
Season 2017 – Club Checklist 

  

 
 

ACTIONS 

GENERAL ADMIN 

 Are your Rugby Link users correct for 2017?  
Add/ edit/ delete Rugby Link Administrators 

 Check your organisation details are correct 

 Add/ edit Club Office Bearers 

 Check Notification Subscribers List  
*Note: there are additional notifications administrators can subscribe to in 2017 

 Check/ edit sibling/ family relationships if your Club is going to offer family discounts when 
registering 

 Check your Coaches/ Team Manager accreditations using the Accreditation Manager Report 

REGISTRATIONS 

 Review Player Registration Scenarios: 

 Online payments need your Club bank account details setup in the ARU Payment 
Gateway 

o If they are not set up or have they changed, please complete the Club 
Financial Details JotForm  

 Will you be allowing scheduled player payments? 

 Will you be allowing offline payment?  
*Note: online registration is mandatory in 2017. Scheduled payments will be released early 
in 2017 

 Create/update online registration products for PLAYERS and NON-PLAYING MEMBERS 
*Note: juniors will be required to setup a product for each age. Select the relevant role and 
sub-role for your non-playing members  

 Add your 2017 registration products to your NEW online registration sign-up form 
*Note: all Clubs must create a NEW online registration sign-up form to include new features 
(e.g. parent/ guardian workflow) 

 Check your players and non-playing members all have their Participants Logins 

COMPETITION MANAGEMENT 

 Submit your Team Nominations for your competition via Rugby Link  
*Note: check with your Competition Manager first  

 Assign players to their squad list 
*Note: this will assist with team selection prior to matches 

 Publicise Competition Information  

 Match Day Tasks: 

 Select team 

 Results entry 

 Player statistics, player incidents and player injury entry  
*Note: your Competition Managers will determine timelines of when these tasks must be 
completed by  

 Does your Club have a Best & Fairest player award?  
Player Votes in Rugby Link can track this for you, tying votes to a fixture  

NOTE: Rugby Link self-help guides can be found on the Rugby Link Resource Library webpage 
 
 
*As of 30 November 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

https://form.jotform.co/62768380395872
http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx
http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of checking your organisation setup. This includes your 
website, mailing address, social media information and contact details. Clubs will learn how to update and 
edit this information. The details entered will be displayed on the Organisation Information page that is 
accessible via the Club Finder (http://rugby.sportzvault.com/).    

 
Checking Organisation Setup 

Navigation in Rugby Link: Rugby Club name drop down > Organisation Details  

 Organisation Details: 
o Enter in your Club website 
o Add a description 
o Colours and Incorporation status are optional  

 
 
 
 

 Social Media: 
o Enter in your Facebook ID and Twitter Handle 

 
 

 Contact Details: 
o Enter in your Rugby club’s postal address, name and contact details of your Club’s main contact 

(usually a registrar) 

 
 

NOTE: ‘Organisation Full Name’ and ‘Abbreviation’ can only be changed by ARU. If you have recently 

changed your Club name, please complete the ARU New Club/ Name Change Form found here 

http://rugby.sportzvault.com/
http://www.aru.com.au/runningrugby/PolicyRegister.aspx


General Admin - Checking Organisation Details 

  

Page 2 
 

 

 Home venue: 
o Enter in the address of your home Rugby ground 

 
 
 

 Click “Update”  

 
 Confirmation will appear at the top of the screen 

 
 Change logo: 

o “Click here to change logo” 

 
 “Choose File” 

 “Upload and Preview” 

 
 
 
*As of 5 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: an address needs to be supplied, as PO Boxes do not appear in the Club Finder 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of adding administrators. This can be performed by your 

Club’s principal user or administrators with the ‘user manager’ role ticked.  

Note, in Rugby Link, Club administrators are referred to as ‘users’. 

 
Adding Administrators  

Navigation in Rugby Link: Rugby Club name drop down > User List 

 Click “Add New User”  

 

 Login ID: an ID must be at least 4 characters long and can only contain alphanumeric characters OR can 

also use an email address.  

 User name: a person’s full name 

 Email: valid email address of the user, you can enter up to 3 addresses separated with a semi-colon(;).  

