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1. Create New Member

To create a new member, the user must select People

Welcome Maxwell Burton
Please select the area of the system you wish to visit toda]
Support

Aw)) ®
E \i_\vly ,&l ' Contact Hours
- GMs@therfu.com Monday - Friday
09.00-13.00

2 66
0208 831 6651 1400 17.00

Personal Details Club Profile People Player Registration
vi2

Information
. ~ '
I 5 [ @ Google Chrome
FAnance Discipiine Match Offical ! is recommended for best experience
on Expenses

dates in
English (United Kingdorm)

From People the Dashboard will load. Below the People Dashboard heading in the left hand
navigation, there are a number of grids. These grids represent the different membership statuses an
individual currently holds. i.e. If their membership has expired they will appear in Lapsed.

GMS — People — Creating New Members Page2



FIRSTSPORTS

Everyone
Membership List
Lapsed Members

Pending Members

Non Members

Registered Players

Non Registered Players

It is possible via any of these grids to create a new member. To do this, Select a Grid

ECHEI

m v #w# HA Y & O & &

Fnance Discpiing Matcn Offical

Personal Detalls  Club Profile Penpiz Player ComemianM... Cours:
Registration v17 Administration

People Dashboard 4 @ People Dashboard
Everyone LigbyFirst Training RFC
Membership List

rofile

tepses Members RugbyFirst Training RFC
Pending Members League B

Mon Affiliated
Website

www.rfu.com/clubs

Registered Players m

Non Registered Players

Non Members

Registered Players

Adult ‘fouth

Male 35 Under &

From the Grid, select New Member
RugbyFirst Training RFC Export

=]

0.00 Contact

Chrome Women 09/01/1979 200 Whitton Road Twidl .-

‘Webmaster One 1146147 14/08/1970 3 Rugby Road MIDDLES .. 112233 44556677 0.00 Contact Yes Yes No
Elaine RFTRegistrar 1057727 0.00 Member Yes Yes No
Adam RFTRegistrar 1057720 0.00 Member Yes Yes No
Player Test4 1146159 06/06/1975 Rugby Road Twickenha .. 112233 44556677 0.00 Contact Yes Yes No

[err Lok mon]

Select the relevant scheme (some schemes may be free £0.00, some will have a cost associated to
them £100.00, the club sets up the schemes)

2. Adding a Free Scheme to the New Member

Select the Free (£0 costinembership scheme to assign that individual, followed by Next

RughbyFirst Training RFC > New Membership Next
Select scneme
Filters
ORvMESRT
Social | Adult Player (Non Regis. Women Player Life Member
£0 sodal £5 Adult Player (Non Registered) £5 women Player E0 Life Member
General Social Member Adult Player (Non Registered) Wamen Player Life Member

The system will now prompt you to search the club to see if that individual already exists to avoid
creating a duplicate, Enter the individuals details and Search

(NOTE: The search does not currently search across the whole dataliasdy searches the club
0KS dza SNJ A & kaitrit currendzyobéing &cyo$s a toac fiom another club into your
database)
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Add Individuals

Social

Socia
General Social Member

Find people by name

Title FIrst Mame

Any search results will be displayed, if the individual already exists, simply assign the membership
scheme to the existing record, if it is a new member, select Create New Individual

Add Individuals ﬂ I
Social

Social

General Social Member

Find people by name

Members (0)
Title First Name No individuals currerly added to this membersnip
Mr A Max
Last Name

=

(] MR Maxwell Test (10:1098807) T-(0)
200 Whitton Road Twicken!

(] MR Max Test 1 (/D:
Rugby House Rugby R
Active Family membership v

(] MR Max Test (1D:1538182) DOB:03
8 Quakers Close Northampton re NN7 3NZ

(7] MR Max Test (1D:1599619) 0
Dukeries Community College Wi

(2] MR Max Test (iD:1447773) 0
200 Whitton Road Twickenham

(] MR Max Test 11 (ID:1099822) £
RUgb ¥ House MIDDLESEX CORI
Active Family membership valid
MR Maxwellk Test (/D:1525307) DOB.08 |snery 2005, h

DOB.08 january 1579 -

11 DOB-0 January 1978
>4

nuery 2000

Enter the individual’s details & Save(NOTE: First Name, Last Nam&)B, Postcode and Email are
mandatory)

1
Add Individual E
Profile Picture Individual Contact Details Address
Tite Ph Country
Mr - Eension UNITED KINGDOM - [ ]
widdle Names Humper Buiiding
Local Number 200
Email
*Emall (18/200) a

