Full 05/03/2015 Test TWICKE v
Max Burton 0%/01/1979 982786 Social Full 05/03/2015 Chaque 111 24 Grasmers b
Max Burton 01/01/2000 1478316 Social Full 05/03/2015 200 Whitton b
Max Bygrave 01/01/1500 1237648 Life Member Full 05/03/2015 200 Whitton v
Greg Chairman 10/10/1956 1146180 Committes Full 05/03/2015 223 Hospital v
Chiris Coach 10/11/1574 1146202 Coach Full 05/03/2015 Cash Rugby Reoad -
Jim Coach 09/01/1979 1146154 Coach Full 05/03/2015 Rugby Road -
Harry Coaching 20/06/1571 1146202 Coach Full 05/03/2015 Rugby Reoad v
Dan Coordinator 07/05/19588 1146183 Committas Full 05/03/2015 Rugby Road b
Webmaster Eight 0%/01/1570 1146353 Social Full 05/03/2015 Twickenham hd
Jul=} Emaiil 09/01/1973 1355922 Social Full 05/03/2015 200 Whitton il
Max Email 09/10/1985 1355325 Social Full 05/03/2015 200 Whitton hdl

v
Page 1 of 5

Membershi Colchester RFC > New Membershi

Colchester RFC > New Membership TR B P E
Select Scheme Member Details

Filters

Summary
Filters O adue ® rauty O junior
O adule © FaMILY O Junior Famiy Family Membership
£0 Family £50 Family Membership
Family member with one junior Family Membership

Select which membership type will apply

& RFU
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3.3 People - Members — Create New Member (Family)

Complete a search to see if the individual already exists at the

club

Add Individuals

!

Find people by name

Mr il

Title First Name

Dummy

Members

Surmame

Test

™ MR Dummy Test (ID:1107933) E:61154908 @first-sports.com DOB:09 January 1979
Rugby House TWICKEMHAM MIDDLESEX TW1 1AZ

Mo individuals currently added to this membership

Any matches at the club will be returned. If there is a match., the search
will display this, the administrator can then either choose to Add to the
existing or Create a new Member completely (NOTE: If you add a
membership to an indiviual with an existing /active type is will archive the
€ old and assign the new. An individual can only hold one membership type

at any one time.)

Create New Individual

Insert the details for
the new member &
Save

Add Individual

Profile Picture Individual

itle First Mame
-

Middle Names

..Jplc)ad Last Name
Image
Gender Date Of Birth
:
Status
Active A

Contact Details

Phone
Area Code Extension

Local Mumber

Email
Email (0/200)

Address
Type
Home -
Country Postcode
v [ Q|
Number Building

s

© RrU




3.3 People - Members — Create New Member (Family)

Once the first individual has been associated to the type, the system retunrs to the search. This allows the administrator to search again for the next individual that is
going to be associated. Either an exiting individual or a new indiviua can be linked. The maximum number a membership can be linked with depends on how the
type was set up (Please see membership types guide) This type allows up to 2 Adults and up to 3 Juniors

Family Membership

Family Membership
Family Membership
2 adults.
3 juniors.

Find people by name Members

Mr Dad Family

Idr - Kum Famity
T: E:maxburton@rfu.com ooE:01 January 1570

The first individual has been
associated to the membership type,

\ Insert the search criteria and either /

Add to existing or create new

NOTE: This loop will continue

until all the members have
been added

& rru



3.3 People - Members — Create New Member (Family)

Once all new members have either been created or assigned to the type. The system will ask:

1.

Who is the primary member

2. What is the relationship
Once completed, select NEXT

Add Individuals

Family Membership

Family Mempership
Family Membership

Ar - Junior

Family

Members

Mr Dad Family

@ pr mary Member

T: E:maxburton® rfu.com Doe:o january 1970
Mr Mum Family

O pr mary Member

T: Ezmemi@rfu.com Do Ooober 20

Mr Junior Family

' Primary Member

T: Etest@rfu.com pog:o January 2005

Other

COrner
Parent
Child
Sioling
Husband
Wife

Partner

-

& rru
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3.3 People - Members — Create New Member (Family)

Confirm the Membership

Colchester RFC > New Member

5J"‘1”EI'_;

Membership Scheme
Membership

[amily Mempersnip

Family Membership

50.000

Members

Mr Dad Family

T: Emaxburtoni®riucom DOBD 1D 570
M BMum Family

T: Exmomérfu.com DOE101 V2000

Mr Junior Family

Order Summary

Place Order

How the membership is being paid
and whether now or later.

Payment
Method Payee
Please check the erder items below and the final payment FArst Name Last Mame
amount. ad Farmil
Click the pay button to continue to the payment gateway. Eman (17/200)
) Online Card @ Cash () Cheque maxpurton@riu.com

Order 34491403 | 50.00 GBP

Promotions

Apply

Billing Address

200

RFDL

Twickenham Stadium

whnitton Road

TWICKENHAM

TWZ7BA

MIDDLESEX

Pay

& rru




3.3 People - Members — Create New Member (Family)

Order success, new members have been created.

Order Success

Details

Your ocrder has been completed successfully. Payment date
Syment Reference 07072014
#L7984455 :E_. et time

34451403

Family Membership Quantity:1 50.00
Family Membership

Status: Paid Sub Total 50.00 GBP

All three members have been created and now appear on the Members grid. Select the member by clicking on their name

Members © Members |4l Members

All Members Colchester RFC New Member

maxwell E -Membership Type -Status -Renewal Date  Balance - Payment Method ‘Membership Number - Date OfBirth - Address

@ Clear

Famnity v v v

P Search

Dad Family 1585903  Family Membership Fu 0410772015 0.00 0170171870 A
Junior Family 1585905  Family Membership Pending 04/07/2015 0.00 01/01/2005 A
Mum Family 1585904 Famity Membership Pending /0772015 0.00 1071 0/2000 hd

& rru



3.3 People - Members — Create New Member (Family)

Drilling down on any of those individuals will display the relationship just created.