 Mobile Phone Number: optional 

 User Roles: 

o SITE MANAGER allows; Higher level website and competition related maintenance which is 

typically related to 'setup' or 'configuration' tasks. 

o USER MANAGER allows; Access to create and maintain other users. Warning - any user who has 

this role can effectively then grant themselves any other role. 

o CONTENT MANAGER allows; Website content related maintenance (e.g. create and maintain 

Html content, home page, News, Events, Slideshow Galleries). 

o RESULTS MANAGER allows; Competition results related maintenance (e.g. clubs: results and 

scores update, associations: match confirmation, exception reports etc.) 

 

NOTE: IDs are unique throughout the system, so you cannot create an ID that is already in use 

NOTE: When creating a new user, check ‘Send user welcome email’, this will send an automatic welcome 

email to the new user  
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o PERSON MANAGER allows; Creation, editing, deleting of person records (e.g. Players, Contacts, 

Umpires and tasks related to person records). 

o EMAIL SENDER: Sending of email messages (exception: SITE MANAGER can also send Fantasy 

League messages). 

o SMS SENDER allows; sending of SMS messages, ordering SMS credits.  

o FINANCIAL MANAGER allows; Access to tasks relating to financial information – (e.g. 

payments/subscriptions made by players or other people in the system). 

 Additional ‘special roles’ that are not available in all cases: 

o SYSTEM ADMIN allows; Access to high level system administration.  

o ADMINISTER CHILD allows; A user within an organisation which manages competitions between 

other 'child' organisations to 'administer' a child organisation without requiring a separate login 

to that organisation. For example, an association user with the role can 'administer' one of its 

participating clubs directly from the dropdown list on the administration home page.   

 Grade Access: 

o By default, a user has access to all grades that are relevant to their organisation. This can be 
restricted as follows: 

 Click the Select Grades radio button 
 Select one or more grades from the Available Grades list box 
 Click the Add button 
 Save the user account 

 Person Role Access: 
o By default, a user has access to all person records within their organisation irrespective of the 

Person Roles (eg PLAYER, CONTACT) the the person record has. This can be restricted as follows: 
 Click the Select Person Roles radio button 
 Select one or more Person Roles from the Available Person Roles box 
 Click the Add button 
 Save the user account 

 Click “Update”  

 

NOTE: A user which has restricted grades assigned will only see their 'allowed' grades in any grade 

dropdown list 

 

NOTE: A user which has restricted Person Roles assigned will not be able to access any person record 

for editing or viewing which does not hold at least one of their allowed roles 
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 Confirmation will appear at the top of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

*As of 2 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of editing and deleting administrators. This process can 
be completed by your Club’s principal user.  
 
Note: in Rugby Link, Club administrators are referred to as ‘users’. 

 
Editing Administrators  

Navigation in Rugby Link: Rugby Club name drop down > User List 

 Click “Edit” to make changes to an individual’s user record 

 
 Check the user’s roles and grade restrictions 

 Click “Update” 

 

 Confirmation will appear at the top of the screen  
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Locking Administrators  

Navigation in Rugby Link: Rugby Club name drop down > User List 

 Select ‘Lock Account’ from the ‘Other Actions’ drop down  

 Click “Go” 

 

 Confirmation will appear at the top of the screen 

 

 A red padlock  will also appear under the ‘Status’ column to show the access is locked  
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Deleting Administrators  

Navigation in Rugby Link: Rugby Club name drop down > User List 

 Select ‘Delete User’ from the ‘Other Actions’ drop down  

 Click “Go” 

 

 Confirmation will appear at the top of the screen 

 An orange dash will also appear under the ‘Status’ column to show the user has been deleted when 
‘Show deleted users’ is ticked 
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 Changing Principal User  

Navigation in Rugby Link: Rugby Club name drop down > User List 

 Select ‘Set as Principal User’ from the ‘Other Actions’ drop down  

 Click “Go” 

 

 Confirmation will appear at the top of the screen 

 

 A green man will also appear under the ‘Status’ column to show the user has been changed to the 
principal user 

 
 
 
 
 
 
 
 
 
*As of 26 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
support.interactsport.com
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains that process of Club administrators adding designated contacts for 

Parent Organisations. This will aid the Parent Organisation’s (Competition or State) communication process to 

a designated member(s) from each of their Clubs/ Associations. 