Datz Of Birth

maxburton@rfu.com
v | |osroie7e [ =]

county

Twickenham MIDDLESEX -
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Place the order

Member Details Cancel Place Order ]

Details Mr Max Test m
1 Members added to order
09/01/1979
Sodial
mburton@first-sports.com
£10.00 1YEAR
Start Date Renewal Date 200 Whitton Road
09 February 2015 01 September 2015 Twickenham
ENGLAND
social product TW2 7BA

The ‘Order’ has been confirmed and the individual will now appear in the Membership Grid &
Everyone(based on the membership scheme duration, once the renewal date passes, the
individuals will be removed from Membership and entered into Lapsed)

Order Detail

Order Information Contact Details

Social 0.00 0.00 Max Test
General Social Member Q-1 200 Whitton Road

Membership 1642923

Cost
Tortal 0.00 GBP
Club Details
Payment Infarmation RugbyFirst Training RFC
Rugby House

17/110/2014 - 0.00 Twickenham Stadium

Free - Paid
Toral Paid 0.00 GBP

TW2 7BA

test@rest.com
+44 (0) 7545 921483

RugbyFirst Training RFC

Sodial Max Test 1804330 Active 14/07/2015 0.00 09/01/1979 A d
3. Adding a New Member to a Membership that incurs a cost
Select the membership scheme that applies to the individual (in this case the £5 Adult Player
scheme), followed by Next
BughyFirst Training RFC > New Membership Next
Filters
Social w] Adult Player (Nen Regis.. Women Player Life Member
£0 Sodial £5 Adult Player (Non Registered) £5 Women Player £0 Life Member
General Social Member Adult Player (Non Registered) Women Player Life Member

The system will now prompt you to search the club to see if that individual already exists to avoid
creating a duplicate, Enter the individuals details and Search

(NOTE: The search does not currently search across the whole dataliasdy searches the club

0§KS dza SNJ A & kaitrt currendzobéing &cyo$s a toac fiom another club into your
database)
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Add Individuals

Social

Socia

General Social Member

Find people by name

Title

Last MName

FIrst Mame

Any search results will be displayed, if the individual already exists, simply assign the membership
scheme to the existing record, if it is a new member, select Create New Individual

Add Individuals

Social

Social

General Secial Member

Find pecple by name
e

Mr

Last Name

FrstName

Max

Members (0)

Noingiicusts ety added t tis memversnip

Active Family membership vi
MR M:

slll Test (1D:1525307) D008 |3nuzry 2005

q Create New Individual I

Enter the individual’s details & Save(NOTE

. First Name,

Last Name, DOB, Postcode and Ereail
mandatory)
1 |
Add Individual E
Praofile Picture Individual Contact Details Address
e 15t i Phone courty
Mr v || max dreafoe Eension UNITED KINGDOM - [q ]
widde Names Numoer sulding
Local Number 200
Lastname _ Address
Test :::JI (18/200) Whitton Road
Gender Date Of Birth 'W‘
select Male v | |osroie7e E
cy county
Twickenham MIDDLESEX -

Place the ordexat this point it is also possible to amend the member by selecting the pencil or
removing them completely by selecting the X)
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Member Details ance Place Orde

Details Mr Max Test m Remove

1 Members added to order
09/01/1979

Sodial

mburton@first-sports.com

200 Whitton Road

o s Twickenham
ENGLAND

social product TW2 7BA

The order summary page details the membership and payment details. Due to their being a cost for
the membership scheme, the screen now prompts the administrator to detail how the member has
paid for the scheme and whether they have ‘Paid’ or ‘Paying Later’

The page details the cost, the individual details and how they have paid.
The payment method allows the club to demonstrate how the individual paid for their membership

The choices are:

Other — Manual Entry with comments box

Cheque — Manual entry with Cheque number text box

Cash — Manual entry with comments box

Online Card — Allows the administrator to enter the bank card for the member and take payment
(See finance — set up required and transaction fee incurred)

Regarding ‘Pay Now’ and ‘Pay Later’ this will set two separate statuses

Pay Now- Makes the individual fully paid up (Active) member of the club. They will also appear in
the Membership Grid and Everyone

Pay Later Leaves the balance remaining against the individual, they will appear in the Pending and
Everyone grids with an outstanding balance