Mr Dad Familly
Profile
Details Contact Status
Mr Dad Family Address Statues Active
Date Of Birth ender 200 RFDL Created o7/072014
01111970 Twickenham Stadium
T Whitton Road )
Active TWICKENHAM Money Outstanding
MIDDLESEX
TW2 7BA GBF 0.00
Email
maxburtoni@rfucom
Activity Qualifications Roles
User Mazowell Qualifications [} Raoles [}
Last login 07072014
a1
Registrations
Relationships Regrstrations o
Mr Mum Familby (Active)
Cher relationship from 070772014 to Current Memberships
Mr jumior Family (Active)
Citner relationship from 07/07/2014 to Current Family Membership (Full}
Membership from 07/07/201 4 to 04072015

& rru
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3.4 People - Members — The Filter

One of the most useful tools in Club Admin is the ability to filter members into specific groups.

Club and CB membership lists typically hold a lot of data. In order to use the data to the best of its ability, filtering and segmenting the data
into smaller chunks of information make it much more usable.

Filtering the data allow the clubs and CB’s to see specific information and individuals. This filtered data can then be used to Export, Email
and create groups.

,;‘i RFU



3.4 People - Members — Grid Filters

The filter is opened via the membership grid. Once the membership grid has loaded the filter is set to be closed by default. To expand
the filter and create a search then the user must select the Filter button

Fs
RugbyFirst Training RFC (Fisered)
Membership Type Renewal Date  Paym Address Filters

Max ABC 09/01/1879 1464098 Social Full 21/08/2014 Cash 200 Whittan v

CRB Ash 01/01/1980 1295350 Life Member Full 05/03/2015 Cash 200 Whittan v

Chris Ashmore 613288 Life Member Full 05/03/2015 453 Isla Roa b

Jim Bean 01/01/1995 1234814  Social Full 05/03/2015 200 Whittan -

o Blogg 03/01/1981 1236416 Social Eull 19/10/2111 Cash 200 whitton b4 _

Joe Bloggs 20/12/1980 1460108 Adult Registerd RugbyF‘irst Tra'in'ing RFC (Eilterad)

Mex Burten /0171975 28788 Socizl "  Firct Hame Last Ndme Date Of Birth Membership Type Renewal Date  Payment Method Membership Mumber  Address i

Max Burton 01/01/2000 1478316 Social > - . - e

Max Byagrave 01/01/1900 1237648 Life Mernber< - _E] _ _ _ >

_ ) ) E Search

Greg Chairman 10/10/1956 1146180 Committee

Chris Coach 10/11/1574 1146202 Coach Max ABC 09/01/1579 1464098 Social Tl T7OETZ0TH Tazh 200 Whitton v

Jim Coach 03/01/1379 1146154 Ceach CRB Ash 01/01/1980 1295350 Life Member Full 05/03/2015 Cash 200 Whitton b

Harry Coaching 20/06/1571 1146202  Coach Chris Ashmore 613288 Life Member Full 05/03/2015 45a Isla Roa v

Dan Coordinator  07/05/1988 1146183 Committes Jim Bean 01/01/1995 1294814 Social Full 05/03/2015 200 Whitton v

Webmaster Eight 05/01/1370 1146353 Secial o Bloag 0z/01/1981 1236416 Social Full 15/10/2111 Cash 200 Whittan -

bio Emaiil 05/01/1873 1355822 Secial Joe Blogas 20/12/1980 1460108  Adult Registered Player Full 05/03/2015 Test TWICKE -

Max Email 05/10/1385 1355925 Social Max Burton 09/01/1579 982786 Social Full 05/03/2015 Chaque 111 24 Grasmen -
Max Burton 01/01/2000 1478316  Social Full 05/03/2015 200 Whitton v
Max Byarave 01/01/1300 1237648  Life Member Full 05/03/2015 200 Whitton v
Gren Chairman  10/10/1956 1146180  Committes Full 05/03/2015 223 Hospital v
Chris Coach 10/11/1574 1146203  Coach Full 05/03/2015 Cash Rughy Road v
Jim Coach 03/01/1573 1146154  Coach Full 05/03/2015 Rughy Road v
Harry Coaching 20/06/1971 1146202  Coach Full 05/03/2015 Rughy Road v
Dan Coordinator ~ 07/05/1988 1146183  Committes Full 05/03/2015 Rughy Road v

f102 Pagelof5 -




3.4 People - Members — Grid Filters

Once the filter has expanded, it is possible for the club to completed a search across any of the criteria entered for members at the club.
Simply entering the test into the boxes below, followed by search will return the individuals that meet that criteria. i.e. Role/Registered
Player

Some of the text boxes are in fact drop downs. e.g. Membership type is a drop down as these is fixed and predefined.

It is also possible to filter the membership list by more than one criteria i.e. Role of Player and Membership type of General

The search completed below is requesting a filter on all of the club members that are holding the type of Adult

I & PRFUID ¥ First Name & Last Name b Address ¥ Membership Number Membership Type F Renewal Date - Status Flayer Filkers ? I

? -

- - - L4 r In L4
! Ly | | | / Elnegi |

Cle=ar

Search Q

Complete Search Criteria available

y -/
I W  FREUID ¥ Payment Method } Phone ¥ Email Rirle Award Quiification Name ¥ DBS Status - b DBS Expiry  Filters ? ‘I
? v

! ¥ ¥ v ¥ ¥ ¥ ¥
7 1 1 1 ____y 1 ] B
u

Clmar

Search Q

v PREUID  Name & Last Name b Address b Membership Numbe - Membership Type b Renewal Date b Status  Player Fiter ¥

? v L 4 v L 4 *In v * In v
e 1 | | Ju 9 _ Ef«loci
1]