 
Adding Contacts for Parent Organisation 

Navigation in Rugby Link: Rugby Club name drop down > Contacts for Parent Organisations 

 Click on ‘Contacts for Parent Organisations’ within Club name dropdown 

 

 Select Parent Organisation (either Competition or State) 
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 Click “Add a new designated contact” 

 

 Select record from within the Club’s Person List 
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 Click “Add” 

 

 Select options: 
o Receive email, and/ or 
o Receive SMS 

 Click “Update all changes” 
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 Confirmation will appear at the top of the screen 

 Designated contact(s) email and mobile phone details will also display 

 

 Repeat steps above to add additional designated contacts, if desired 
 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 5 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of adding your Office Bearers to your organisation. Your 
Office Bearers will be displayed on the public Office Bearers page if you have a Club/Association's 
(Sportzvault) website.   

NOTE: Clubs can select Office Bearers from their list of active, inactive players or contacts. 

 
Adding Office Bearers 

Navigation in Rugby Link: Rugby Club name drop down > Office Bearers  

 Click “Create Item”  next to the item where the new item will appear under (i.e. this will be a 'child' item) 
o For example, to create an item at the top level, click the image next to the Office Bearers item 

 
 Enter a title for the item 

 Select the person for this item by choosing from players or contacts 

 Indicate whether to display the person's email address and/or contact numbers on the public site by 
changing the relevant options 

 Click “OK” 
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 The item will display in the relevant location in the tree 

 Click “Apply Changes” 

 
 

 Repeat for all relevant Office Bearers, for example: President, Vice-President, Secretary, Registrar, Treasurer 
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Editing Office Bearers 

Navigation in Rugby Link: Rugby Club name drop down > Office Bearers  

 Click the item name link, e.g. “President” 

 
 The item opens for editing 

 Follow the instructions above in Creating new items to update the item 

 Click “OK” 

 
 Click “Apply Changes” 
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Deleting Office Bearers 

Navigation in Rugby Link: Rugby Club name drop down > Office Bearers  

 Click the item name link, e.g. “Secretary” 

 
 The item opens for editing 

 Click “Delete” 

 
 Click “Apply Changes” 
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Copying Office Bearers from Previous Season 

Navigation in Rugby Link: Rugby Club name drop down > Office Bearers  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*As of 17 November 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: Titles from a previous season will be copied and can be edited before saving your office bearers 
each season 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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Rugby Link users can add themselves to their Club’s Notification Subscribers List following the below steps to 
ensure they receive an email notification anytime one of the below requests/ disputes are submitted: 

1. CLEARANCE/ PERMIT REQUEST: Request for clearance/permit is entered or the clearance status 
changes. User that created the request is always notified. Clubs also notified when a player is 
transferred in or out of the club. This is mandatory.  

2. MATCH DISPUTE: A Club disputes a match within your selected grades. Users that entered the result, 
and dispute the match results are always notified. This is mandatory. 

3. ONLINE REGISTRATION RECEIVED: An online registration has been received by your organisation. This 
is optional. 

4. SYSTEM NEWS: System news has been updated (daily digest). This is optional. 

 

Notification Subscribers List 

Navigation in Rugby Link: Rugby Club name drop down > Notification Subscribers List 

 Adding subscribers, e.g. ‘online registration received’ 

 Click “Add” 

 

 Select user from drop down 

 Ensure action ‘Email Notification’ is selected  

 Click “Add” 

 

 Repeat above steps for all Notification Subscribers Lists  

 
*As of 5 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of creating sibling family relationships for EXISTING 
players. This is essential for family discounts.  

NOTE: New families can create their own sibling family relationships via the online registration process.     

 
Adding Family Relationships 

Navigation in Rugby Link: Competition Participation > Registrations > Registration Manager 

 Search for a participant’s record 

 Click “Edit” 

 

 Click “Family Relationships” tab 
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 Select ‘Sibling’ from dropdown 

 Click “Add Family Member” 

 Enter in Name or ID of sibling 

 Click “Search” 

 
 

 Click  next to sibling 
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 Confirmation will appear at the top of the screen 

 
 

 Repeat for all sibling relationships  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*As of 7 December 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of checking accreditations for your coaches, team 
managers and members including Smart Rugby, coaching and refereeing qualifications.  

