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Introduction

All players will be required to renew or register themselves individually on the system in order to
participate in the 2022/23 season.

Points of note for the 22/23 season:

e The 22/23 season will run from July 15 2022 until May 315 2023, please ensure your selling
date on the form is until 31/05/2023.

e We will be requiring clubs to submit club ‘roles’ through the system, e.g. President,
Treasurer, Mini Coordinator etc. — you will need to have a Non-Playing membership form
created in order for these people to register and be assigned to a role.

e Preventing duplicates in the system is a key focus this season — all members who have
registered in the previous two years should be renewing — when registering they should be
selecting themselves to renew in the form — this way they fill in a much shorter form, and
are not requested for ID etc. The system now has checks in place to identify potential
duplicates, these registrations go up the branch for approval, so registration will be slowed
down if your members choose to register instead of renewing.

o We added a new form called ‘Pre’ Minis, this is for clubs who are taking payments through
Sportlomo and have a pre-mini offering in their club. Please note this form is much like the
mini form in that ID is required (this is so in subsequent years when renewing, their ID will
already have been verified)

e **Forms will be available from July 1t 2022. If you require the forms earlier please contact
rugbyconnect@irfu.ie

1. How to create your forms for the 2022/23 season

Click on Membership Setup > Membership Types.

Sanctioning Membership Setup Reports
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You will be presented with a list of pre-created membership types the IRFU have created, that
contain all the information and terms and conditions we need the relevant members of your club to

input / consent to.

To view this years membership types you will need to enter in the 2022-23 in the Season drop
down.

Available Membership Types

Hame

Steps to add club specific terms or if your club wants to make age specific forms the steps to do so
our outlined below in section 2 and 3. If not, you are ready to ‘begin selling’ your memberships any
date from July 1%t 2021 onwards outlined in section 4.

2. How to add club-specific Terms and Conditions to your form:

You may want to add club-specific Terms and Conditions to your forms. To create your club terms
and conditions, click on ‘Content Pages’.

Membership Types
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Name & Season ¢ Membership Category & Category Status ¢ Actions
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On the resulting page, click Add to create new terms.
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Next, give your terms a title, leave the content type as the default Terms and Conditions and type or
copy & paste your club terms and conditions into the text box field. Click Save when finished.

Add New Content Page m

_

3. How to break your memberships down if your club wishes:
You can also create new membership types by returning to the Membership Types page and clicking
‘new’. You may want to create new membership types so as your Youth membership is split into U8,
U10, U12 etc.

Membership Types

Available Membership Types
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Name & Season ¢ Membership Category & Category Status ¢

Adult Player 2020-2¢ 2020-2021 Adult Player
Coach 2020-2021 2020-2021 Coach Form

Non-Playing Member

£ i g3

Youth Player 2020-2021 Youth Player

On the resulting page, give your new type a name and select the Category it is to be assigned to. In
this case, if we were to create a new U10 Membership Type, we would assign it to the Youth
Membership Category. Once selected, you can choose a DOB range to associate with the
membership type.

Membership Types

Add New Membership Type S

Name  Youth U10 2020-21
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4. ‘Begin Selling’ your memberships
The following steps can only be completed on or after July 1.

Once all Membership Types have been created, you can make them available for registration by
clicking the Begin Selling (small trolley) link for each type.

Membership Types

Available Membership Types
F
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Membership Category Category Status ¢
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You can enter a description for the Membership Type if you feel it is necessary, but this is not
required.

You must enter selling from and selling to dates.

Between these dates are when your registrations will be open to your members. (i.e. from today
until end of May 2023 (31/05/2023)

If you omit the ‘selling to’ date the form will expire in one day, please ensure you leave this until
the end of the season.

In the club price field, enter a price of 0 and click Save.

et = -
Name  Adult Player 2020-2021 + Youth Player | < Coach 2020-2021 + Non-Playing Member | < Adult Player 2020-2021

+ Youth U10 2020-21

Optional short
description - include

any program dates

Selling From  2020-07-21

Type Union Price Club Brice Total Fees User Pays Option:

Your memberships will now be appearing on the Irish Rugby Website: https://rugbyconnect.irfu.ie/

If you wish to accept membership payments through the Sportlomo system, please contact Eoin
Carney in Sportlomo directly on eoin.carney@sportlomo.com
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How to create a club-specific registration link

To allow members to begin registering, you can distribute a club-specific registration link to them. To

access this registration link, click the ‘Registration Setup’ in ‘Settings’ on the home page.