@rru

Cl=ar

Search Q




3.4 People - Members — Grid Filters

Once the search has been completed, the grid (membership list) will display only those that meet the criteria outlined and requested in the

filter
In order to return to the

The search has return all individuals full membership list, the
at the club with the membership Membership Type requested - Adult filter must be cleared
type of Adult
Membership = | Membership List @
Membership List Gl Membership List

Pending Membership Q
ailalslclolelrlclnlilaklilmninolrlalrlsTlulviw]x]v
Commumnication History o] Membership List (Filtered)

Export m

b Address * Membership Numbaé Membership Type Fi 2rs YW

Membership Types v PRFUID  stName  Last Name

: |
Merge Individuals

|

1546467 JackTest BasicMember Adult hd

1582655 Max Burton Adult hdl

493453 Paul Chorley Adult v

1388555 Alex Geeves Adult hd

1098807 Max Test Adult v

1107933 Dummy Test Adult v
»
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3.5 People - Members — Export

In order to export via the members grid, the administrator can either select Export, which will export all Members in the grid, completed a
filter to search for a specific group of individuals or alternatively select directly via the grid.

Y
RugbyFirst Training RFC Feere) vore ]
Membership Type Renewal Date Payment Method Membership Number Address Filters
b i o Clear
I -~ D I
'  |Max ABC 05/01/1979 1454058 Social Full 21/08/2014 Cash 200 Whitton hd
CRB Ash 01/01/1980 1299350 Life Member Full 05/03/2015 Cash 200 Whitton hd
Chris Ashmore 613288 Life Member Full 05/02/2015 453 Isla Roa b
Jim Bean 01/01/1935 1254814 Social Full 05/03/2015 200 Whitton A
Jo Blogg 02/01/1981 1236416 Social Full 15/10/2111 Cash 200 Whitton -
Jos Bloggs 20/12/1380 1450108 Adult Registerad Player Full 05/03/2015 Test TWICKE hd
Max Burton 09/01/1979 552786 Social Full 05/03/2015 Cheque 111 24 Grasmer: h
Max Burton 01/01/2000 1478316 Social Full 05/03/2015 200 Whitton b
Max Bygrave 01/01/1300 1237648 Life Member Full 05/03/2015 200 Whitton g
Greg Chairman 10/10/1956 1146180 Committea Full 05/03/2015 223 Hospital b
Chris Caoach 10/11/1574 1146203 Coach Full 05/03/2015 Cash Rugby Road v
Jim Coach 09/01/1979 1146154 Coach Full 05/03/2015 Rughy Road -
Harry Coaching 20/06/1971 1146202 Coach Full 05/03/2015 Rugby Road b
Dan Coordinator  07/05/1928 1146183 Committee Full 05/03/2015 Rugby Road b
v
Seledhd 4 of 102  Page 1 of 5
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3.4 People - Members — Export

A pop up will appear asking what data from the members the administrator would like to export. Tick the boxes that are relevant, followed
by Run Export

Export MembersList

Export
Export Type Delimiter
Excel * | Comma -
[ Address Line 1 I Address Line 2 ¥ Address Line 3 I Award Qualification Name
¥ ¢ M club M country 2 County
I~ D 2 DES Statu 2 Disability [ Emal
[*" First Name " House Mumbe ' known As F Labe
[*" Membership Application Date ¥ Membership Number ¥ membership Type F Mame
= Payment Method " Pho =} =3 Player [ Postal Code
¥ rRFuId M Role ¥ Status
The system will prompt either the Save or Open
Do you want to open or save Individual MembersList.xls from vat.first-sports.com? Open Save = Cancel
The data has been exported
A B E D E F G H 1
1 Club IName | Known As Label Building Name | House Number | Address Line 1 | Address Line 2 | Date Of Birth
2 RughyFirst Training RFC |Max 200|Whitton Road 09/01/1979
3 RugbyFirst Training RFC |CRB 200|Whitton Road 01/01/1930
4 RugbyFirst Training RFC |Chris Mr C Ashmaore 453 Isla Road
5 RugbyFirst Training RFC |James |Jim 200|Whitton Road 01/01/1935

& rru
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3.5 People — Members — Email

One of the key functions on the club admin system is communication and the ability to email. The membership list (if up to date) provides
the club with a distrobituon list that

Add To Group

Send emall
Delete Individual
Membership List (Filtersd) M Update Membership Status
" » RFU ID } First Name A | ast Name » Address }» Membership Nl.ll'llbﬂ' Membership Type Filters Y Merge
L . 1263974 Luke Andsee 54 Bamboo Street Plumstead SE18 3AA . test:l . h Apply Far DS
v 513288 Chris Ashmore 45a Isla Road London SE18 3AA Flick il
" (1533654 Test Basic 200 Whitton Road Twickenham tw2 7ba testl hf
A 1545467 JackTest BasicMember Brecknock Road 99a Tufnell Park London N7 0BX Adult hd
607775 Susan Bates 111 Mogden Lane Isleworth MIDDLESEX TW7 7L ... testl v
1460108 Joe Bloggs Test TWICKENHAM TW2 testl A
1109150 Michael Branch la Conway Road PLUMSTEAD KENT SE18 1AZ testl hd
714545 Tom Brewis Claremont 14-16 Flat 10 St. John's Avenue LONL .. test1 v
1152408 Tom Brewis Addl Cty County Tyrone QAL1Z3QA testl hd
1582655 Max Burton The Rugby Football Union 200 Twickenham Stad ... 123456 Adult v
4 >
Silected 3 0f 44 Page 1 of 5 Rows -' Page H A n R,
AV
Select which Once selected, select More
member(s) to Email and Send eMail

or use the filter to find
members using a
range of criteria

=2 RFU
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3.6 People — Members — Email

The email page is very similar to any email tool used today. It displays who the email is going to, coming from and then the details and bodt
of the email can also be entered.