 
Accreditation Manager Report 

Navigation in Rugby Link: Competition Participation > People > Accreditations > Accreditation Manager 

 Filter by ‘Accreditation Type’ and ‘Accreditation’ 
o For example, ‘Other’ and ‘Smart Rugby’ 

 Filter by ‘Person Role’ 

 Click “Search Accreditations”  

  

  will appear for CURRENT accreditations 

  will appear for EXPIRED accreditations  

  

 

NOTE: Accreditations are current, however there is an ARU merge process currently underway which will 

ensure ALL accreditations display on an individual’s record (ready late-2016) 
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Checking an Individual’s Accreditation  

Navigation in Rugby Link: Competition Participation > People > Person List 

 Filter by ‘Role’ 

 Search by ‘Person Name or ID’ 

 Click “Display List” 

 

 Double click the individual’s record 

 Click “Accreditations” tab  

 

 ‘Current Accreditations’ will appear with  under ‘Status’ 

 

 ‘Expired Accreditations’ will appear with under ‘Status’ 

 
 

*As of 26 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of adding new members using Registration Manager and/ 
or Add New Person and assigning the member with the relevant role, e.g. ‘player’.    

 
Adding New Members 

Navigation in Rugby Link: Competition Participation > Registrations > Registration Manager 

 Check the member does not already have a record in Rugby Link  
 

 If the record is found, a clearance will be required 

 
 
 
 
  

NOTE: Clearance rules apply for a member who already exists in Rugby Link 

NOTE: UNAFFILIATED player clearances are granted by ARU regularly 
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 Click “Add New Player” 

 

Alternative Navigation in Rugby Link: Competition Participation > People > Add New Person 

 Before you create a new player you must search for an existing record of the player. This is an important point 
of account validation and stops the formation of duplicates.  

o If the search provides an EXISTING player RECORD please cross check against DOB and suburb  
 

 

 

  

NOTE: Clearance and Transfer rules apply for a member who already exists in Rugby Link 
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 If your player is NOT found, Click “Create New Person” 

 

 Enter in your player’s details 
o ‘Role’ and ‘Sub Role’ are MANDATORY 
o An ‘Email’ address, ‘Role’ and ‘Date of Birth’ are also essential 

 

 Click “Add” 
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 Confirmation will appear at the top of the screen 

 The record will now appear in your Club’s ‘Registration Manager’ and/ or ‘Person List’   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*As of 16 December 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the different tabs available in the member record. There are multiple 
processes for editing and updating member records. Clubs will understand how to update and edit an existing 
member record in your Club’s database.  

 
Member Record Tabs 

Navigation in Rugby Link: Competition Participation > Registrations > Registration Manager 

 Click “Edit” 

 

  ‘Personal Details’ tab:  
o Displays all contact, address and personal details for the member  
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 ‘Roles’ tab:  
o Displays the current roles a member has attached to their account 
o Can add new role(s) by clicking “Add Role”. For example, a player may also be a “member”. 

 
 

o By clicking the checkbox “Show role history in all organisation” you will be provided with a complete 
history of roles and clubs a member has been attached to.  

  

  ‘Registration’ tab: 
o Displays the current registration attached to a member. This occurs automatically after a player has 

registered ONLINE 
o Alternatively, this will show once your Club administrator has registered the member manually  

 

  

NOTE: player roles are automatically added when a player registers ONLINE 
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 ‘Custom Fields’ tab: 
o Displays fields are defined by ARU and your Club 

 

  ‘Public Profile’ tab: 
o Displays any player portraits added against the record 
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 ‘Payments’ tab: 
o Displays all member payments, including online and offline payments 

 

 ‘Accreditations’ tab: 
o Displays all member accreditations including current and expired accreditations  
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 ‘Family Relationships’ tab: 
o Displays all member relationships including parents and/ or siblings  
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Editing, Updating Records via Person List 

Navigation in Rugby Link: Competition Participation > People > Person List 

 Your list of members will display in the Person List/Search page 
 

 You can refine your search by: 
o Selecting role and sub-role 
o Display ‘Advanced Search Criteria’ – additional searching fields including person name or ID, date of 

birth range and gender 
o Display ‘Output fields’ – administrators can choose up to 20 fields of information that can be 

displayed next to a member record when the search is generated 

 Click “Display List” 

 

 

 

  



General Admin - Editing, Updating Records 

  

Page 7 
 

 Once have selected the member record you wish to edit, double click on their name 

 The record will then appear in a pop up window and you will be able to add or edit any personal fields 

 

 The email field will be the most common field that will need to be added or edited and this is the most 

efficient way of completing this task. Remember to always hit “update” when you have finished editing the 

record so that the change takes effect. 