Members/Team Sheets Club Details
© Team Shests © Edit Profile
© Team Sheet Panels
Sanctioning Membership Setup
o®
o
© Mem
o
o
Accreditation Events
o FE
o
0"
© £
o
or
o

Membership

Settings

On the resulting page, click the pencil Edit icon next to your club details

Associations

View Associations

Copy the link from the Registration Link field and distribute this to your members to allow them to

begin registration.

Edit

@ Edit Club Profile

Name

https:/freg.spertlomo.com/club/IRFU/lei
nsterrugby/r

=
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Sending Expiry Emails

***this can only be done from July 1** 2021 when all members have expired****

Last season the IRFU sent expiry emails to all members, we will do so again this year, however not
until Mid-August. You may want to send expiry emails sooner — if so, you can do so in the

Go to ‘Notifications’ under ‘Communications’, and click on ‘Send Notifications’

Notifications List

& Send Notification

Notifications

On the first line click on;
Recipient Type: Members
Filter: Search Members

Notification Details

pe | Members Filtel Search Members Email Categan

Recipients Find Recipients Opted Out

Templat One-off Messay

Then Click on the Find Recipient Tab;
Here click on the 21/22 in Season
And ‘Expired’ in Membership Status

Notification Details

Notifications

2021 2022
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Once you have parameters set — the search brings back all the members below — you can select all
here by click on the checkbox beside ‘member id’, or individually select people.
Then you need to select ‘add to recipients’

You can check before you send all those it may be going to by clicking on the recipient’s tab:

Click back into notifications:

Notifications

Notification Details m

Testing

ment Chooss file | No file chosen

o
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You can now enter in the message you would like to send to all members —and click Send

Provided below is a sample template of an expiry email you could copy and paste.
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Dear Member

Your RugbyConnect registration for the 2021/22 season has expired. You will need to renew your registration in
order to be eligible to participate in rugby activities in the 2022/23 season. The renewal process allows you an
opportunity to update your personal information in RugbyConnect. All parents and guardians renewing

a youth membership will be required to upload a recent ‘headshot’ photograph, that will be used in team sheets
for the upcoming season.

Please renew as soon as possible so you can compete in games; you will not be eligible for selection on
ateam sheet until your renewal is complete.

You can renew by clicking on the following link; https://irfu.sportsmanager.ie/sportlomo/users/login
Please look for the RENEW button - scroll down if using a phone.
Renewing your registration has no effect on your current safeguarding status within the system.

If there is a youth currently registered on your account which needs to be updated to an adult registration and
therefore have their own account created, please see guide on: https://www.irishrugby.ie/running-your-
club/rugbyconnect/

Kind regards,
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Updating your Club Details

Please ensure you have filled in all your Clubs details on RugbyConnect.
To do this click Club Details > Edit Profile from the homepage.

Members/Team Sheets Club Details Membership

© Team Sheet Panel Match M
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Sanctioning Membership Setup Reports

On the resulting screen, fill in all relevant information. To ensure that your club displays correctly on
the registration portal page, it is important that you include a club logo, latitude and longitude co-
ordinates as well as your club website if available.

Update Club Details € Back

. _Options

=Profiles @ Registration Config

Club Details

Name Ashbourne

=5 | http:f/

53.5M82

638129

Who can | contact for more information about the RugbyConnect?
Please contact your Club Support Officer:
e Connacht: Zoe Langsdale — zoe.langsdale@connachtrugby.ie
e Leinster: Carol Maybury — carol.maybury@Ieinsterrugby.ie
e Munster: Bernadette Linnane — Bernadettelinnane@munsterrugby.ie
e Ulster: rugbyconnect@ulsterrugby.com

11
Irish Rugby Football Union
10-12 Lansdowne Road | Ballsbridge | Dublin4 | D04 F720
T +353 016473800 | F+353 016473801

www.irishrugby.com 0 o o IRFU



mailto:carol.maybury@leinsterrugby.ie
mailto:Bernadettelinnane@munsterrugby.ie
mailto:rugbyconnect@ulsterrugby.com