Email From

157338225@first-sports.com

14154713 @first-sports.com

Add Recipient

Email Individual »

~

Insert the body of the text

Email CC
Email BCC 14154713 @first-sports.com
Email Subject
Add Recipients send e-mail ) Send email
Attachments
*Attach Name . .
2  Itispossible to attach a
Description document to the email
> .
F - ¥l Sze'¥]l B I U|@ E £E E E B 0 o & 2| a8 A

If recipients are missed
off, then it is possible to
add them retrospectively

& rru
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3.7 People — Members - Groups

Creating Groups enables the administrators to create regular contacts. By doing this, it will avoid future filtering as the group is saved.

Via the grid either select those to be added to the group or complete a filter.

(%)

Membership List (Fitered)

» RFU ID } First Name 4 Last Name b Address

Luke Andsee 54 Bamboo Street Plumstead SE18 3A8 testl

(oetes s eron ] ore v [ e

» Membership Numbﬂé Membership Type

Filtes Y

L
" Chris Ashmore 45a Isla Road London SE18 3AA Flick v
v Test Basic 200 Whitton Road Twickenham tw2 7ba testl v
1546467 JackTest BasicMember Brecknock Road 99a Tufnell Park London N7 OBX Adult b
807775 Susan Group Individual » hd
Select which Joe -
members to :
Michael Select a group m <9 Select Add to
Export or : v
. Tom create to Add
use the filter
e Tom OR the members
Enter a new group name
1582655 Max = to the Group

Rows " Page M 1

Selected 3 of 44  Page 1 of 5

Select either an existing group to add the members

to or create a completely new group CB Test Group

B "~

Flick

masx To view the group,

Monday gO to
Membership/My

I Test

Groups

Add To Group

Send emall

Delete Individual

Update Membership Status
MeTge

Apply For DBS

Select More
& Add To
Group




3.7 People — Members - Groups

Upon Selecting the Group, the members details will be displayed

If a group is no longer in
use it can be deleted or

copied

My Groups T E‘St

Test

Date Created : 01/04/2014
Testing Creator : Maxwell Burton
Mumber of Records : 3

Details of the
Group

Membership List Filtered)

VEPIIFI.IID ¥ RFUID

1263974

h13288

15333554

Selected0of 3  Pagelofi

Selecting the
individuals
will display

additional
options such
as email

) Known As } First Name

Luke
Chris

Test

& Last Name

Andsee
Ashmore

Basic

» Address

54 Bamboo Street Plumstead SE18 3A4
45a Isla Road London SE18 3AA

200 Whitton Road Twickenham tw2 7ba

Ruws.. Page LN | .. P M ﬁi

Copy List Delete

I Export I New .

%)He-bership Ill Filters Y

v

v

v
9

Current
options are
the same as
the member
list

e

& RFU
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3.8 People — Members — Delete

Removing an individual from the club , enables the club administrators to completely remove individuals that are no longer associa

club

Via the members grid either select those to be deleted or complete a filter.

JEERY <

Membership List (Fitered)

Andsee
Ashmore

Basic

54 Bamboo Street Plumstead SE18 3A8
45a Isla Road London SE18 3AA

200 Whitton Road Twickenham tw2 7ba

(oetes s eron ] ore v [ e

Filtes Y

» Membership llumberé Membership Type

Apply For DBS
Export

Emall

Remove From Club
Buy Membership
Reguest Payment
Bulk Upload

Update Membershilp S

w
w
. BasicMember Brecknock Road 99a Tufnell Park London N7 OBX b
Select which
607775 Bat 111 Mogden Lane Isleworth MIDDLESEX TW7 7L - test1 v
members to e FanEn mane feewe = Select More
1450108 Delete or Bloggs Test TWICKENHAM TW2 testl - &
1109150 | use the filter Branch 1a Conway Road PLUMSTEAD KENT SE18 1AZ testl - Delete
?14995 e (a1 1 b 44 4 ek 4 A L T 1 L BAr Y R h 4
1152408 Delete Cancel
1582655 New Status Comments
4 . .
Deleted Confirming which
Selected 3 ofa44 P m mb r ret b
empers are 1o be Confirm Delete
/7 deleted
Member Message
Mr Test BasicOk to update.
TIP

1. Deleting member(s) removes them from the club completely. They cannot be retrieved, their record is only accessible by the RFU.
2. Deleting a member does not remove the status of player. If they are no longer playing for the club, then removing them is two stages. They
must be de-registered by the registrar and then if they have left the club completely their membership should be archived or deleted.

& rru

®



R

b

RFU

PEOPLE
3.9 UPDATE STATUS

TEAMWORK RESPECT ENJoYMENT DISCIPLINE SPORTSMANSHIP



3.9 People — Members — Update Status

Updating statuses allow the club to know the status of all individuals at the club.

Via the membership list select those to be uppdated.

Add To Group

Membership List (Filtered) send emMall
3 Delete Individual
~ k RFU ID » First Name 4 Last Name b Address b Membership Number Membership Type Filtes Y _
g E i i i E Update Membershilp Status
L Luke Andsee 54 Bamboo Street Plumstead SE18 3A8 Merge
" §13288 Chris Ashmore 453 Isla Road London SE18 3AA Flick hd Apply For DBS
+ 1533654 Test Basic 200 Whitton Road Twickenham tw2 7ba testl v
1546467 JackTest BasicMember Brecknock Road 99a Tufnell Park London N7 OBX Adult b
GD???? Susan Bates 111 Mogden Lane Isleworth MIDDLESEX TW7 7L -.. testl v Select More
Select which Joe Bloggs Test TWICKENHAM TW2 testl hd & Update
members to I A . e e e i - v Status
Update or Update Status o -
. Tq . .
use the filter v Status Confirming W.hICh
e Tq =] 2= > status to assign g
1582655 M v Confirm Update
4 4
o - Confirming which
- members are to be
ember E— < —> deleted
r Max Abc Ok to update.
TP
Lapsed will remove the individual from the Members grid and move them to Lapsed Members Full
Lapsed