 Close the person edit window and view the updated player record by clicking ‘Display List’ 
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Editing, Updating Records via Person Detail Edit 

Navigation in Rugby Link: Competition Participation > People > Person Detail Edit 

 This is a page used for quick and easy updating of a member’s contact details (email, home/ mobile phone 
and date of birth) 

 You can refine your search by selecting ‘Role’ and ‘Sub-Role’ 

 Click “Search” 

 

 Once have found the member record you wish to edit, click the ‘Pencil’ 
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 The email, phone and date of birth fields will now be editable. Make the necessary changes and click the 

‘Green tick’ 

 

 The updated details will now appear in the list and confirmation will appear at the bottom of the page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
*As of 12 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of creating custom person filters. These can then be 
applied to a ‘Custom Person List’.     

 
Custom Person Filters 

Navigation in Rugby Link: Competition Participation > People > Custom Person Filters 

 Click “Add New Filter”  

 

 Enter in ‘Name’ and ‘Description’ 

 Ensure ‘Filter Type’ is “Dynamic” 
 

 Select ‘Role’  

 Click “Display Advanced Search Criteria” 

 

  

NOTE: Dynamic filters will update automatically 
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 Under ‘Registration’ select: 
o ‘Association’ (competition your Club competes in) 
o ‘Registration Period’, e.g. 2016 
o ‘Registration Type’, e.g. Any Type (will display any role selected above who is registered) 

 

 Click “Preview” 

 Click “Save” 

 

 Confirmation will appear at the top of the screen 

 

 



 General Admin – Custom Person Filters 

  

Page 3 
 

Custom Person Lists 

Navigation in Rugby Link: Competition Participation > People > Custom Person Lists > Manage 

 Click “Add New Custom List”  

 

 Enter in ‘Title’ and ‘Description’ 

 Select ‘Person Filter’ from drop down 

 Tick ‘Custom Fields’ and ‘Player Fields’ 

 Select ‘Available Fields’ and “Add” to ‘Chosen Fields’ 

 Click “Save List” 

 

 Confirmation will appear at the top of the screen 

 

 

*As of 16 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

NOTE: to view Custom Person List click “Back to Custom List Manager” and then “View” your List 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of Club administrators submitting duplicate/ merge 
requests in Rugby Link.  
 
A Person Merge involves the combination of two person records (i.e. two different IDs) into one ID. In a 
person merge, the 'From ID’ roles, relationships and registrations are transferred to the 'To ID’ (personal 
details remain), then the 'From ID’ is deleted.  
 
NOTE: these duplicate/ merge requests will be need to be approved by your Member Union. Once a merge 
has been completed it CANNOT be undone. 

 
Duplicate/ Merge Requests 

Navigation in Rugby Link: Competition Participation > People > Duplicates > Duplicates Report 

 The ‘Person Duplicate Report’ can be filtered based on 3 selections of ‘match criteria’. We recommend: 
o First name, Last name and DOB exactly match and DOB is provided on all records, and 
o Search for duplicates linked to your current organisation only  

 Click “Go” 

 

 Next to the duplicate records you wish to merge click ‘submit for merge’ 

 

 You will be taken to the ‘Person Merge Request’ screen  
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 Please ensure that the ‘To Person ID’ is the record with the most up to date personal information, as this is 
the information that will be retained  

 

 

 When happy that the ‘To Person ID’ is correct click “Submit Merge” 

 

 Confirmation will appear at the top of the screen 

 

 You can review the status of all submitted merges via the Person Merge List. Click “View existing merge 
requests”  

 

 All future and past merges are listed in the table. The table can be filtered by: 

 PENDING: Merges that have not yet occurred. Pending merges can be removed from the list by clicking 
the Remove link. 