Order Summary

Orders Payment Method

v 40263736 | Michael Aartsen | 10.00 GBP

Junior Player (Girls) 10.00 1000
J s) Q1
Mr Mic n members

Sub Total 10.00 GBP

3.1 Online Card

If the organisation has been set up for online payments, selecting ‘Online Card’ will open text boxes,
pre populated with the individuals details.
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Orders Payment Method
” L2675 | ichors Ackroye | 1000 6B Please check the order items and the final payment amount
Click the pay burton to continue to the payment gateway.
Junior Player (Girls) 10.00 10.00 ®
Mr Richard Ackroyd membership at Chobham RFC
Sup Torsl
b o 1030 GBP Richard Ackroyd
1
Hill Close
Woking
SURREY
Gu21 4T a
ENGLAND -

Select Pay Latewill ask the administrator if a request payment email is required. This will send an
email to the member with a link that can be selected and they can pay online for the membership

@ send e-mail

Do you want to send a payment request e-mail?

L]

blackhole@first-sports.com

Selection Summary

Total Records Selected
blackhole@first-sports com 1

1 Email Addresses: 1 Adults 0 Youths (0 Parents) Recipient Summary
Total emails to be sent 1
Membership Payment Request ol s excluded
otal recipients exclude: 0
Nomal )| Fo = BB ule @ @ &LPEF®R =l | Attachments
Dear Max Test, Attach Name
Please be informed that you have an outstanding balance for your membership at Chobham RFC.
Subjest

We would be most grateful ifyou arrange to make payment for this as soon as possible
Upload
You can pay online using our payment portal

It you have any queries please contact the club atyour convenience.

blackhole @first-sports.com
+44 1483 762466
Windsor Road M

body p

Dear Max Test,
Please be informed that you have an outstanding balance for your membership at Chobham RFC.

We would be most grateful if you arrange to make payment for this as soon as possible.

You can pay online using o
If vou have any queries please contact the club at your convenience.

blackhole(@ first-sports.com
+44 1483 762466

Windsor Road

Chobham

Fowlers Wells

Woking
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3.2 Pay Now

The ‘Order’ has been confirmed and the individual will now appear in the Membership Grid &
Everyone(based on the membership scheme duration, once the renewal date passes, the
individuals will be removed from Membership and entered into Lapsed)

Order Information Contact Details
Social 0.00 0.00 Max Test
General Social Member Q-1 200 Whitton Road
Membership 1642923 Twickenham
MIDDLESEX
UNITED KINGDOM
TW278A
Cost
Total 0.00 GBP
Club Details

Payment Information RugbyFirst Training RFC

Rugby House

17/110/2014 - 0.00 Twickenham Stadium
Free - Paid 200 Whitton Road
. Twickenham
Toral Paid 0.00 GBP MIDDBLESEX
ENGLAND
TW278A

+44 (0) 7545 921483

RugbyFirst Training RFC

« Membership Type First Name LastName  ~RFUId Status ‘RenewalDate  Balance  MembershipNumber  Date OfBith  Address Phone v Filters

~ Startswitn ~ Starts witn - ~ isoneof - - @ Clear

£ Search

? : : - - B
n L e e e v [ I N = I
U] H H H H H H

social Max Test 1804330 Actve 14/07/2015 000 09/01/1979 -

3.3 Pay Later

Upon selecting Pay Later the individual is inserted into the Pending grid. The Pending grid, outlines
those individuals that have a balance outstanding at the club.

RugbyFirst Training RFC New Member

« Membership Type First Name Last Name 4RFUId Status Renewal Date  Balance Membership Number ‘Date Of Birth Address Phone

~ Fifters
? - Sarswin - Startswimn = = = . - - @ Cear
g | I N - N R
L] i i

# Search

Adult Player {Non Registered) Max s 1581816 Pending 14/07/2015 ) 01/01/2000 Holme Park Sonning Lane Reading Serkshire RG4 |

From Pending once the member has paid, the administrator can select the outstanding balance

RugbyFirst Training RFC

~  Membership Type {First Name LastName  =RFUId Status Renewal Date  Balance  Membership Number  Date OfBith  Address Phone ~ Fiers

@ Cear

£ Searth

-] N R - R B

Adult Player (Non Registered) Max Test 1581816  Pending  14/07/2015 500 01/01/2000 Holme Park Senning Lane Reading Berkshire RG4 1 -
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Select Pay Now

Order Summary I Pay Now

A
Payment

Method Payee Billing Address

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

[res ST -

Click the pay buttan to continue. Emall (0/200) Mumper

® Cash © Cheque © Other

Bulding
Online payments are not currently configured for this club. e Park
olme Parl
Address

Sonning Lane

ary County

Reading BERKSHIRE -

[#) Order 40212474 | 5.00 GBP mv

The outstanding balance has been settled and the member is now Active and will appear in the
Membership and Everyone grids.