& rru
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3.10 People — Members — Merge

<€

Merge is completed when an individual has two records on the system. A duplicate is created for various reasons, but it is determined by
someone with the same personal and contact details, but a different RFU ID
Via the membership list select the individuals to merge. (NOTE: Only two records can be merged at once)

RugbyFirst Training RFC

Date Of Birth ~ RFU Id

{Filtered)

Add To Group

Send emall

Delete Individual

Update Membership Status

Merge

- T
Apy FOT D5
Max ABC 09/01/1979 1454058 Social Full 21/08/2014 Cash 200 Whitton
B Ash 01/01/1980 1255350 Life Member Full 05/03/2015 Cash 200 Whitton
Chris Ashmore £12288 Life Member Full 05/02/2015 453 Islz Roa
Select More
Bean 01/01/15995 1254814 Social Full 05/03/2015 200 Whitton
— — & Merge
Blogg 03/01/1981 1236416 Social Full 19/10/2111 Cash 200 Whitton
Blaggs 20/12/1980 1460108 Adult Registerad Player Full 05/032/2015 Test TWICKE
Merge Individuals
2%
2x
— Item Mr Joseph Blogg Joe Bloggs
Greg ID and Name to Keep " 1236416 Mr Joseph Blogg % 1460108 Jo= Bloggs \
) This ID and Mame must be kept as the as this record is associated with eithar a registerad player or CRB record \
Chris Date of Birth ® 03 January 1981 " 20 December 1980 3
Jim Address & 200 Whitton Rosd Twickenham Middlesex TW2 784 (" Test TWICKENHAM TW2 Select which
Home Phone & 1190 F‘
‘* 11223 344667788
Harry data to keep &
Work Phone C (= p
Dan Mobile Phone c (= Save
F Work Fax r (=
v Home Email r '
. Work Email ' -
SeleCt Whlch Fleaze be aware that using this merge function will merge additional associated datz such as Roles, Contact information, Membership Registrations, Player Registrations, Discipline Suspensions, Notes, Attachments, Data
Protection information, Passport information, Waivers, Police Check information, Orders and Purchases, Attributes and User Accounts. You should also be aware that if either individual has participated in an Event, such as a
membeI'S tO Course, these Events and relatad Achievements, Awards, Licences and Accreditations will also be merged.
Merge or
use the filter

&
L
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5. People - Non Members Grid

There are multiple grids available to display on the GMS. Each grid will return a group of individuals associated or affiliated with the
club in some way.

Non Members displays individuals that have been affiliated to the club, but never assigned a membership type at the club, these include:

1. Newly Registered Players (Youth, Adult Men & Adult Women) Once registered players, filter through from the Player Registration
module to the People Module. From here they can then be associated a membership type and managed as a member. If a youth
player and the Registrar at the club has entered the parents details, these relationship links can be seen from selecting the
individual.

2. Parents — If a registrar has entered parents details when registering the child, the parent will also filter through from the Player Reg
module to People. It is then possible to see the link to the child and affiliate the whole family to a Membership type.

3. Course Attendees — When individuals attend and pass an RFU course, upon completion the individual is searched for on the
database. If they cannot be found or alternatively if they don’t have an existing log in when they applied for the course online they
will be created as a new person at the club (upon completion) and entered into the clubs non members grid

4. Bulk Upload — Upon bulk uploading a group of people into the club you cannot associate membership types to the individuals. This
means upon uploading the new individuals will firstly appear in the Non Members grid.

All grids have very similar actions you can perform against those that are listed in the grids. To see guides on how to perform these grid
actions please see the previous guides relating to the Members Grids.

Non Members has one important , alternative action from other grids and that is the ability to make existing non members, members at
the club. This is known as Buy Membership .

As per Creating a New Individual from the Members Grid guide, assigning a membership this can be completed in two way , either
as an individual membership or a family membership where multiple individuals are affiliated to the same membership
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4.1 People — Non Members - Buy Membership (Single)

Selecting Non Members will load each individual that has never had a membership or role at the club. To proceed with buying a
membership, select the individual and Buy Membership

Invincibles RFC Add To Group | New Member
. . . : : . . - DBS Edit

Buy Membership :I

Export
Email
Test User - Do Not De 337 22/07/1998 Rugiy Road Twickenha - supporti@attenda.net 0.00 Mo Apply For DBS
Jane CIKF 112431 23/07/1950 1 Alcumlow Cottage Bri ... (0) 1260 270624 Janecliffi@therfu.com 0.00 Mo ICererrt Request Payment
Dawvid ROGE 71802 30/08/1963 351 Old Lalra Road Plyr ... (0) 7702 626266 d_mrose@sky.com 15.00 NO -
Elizabeth Townsend 31023 09051 964 15 Mount Road Cranlef - (0) 14832 277283 liztownsend@otinternet... 0.00 No A
Christopher Small 47729 27031957 2 Bamford Grove Didst - (0) 7843 042029 Chris.Small@lancashirer... 0.00 Mo hd
" Gary Townsend 30455 26/08/1950 13 Falcon Close Bristol - (D) 7 764 960396 garytownsend@rfu.com 0.00 No ICL rrent v
L]
hartin Griffiths 512319 & Baadnell Crive Penke ... (0) 7785 200350 martin_gerardgriffiths@... 0.00 No b
Invincibles RFC > New Mempbership nvincloles RRC> New Memper
Select Scheme
Membership Scheme
Filters Memperse Members
hestin g Mr Gary Townsend
® aduie O jumior O Fam f— T40)7 764 960396 E garytvwnsenortycom 0.0 B26061959
Adult Membership Testing
£50 Aduit Membership £10 Testing
Adult Membership Testing product
10.000