 MERGED: Merges that have occurred in the past. 

 ERROR: Merges that were attempted, but failed for some reason. These should be referred to technical 
support. 

 

 Member Unions will need to ‘approve’ the merge request in order for the merge to be completed overnight* 

 

  

NOTE: Roles, Registrations and Match Information are kept from BOTH records 
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 The following day Club Administrators will see their completed merges in their Person Merge List by 
selecting ‘Merge Completed’ from the drop down 

 

 

Information for Member Union Administrators 

 *Please note that if a Member Union decides to reject a merge request, the State Union administrator will 
need to visit the Club in Rugby Link and remove the requested merge from the ‘merge request list’. The merge 
will appear in the ‘awaiting approval’ list and the ‘remove’ icon will need to be selected. 

 The Organisation’s ID who requested the merge is available by double clicking on the record that has been 
requested for merge. The ID is available next to the person who lodged the request (see screen below) 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 16 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of searching Club members via the Person List and 
Registration Manager.  

 
Searching Club Members  

OPTION 1: Person List 

Navigation in Rugby Link: Competition Participation > People > Person List 

 Your list of members will display in the Person List  

 You can refine your search by: 
o Selecting role and sub-role 
o Display ‘Advanced Search Criteria’ – additional searching fields including person name or ID, date of 

birth range and gender 
o Display ‘Output fields’ – administrators can choose up to 20 fields of information that can be 

displayed next to a member record when the search is generated 

 Click “Display List” 

 
 
 
 
 

NOTE: double click a record to edit/ view additional details 
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OPTION 2: Registration Manager 

Navigation in Rugby Link: Competition Participation > Registrations > Registration Manager 

 Your list of members will display in the Registration Manager 

 You can refine your search by: 
o Selecting role and sub-role 
o Selecting ‘Registration Type’ 

 Click “Search”  
 

 
 
 
 
 
 

 

 

*As of 5 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

NOTE: click “Edit” to edit/ view additional details 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of how Club administrators can send participant logins. 

This will enable the participant to log into the online registration forms and also the participant portal where 

they can update their details and check their registration status.  

Club admins are able to perform the following actions via the Participant Login Management screen: 

1. Send Login Invites: create new participant accounts is completed via an email invitation, provided a 
valid email address exists on the record. Login invites are sent and the participant will click a link 
within the email to create an account and set their own password. 

2. Reset Passwords: when a participant already has an account, Club admins can change the password 
to a random password (system generated) and send a password reset email to the person.  

3. Unlock Accounts: a participant may have a locked account which will show as ‘Locked’ in the ‘Status’ 
column. Clubs admins can select ‘Unlock Account’ from the actions drop down to send a password 
reminder email to the person. Note: it will not reset the password.  

 
The bulk Participant Login Management screen provides feedback about each action that is performed.  

 
Send Login Invites 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘No Account’ 

 Click “Search Participants”  
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 Select individuals or ‘Select All’ 

 Select “Send Login Invite” from the actions drop down 

 Click “Perform Action”  

  
 

 Confirmation will appear at the top of the screen 
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 Example of Login Invite email sent: 

 

 

  

NOTE: Sending Login Invites and Resetting Passwords will return the following codes in the ‘Results’ 

column:   

 INVITE OK: the email address is not in use and an invite was sent to create the account.  

 INVITE OK (1): the email address is already being used as a login ID by another participant. In this 
case, the participant using the email address as their ID can log into the existing account and link 
the new participant record to it. An email is sent to the participant containing these instructions.  
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Reset Passwords: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Active’ 

 Click “Search Participants”  

 

 Select individuals or ‘Select All’ 

 Select “Send Reset Password Link” from the actions drop down 

 Click “Perform Action”  

 
 

 

  

NOTE: Login ID indicates the type of login ID being used by a participant. This will be useful when 
participants are unsure of which login ID they are using (i.e. their Rugby Link ID or email address) 
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 Confirmation will appear at the top of the screen  

 

 Example of Reset Password email sent: 
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Manually Reset Passwords: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 
 
 
 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Active’ 

 Click “Search Participants”  

 
 

 Click arrow on left hand side of record 

 Click “Change Password” 

 
 

 New password will display on the screen 

 
 
 

  
NOTE: You will need to email this password to the participant 

NOTE: This option is only available when the account is ACTIVE 
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Unlock Accounts: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Locked’ 

 Click “Search Participants”  

 
 Select individuals or ‘Select All’ 

 Select “Unlock Accounts” from the actions drop down 

 Click “Perform Action”  
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 Confirmation will appear at the top of the screen  

 
 

 Example of Unlock Account email sent: 

 
 

 

*As of 23 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
support.interactsport.com
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link transition guide explains three key steps required for setting up registrations.  
 