RugbyFirst Training RFC

+ Membership Type First Name LastName  #RFUId Status Renewal Date  Balance Membership Number Date Of Birth Address Phone v Fikers

- Samswin - Strs wim ~ ssoneof

?: ~ - - - -
E_EI I N = ——

a Cear

£ Search

Adult Player (Non Registered) Max est 1591816 Adive 14/07/2015 0. 01/01/2000 Holme Park Sonning Lane Reading Berkshire RG4 |

4. Creating a new Family Member
Select New Member

Select Family& the relevant Membership scheme

Filters

© aduit © Junior @ Family

Family Test Family Test Social W | Test123
£10 Test £5 Before 31st August £12 Soclal £5 Test 123
Family Test product Test Social product Test 123 product

Once the scheme has been selected it is now possible to add the individuals to the scheme. As it is a
family membership, multiple individuals can be assigned to the scheme.

As per the individual sign up, there is the need to search for the individuals to see if they already
exist at the club.
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Add Individuals

Social

Scheme details — How many individuals can be assigned to the scheme. i.e 2
x Adults & 2 x juniors

Social

Sodial product
Up to 2 adults.
Up to 2 juniors.

Find people by name Members (0)
itle First Name No Individuals currently added to this membership
-
Last Name

Once the search has been completed, either select the individual and continueorW/ NB I G§S b S g
LY RAGARdzZ £ 40

Add Individuals
Social
Find people by name Members (0)
Test
MR Max Test (0
8 Quakers Close
MR Max Test 10
Dukeries C
Insert the details for the new individuals.
Add Individual
A
Profile Picture Individual
Ticle First Name
Mr ~ M
Middle Names
Last Name
Test
Gender Date Of Birth
-
Contact Details Address
Phone Country
et — - Q|
Number Building
Local Number
Add
Emai
Email (0/200)
Ci Coun -

Once the individual has been entered, the system will then return to the search page. This enables
the club to search for the other members that are associated to the family scheme.

Complete the search again and either select the existing individual or Create New
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Member Details

Cancel Place Order
[in [

Details Mr Dad Test

1 Members added to order

09/01/1979

Family 2+1

mburton@first-sports.com
£10.00 1YEAR
Start Date Renewal Date 200 Whitton Road
05 February 2015 01 September 2015 Twickenham

ENGLAND
Family 2-1 TW2 7BA

2 Adults 1 Juniors

Find people by name

Test Search Clear

Complete the Personal details for the member (Address is auto populated)

Add Individual m m
= | [oad
Contact Details Address
UNTEDKINGDOM | = [rwa 7ea [a]
niton Road
ckenh MDD, -

Once the details have been entered the system will redirect to the search screen, however this time
the system prompts the club to outline the relationship to primary and who is the primary member

Member Details Place Order
Details Mr Dad Test m

2 Members added to order

®

Family 2+1
£10.00 1 Y¥EAR 09/01/1979
Start Date Renewal Date
06 February 2015 01 September 2015 mburton@first-sports.com
e 200 Whitton Road
2 Adults 1 Juriors Twickenham
ENGLAND
TW2 7BA
Find people by name
Mr Mum Test

===
Mr -

: it 7
Mum

09/01/1979

mburton@first-sports.com

Whitton Road
Twickenham
ENGLAND

Continue this process until all the members are assigned. Select Place Order
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Member Details

Details Mr Dad Test
3 Memoers added to order

Family 2+1

£10.00 17EAR osmnere

S i mburton@first-sports.com

200 Whitton Road
ickerharm

Twi
ENGLAND
W2 78A

Mr Wum Test

09/0111979
mburton@first-sports.com
Whittn Road
Twickenham

ENGLAND.
W2 78A

Mr Son Test.

o/111979
mburton@first-sports.com

Whitton Road
Twickenham

o [ e |

cnild -

The system will now load the Pay Now or Pay Later options (see above for examples)

Order Surmmary

Crders
) 0263711 | Dad Test | 10.00 GBP

10,00
Q1

Sut Total

Payment Method

Please cnec

ms and the final payment amount

= to the payment gateway.

10.00 GBP

The family Membership will be created and all three individuals will hold the same scheme and the

relationships stated have been created
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