The individual will then be asked to select the membership type and confirm
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4.1 People — Non Members - Buy Membership (Single)

If there is a cost associated to the membership type, the system will prompt payment information. At this point the administrator can
choose to either Pay Now or Pay Later. If the payment is left (due to non payment) the individual will be inserted into pending
members displaying that they have an outstanding balance, however if the payment is made they be inserted into Members

Order Summary
Payment
Method Payee Billing Address
Please check the order ltems below and the final payment First Name Last Mame Couwrtry Poztoode
amaunt Gary Townsend ~ | |es20eut Ea
Click the pay button to continue. Ernail (20/200)
@ Cash () Cheque garytownsend@rfu.com 13
online payments are not currently configured for this dut.
Falcon Close
Portishead
Order Success
Details
Your order has been completed successfully. Payrnent date
[A Crder 95876861 | 10.00 GBP
Payment Referance 3040772014
#60651529 Paymen .
Hlease Keep a Note O you payment reference 0805
95876861
Testing Quantity:1 10.00
Testing product
Status: Pald Sub Total 10.00 GBP
10.00

®
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4.2 People — Non Members — Bulk Buying Membership

Select the individuals from the Non Members grid and buy membership, allows the club to bulk buy memberships in one easy step.
Select the members, select buy, confirm the scheme and place order.

Invinciples RFC Add To Group | New Member

Buy Membership

Export
Email
Merge
5 o - Do NG 137 2207/ ) ' o 0.00 No
Test User - Do Not De 337 22/07/1998 Rugny Road Twickenha . support@attenda.net 0.00 No Apply For DBS
peter Balnes 528713 05/07/1942 20a Sandpit Lane St All - (0) 1727 863397 peter.balines@salaw.com 0.00 No Request Payment
Tom Fitzgerald 530467 11/10/1950 25 The Ridings whittle] .. (0) 1257 261154 tom fitzgerald@lancashi... 0.00 No -
Jo Bloges 536415 30 High Path Road Gull - linda@objectivelnternet... 0.00 NO v
»  Andy Mutch 537139 13/12/1978
Invincibles RFC > New Membership
" Andy Cook 537144 Salect Scheme
«  Jonn De Wolf 537149
Filters
® pour O _.':'(:] Famiily
Adult Membership Testing w  Test
£50 Aduit Member| invincioles RFC > New Member Place Order
Adult Membership | ™=
Membership Scheme
!‘.-1E'nIJership Members
I'Festing Mr Andy Mutch
e T918 Mutchyfrfurfu.com 0.0E:13/121976
Mr Andy Cook
T:12344 908 907
Mr john De Wolf

T:21127 709 233 Ejohn@dewnif.rfu.com

10.000
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4.2 People — Non Members — Bulk Buying Membership

For the individuals selected it is then possible to assign payments to those orders. In the case where everyone's membership is being
update without payments, simply select Pay Later. If they have paid select Pay.

Pay Later will insert all members into pending with an outstanding balance.

Pay Now will insert everyone into Members will a balance of £0.00

Order Summary

Payment
Method Payee Billing Address
Please check the order itemns below and the final payment First Mame Last Mame Country Postrode
EMEUTL Maxwell Burton - KT14 78U B
Click the pay button to continue nall {0/200) umbe
@ Cash (O Cheque 4

Online payments are not ourrently configured for this dub.

Grasmere Wway

Byfleet

West Byflest SURREY -

1 Orders

] Croer 105434 | 10.00 GBP m~
[#] Crder 5339260 | 10.00 GBP m~
] Crder 74651342 | 10000 GBR m~

& rru



4.2 People — Non Members — Bulk Buying Membership

Completion of the order will summarise the payments (if payments were made)

Order Success
Details
Your order has been completed successfully Payment dats
ayment Reference I0SOFI204
H#26448682 Payment time
Please keep a note of you payment reference 1M
105434
Testing Quantity:1 10.00
Testing product
Status: Paid Sub Tota 10.00 GEP
10,00
5338250
Testing Quantity:1 10.00
Testing product
Szatus: Paid Sub Tota 10.00 GBP
20.00
74591942
Testing Quantity:1 10.00
Testing product
Sratus: Paid Sub Tota 10.00 GEP
30.00
Grand Total 30.00 GBP

& rru
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4.3 People — Non Members - Buy Membership (Family)

Family Memberships enable the club to associate multiple individuals to a membership scheme select the individuals the scheme
applies to & Buy Membership. Select the Family Membership type & Next

Invincibles RFC

Add To Group | New Member
DBs

Buy Membership
Exporc
Email

Merge

Test User - Do Not De 337 22/07/1958 Rugby Road Twickenha .. support@attenda.net 0.00 No Apply For DBS

Jane Cliff 112431 23/07/1959 1 Alcumlow Cottage Bre .. (0) 1260 270624 Janecliffi@tnerfu.com 0.00 Mo IEerem Request Payment

David Rose 71802 30/08M1963 351 Old Lalra Road Plyr ... (0) 7702 626266 d_mrose@sky com 15.00 No -
+ Elzapetn Townsend 31023 09/09/1964 15 Mount Road Cranlet - (0) 1483 2772283 liztownsend@otnternet... 0.00 No b
«F Christopher Small 47729 27/03M1957 2 Bamford Grove Didst - (0) 7843 242020 Chrls.small@lancashirer... 0.00 NO hd

BAartin Griffiihs 5123149 A Beadnell Drive Penke .. (0) 7785 300360 mariln perardenifiinsg 000 N b i
aF John Micholas vale 312862 17/05M1931 Hartland House Postbr .. (0) 1822 830434 il @otinternet.com 0.00° NO i

Frazer Snowdon 516741 100 PO Box Sheffield 3¢ . (0) 114 2325555 newsdesk@snowdons.c... 0.00 No v

Peter Balnes 528713 05/07/1942 20a Sandpit Lane St All .. (0) 1727 863397 peter_balines@salaw.com 0.00 No -

Invincibles RFC > New Membership

Select Scheme

Filters

Family Test

£10 Family Test
Famity Test product
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4.3 People — Non Members — Buy Membership (Family)

The following page enables the administrator to outline the which of the family members is the primary holder of the Membership and
then what is the relationship of the others to the primary

Add Individuals

Family Test

If all the individuals that will apply to the family membership types
aren't included it is possible to search for the additional

Family Test
Famity Test product

Up to 2 adults
Up o 2 [uniors.