Note: Please refer to Rugby Link Transition Guide 2 and FAQs – Registrations.   

 
Setting up Registrations 

Navigation in Rugby Link: Competition Participation > People > Custom Person Fields 

 STEP 1: Create Custom Fields 
o Consider any Club specific information you would like to collect from your members this season 

and create custom fields. 
o These fields will be collected via your online registrations forms and attached to the player’s 

record. 
 
Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 STEP 2: Create Registration Products 
o Consider your registration products (players and non-playing members) your Club will offer and 

set your membership fees. 
 
 
 
Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 STEP 3: Create Online Registration Forms 
o Consider your registration forms (players and/ or non-playing members) your Club will offer 

using the appropriate templates, custom fields collected and the payment methods available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 26 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

NOTE: NPIL and NPRF is determined by the registration type  

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of creating custom fields to collect Club specific 
information.  This will enable Rugby Clubs to collect additional information about their members that are 
separate from the ARU’s mandatory data collection fields. These fields can be collected via the online 
registration form and will be attached to individual member records. 

 
Creating Custom Fields & Club Specific Requirements:   
 

Navigation in Rugby Link: Competition Participation > People > Custom Person Fields 

 Click ‘Add New Custom Field’ 

 

 Choose a ‘Name’ and ‘Description’ for your field 

 Choose from the ‘Field Types’   
o For example, a Drop Down list to select sizes or Radio Button List for Yes/ No options 

 

 Enter ‘Options’, separated by a comma  

 

 Ensure ‘Prohibit editing by logged in participants’ remains un-ticked so this field will display on your member 
records and online registration form 

 

 



Registrations - Creating Custom Fields & Club Specific Requirements  

  

Page 2 
 

 Attach this custom field to a certain role type 
o For example, attached to ‘Players’. This information will be capture on the player registration form 

 

 Leave ‘Active’ check box ticked 

 ‘Sort Order’ refers to the order in which this custom field appears on this page and on the member records 
(when multiple custom fields exist). Enter a value greater than the number of fields in the list 

 Click “Update”   

 Confirmation will appear at the top of the screen 

 

 Custom fields will be displayed in each individual record  
o Navigation in Rugby Link: Competition Participation > People > Person List 
o Navigation in Rugby Link: Competition Participation > Registrations > Registration Manager 

 

*As of 26 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide outlines the process of setting up a player registration form. Every Club will 
need to create and publish at least one online registration form to enable their players and non-playing 
members to register for the new Rugby season. 
 
NOTE: Online registration is mandatory is 2017.  

 

Definitions 

Rugby Link Term Definition 

Registration 

Form 

 

Sometimes referred to as a Sign-up Form, a Registration Form is the template used to 
gather player information as part of the registration process.  Registration Forms must be 
based on one of the available ARU templates but can be edited/renamed to cater for 
Club specific requirements.   
 
Clubs must add a Registration Type/Product to their form to determine the type of 
registration the player or non-playing member is signing up for. More than one 
Registration Product can be added.  Other non-Registration Products (referred to as 
Saleable Items), such as Club merchandise, can also be added to a Registration Form. 

Registration 

Product 

There are two types (classes) of Registration Type/Product: 

 Membership Type, and 

 Saleable Item 

Membership 

Type 

Membership Types/Products define the types of registration/membership a Club offers 
(for example, junior, senior and/ or non-playing member).  As part of the registration 
process, it is mandatory that a Club sets up one or more Membership Types/Products 
and attaches these products to a registration form template. 
 
Club fees are attached to Membership Types/Products. 
 
Membership Types/Products must be based on one of the available ARU templates, 
Junior (age splits), Seniors and/ or Non-Playing. Clubs can edit/rename to cater for Club 
purposes.   
 