Find people by name Members
Tl At Hame Surname Mrs Elizabetn Townsend
o :
T:4{0) 1423 277282 Eliztownsend @otintemnet.com Dos:0a september Rarent
= cnild
Mr Christopher Smal Sibling
[ T — Relationship Te Primar, Husband
e members displayed lists all those that will apply to the type. The Other - wife
ministrator can then choose which is the primary and what is the T40) 7843 842029 E-CTIis. SMal|@fanCasnirerUEDY.COm DOB:27 Warch Partner

relationship of the others to the primary.

Mr Martin Griffitns

Other -

-{0) 7785 380360 E-martin.gerardgriffiths@nthiworld.com

& rru



4.3 People — Non Members — Buy Membership (Family)

Place the order and you can choose to the either pay now or pay later. Paying later will insert the members into Pending with an
outstanding balance, payment will insert them into member.

Invincibles RFC > New Member Place Order
Summary
Membership S5cheme
Membership Members
Family Test
10.000
Order Summar
Y Order Suceess Pt
Payment
Method Payee Billing Address Detalls
Please check the order items below and the final payment First Name Last Name Courtr Postcode Ve P—
Your order has been completed successfuly
ameun. Elizabetn % | | Townsend UNITEDKINGDOM | = | | Gus 7T I
Click the pay button to continue. Email (26/200) smbe yment Refrence 0072004
@ Cash () Cheque izzownsend@btinternet.com 15 BT
Online payments are not currently configured for this dub. = : FIEE €0 20 0 YU EYMET EEFNLE (174
Mount Road
7461438
coun Fdl'ﬂilﬂﬁl Quantry:1 1000
Cranleigh SURREY v Faly Testpoduct
Satus Paid SubTotal 10,00 GBP
- = - 1000
[ Order 37461458 | 10.00 GBP m~
I

& rru
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5. People - Lapsed Members Grid

The lapsed members grid displays individuals who previously had a membership at the club, but this has subsequently expired .

When creating a scheme, the scheme is given a duration i.e 12 months. When an individual is assigned that type it will expire in 12
months. What this means is that the individual will then be removed as an active member, appearing in the members grid and placed in
the lapsed members grid, until such time that a new membership scheme is assigned to them.

To see how to buy membership from Lapsed Members — Please see Non Members

All the grid actions or functions are still available within the lapsed members grid including:

& rru
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5. People — Pending Members Grid

The Pending Members grid is not the same as it was on the previous system . Pending Members displays those individuals that have a
membership at the club, but with an outstanding balance.

Until such time that the balance is paid and entered on the system, the individual will remain in Pending.
To process the payment, select the Balance

Invincibles RFC

‘LastMame  *RFUI
test Jane CIiff 112431 Pending 30/07/2015 230711950 1 Alcumiow Cottage Brook Lane Astoury Congleton - v
test] Cornishy Dad 1742261 Pending 20/06/201 6 Rugby House Twickenham Stadium 200 Whitton B - e
test] Diavid Rose a0z Pending 20/06/201 6 30BN 963 351 Old Laira Road Plymouth DEVOM PL3 6DH UM . e
test Frazer Snowdon 516741 Pending 307072015 100 PO Bos Sheffield SOUTH YORKSHIRE 56 6YE U - v
test Jonn Michalas Vale 512862 Pending 30/07/2015 171051951 Hartland House Postoridge DEWON PL20 652 ENGI - v
Order Summary Pay
Payment
Method Payee Billing Address
Make the payment and thls w111 remove the Er:i.sde’fwecl.:'\e order items below and the final payment First Name Last Name Courtr Postcode
. L. . . Jane it ENGLAND v | |omzay B
individual from Pending and insert them okt gy ot conie ene1 2020
. . . @ Cash (O Cheque Janecliff@tnerfu_com
into members without an outstanding e
Online payments are not currently configured for this ciub. 1 Alcumlow Cottaze
balance —
Brook Lane
Astoury
Congleton CHESHIRE -
E Orger 14043456 | 10.00 GBP ﬁ —
|
]

& rru
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5.1 People — Pending Members — Request Payment

Requesting payment is a way of prompting members that they owe money to the club

By selecting the individuals with an outstanding balance and request payment, this will create an auto email response

Invinclbles RFC Selected 1 | Mew Member m

-Last Name SRAU M - Status -Renewal Date - Balance -Payment Mathod -Membership Mumber - Date Of Birth - Address Request Payment

W fest Jane Cliff 112431 Pending 30/07/2015 10,00 2300719559 1 Alcumlow Cottage Brook La

-First Name

Add To Group

send emMaill

test] Cornish Dad 1742261 Pending 20/06/2016 15.00 Rugby House Twickenham 5t

Email Individual *

Emall From ]

rgreenwocd@first-sports.com Add Recipients m
Reciplents 0 Artachments

Attach Mame
Emall €C m
Description

Emall BCC Upload

Emall Subjec

Mormal = || Font =1} Size X BI W @ =E==E el W R & SRR T ] &
Diear Ruper]

Flease be informed that there is currently an outstanding balance for your membership at the club.

We would be most grateful if you arrange to maks payment for this a5 soon as passible.

If you have an queries regarding this, please contact the club directly

@

@rru
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7. People - Everyone Grid

The everyone grid brings together all the grids listed on the people module.
Within Everyone the following grids are displayed

* Members

* Non Members

* Pending Members

* Lapsed Members

» Registered Players

» Non Registered Players

The club has the ability to view everyone in the grid, with a host of data available to them.
Functionality available is the same and cosistent across all grids, you can:

* Email

* Export

* Buy Membership

» Create New Member
* Merge

* Remove

* Request Payment

» Apply for DBS

* Create Groups

There is one notable addition and this is the ability to Bulk Upload

& rru
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7.1 People — Everyone - Bulk Upload

The bulk upload tool is a facility that enables clubs and CB’s to upload a group of individual at he club on mass. Via a template
spreadsheet., the club can choose to download and populate the document with the individuals it wants to upload. (Please be aware that
there are not currently restrictions on total numbers, but the greater the number, the longer it will take to upload. As an example 1000
individuals could take up to 10 minutes to upload.

The spreadsheet that is populated and uploaded is a standard template. It is only ever possible to upload the data listed in that
spreadsheet, if additional columns or data is included, this will be discarded and the upload will fail.

Currently the data that can be uploaded is as follows:

e Title

* First Name
¢ Other Name
¢ Last Name

« Gender Please bear in mind the individuals being uploaded will not hold any status at
« Date of Birth the club at that point of being uploaded, the will not have a membership, a

« Number role or be a registered player. If they are in fact one of the above, then these
« Building statuses will need to be associated to them post upload. i.e. once uploaded the
o Address 1 individual can then be registered as a player.

+ Address 2

* Address 3

+ City

* County

* Country

* Post Code

* Tel Home/Work/Fax/Preferred
* Email Home/Work/Preferred

& rru



7.1 People — Everyone - Bulk Upload

Once the template has been downloaded, start to populate the columns and rows with individuals data. Once populated, Save the

document to the computers desktop

A B = D E F G H I 1 K L il N o P Q R 5 T U v W X
1 |title firstnam othernal lastnam gender dob number building addressl address address city county country  postalcode  telhome telmobil telwork telfax  telprefer emailho emailwe emailpreferred
2 Mr Bulk Test Male 09/01/1979 200 Whitton Road Twickenham Middlesex UK TW2 7BA

Upload the document to the Bulk Upload tool. Select Browse, find the document on the computer and upload

Bulk Upload x

Upload your lists

Create Lists Upload list files

Files to Import

Download the bulk update spreadsheet template Please upload the CSV list files below
[ Bulk Upload.csy|
Instructions

EBrowse

+ Enter the information into the cells on the s

* Please make sure the the template headingy
anyway.

* Th elds First Mame, Last Name, DOE (DD/|
(Male/Female - In Full) and Country (In Full)

* The process will not work if mandatory cells
completed incorrectly.

Bulk Upload

Upload your lists

Create Lists

)ownload the bulk update spreadsheet template

Instructions

Upon selecting upload, the
document will appear in the
Files to Import display
Select Import

* Enter the information into the cells on the spreadsheet

* Please make sure the the template headings are not altered in
anyway.

+ The fields First Name, Last Name, DOB (DD/MM/YYYY), Gender
[Male/Female - In Full) and Country (In Full) are mandatary.

* The process will not werk if mandatory cells are left blank or
completed incorrectly.

Upload list files Files to Import

Please upload the CSV list files below

R Bulk Upload.csv

Afttach Name

© RrU
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7.1 People — Everyone - Bulk Upload

Via the Everyone grid, select Bulk Upload

Home B ruervone

Members Rugby Football Union

Last Name Date Of Birth

Mon Members

Christopher White 97330 16/07/1963 21 Oakland Avenue Che . (0) 7979 B52437 12358533 @first-sports.c... 0.00 No No b

Lapsed Members

George Burkinshaw 94583 07/10/1991 Home Farm DONCASTE - (0) 1977 652785 4682267 @first-sports.c... 0.00 No No v
EEEIEEU R RS William Bigley 463408 311011991 41 Debdale Road WELLI . 44 (0) 1933 442062 27957548@first-sports.c.. 0.00 No No -
Non Registered Players Testing testing  test 739 wwwwwweswwwwww - 02072475700 3693145@first-sports.c... 0.00 No No hd
Everyone Michael Morris 92064 07/02/1973 33 Hampden Road Higt - 07711310252 MikeMorris@RFU.com 0.00 No No v
Richard Prescott 104932 15/03/1962 33 Wosley Road Hampt . {0) 7711 258179 3383904@first-sports.c... 0.00 No No v

Bulk Upload

Upload your lists

Create Lists Upload list files Files to Import

Download the bulk update spreadsheet template Please upload the CSV list files below

Instructions

Browse Upload
Enter the information into the cells on the spreadsheet

Please make sure the the template headings are not altered in
anyway.

The fields First Name, Last Name, DOB (DD/MM/YYYY), Gender
(Male/Female - In Full) and Country (In Full) are mandatory.

* The process will not werk if mandatory cells are left blank or
completed incorrectly.

The Bulk Upload screen will appear, from here the standard template can be downloaded and populated. Select Download

36‘;,’; RFU



6.1 People — Everyone - Bulk Upload

A list will appear informing the user of how many of the individuals have been uploaded. NOTE: If there are any duplicate records the n
the system will not upload and they fall under the failed rows column. To see why they have failed, select Error Records. If complete,

select Finished.

Bulk Upload

Processing Lists Upload more

mported lists will appear once processed

Name Successful Rows Failed Rows Error File

All files have been processed

The original Everyone grid will load, from here it is possible to filter to see'if the individual was entered.

1585881 maxurton@rfu.com 0.00 Mo Mo

Bulk Upload

It is important to bear in mind, upon Bulk Uploading those individuals, they are not currently members, therefore they are only
viewable via the Everyone and Non Members grids.
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