Note: Casual participant registration is available for senior players ONLY and caters for 
those players that are playing a one off match, trialing or only available for a limited 
number of matches e.g. 3-4. Casual registrations MUST be completed as an offline 
process. 

Saleable Item A type of Registration Product that can be offered to renewing members for optional 
purchase as part of the registration process. For example, jersey and socks, or tickets.  

Participant 

Logins 

Participant logins include a participant’s login ID (their Rugby Link ID) and password.  
We recommend you send your member’s their participant logins prior to registration to 
ensure all member records, with an email address attached, receive their login details 
aiding the online registration process.   

Family 

Relationships 

Family relationships including parental and sibling relationships will need to be created in 
Rugby Link to ensure the family registration process and family discounts follow the 
correct procedures. 
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The Steps 
 

STEP 1 Create custom fields (OPTIONAL) 
Consider any Club specific information you would like to collect from your members this season 
and create custom fields.  These fields can be attached to your player records and registration 
forms.     

STEP 2 Create your Membership Type(s)/Product(s) 
Consider what registration types your Club wants to offer and set your membership fees 
accordingly. Start by naming your first product then follow Steps 3-6.  Repeat for each product. 

STEP 3 Set your Registration Settings 

A critically important step that will ensure fees calculate correctly and your renewing member 
records are correctly classified and marked as registered. 

STEP 4 Enter TOTAL Fee payable by Registering Player 

STEP 5 Set your Subscription Settings (Date Restrictions and Player Role)  

STEP 6 Apply any Discounts (OPTIONAL)  

STEP 7 Create any Saleable Items (OPTIONAL) 

STEP 8 Select the appropriate Registration Form template 

Registration Forms must be based on one of the available ARU templates but can be edited/ 
renamed. 

STEP 9 Decide the Payment Method(s) you wish to offer  

STEP 10 Add Custom Fields (OPTIONAL)  

STEP 11 Attach your Registration Type/Product(s) to your Registration Form 

STEP 12 Preview your Registration Form 

STEP 13 Publicise your unique Registration Form link 

 

  

NOTE: The Registration Type selected under Registration Settings must ALWAYS be the 
Competition that Club competes in 

NOTE:  The Total Price entered on your Registration Form must be the total amount payable, 
including all Insurance, Member Union and Competition fees PLUS your Club Membership fees 

NOTE: In some states, government vouchers are available to players to subsidise their 
participation in sporting activities, For example, NT, QLD and WA.  If a registering player has a 

voucher, offline payment may be preferred to ensure the player is not out-of-pocket 
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A Detailed Example 

STEP 1: Create custom fields (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > People > Custom Person Fields 

 Please see ‘Creating Custom Fields and Club Specific Requirements’ self-help guide 
 

STEP 2: Create your Membership Type(s)/Product(s) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 

 

 

 

 

 Click ‘Add member subscription product’  

 

 Follow Steps 3-6.  Repeat for each product 

 

NOTE: 

 Junior Clubs will need to create a product for each age group (inherited from the Registration 
Type) 

 Recommended that all registration products are added to one registration form, assists with 
family discounts and publication of the unique registration link 

 Products can be both membership/registration types OR saleable items by change the ‘Class’ of 
the product 

http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx
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STEP 3: Set your Registration Settings 

 It is essential that ‘Registration Settings’ are set FIRST 
o ‘Automatically register participants to’: select the applicable competition level above your Club 
o ‘Registration type’: your selection here is important as it will determine age bands and ensures all 

National Insurance and Participant Registration fees are inherited to your registration form 
o ‘Registration period’: current year should be selected  

 

  
 

 Name your Registration Type/Product 
o The name you give this product will be displayed to renewing players/parents on your online 

registration form and player login screens 
o Description can be used to remind/ reinforce key information with registrants. For example, describe 

what payment option is being selected 
 

 

  

Automatically inherited 

from ARU template 

Determines age bands 

and registration fees 
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 Choose ‘Class’ 
o In the case of player and non-playing member registrations, ‘Membership Subscription/ 

Registration’ should ALWAYS be selected 
o ‘Saleable item’ is selected for merchandise and optional items specific to each Club - See STEP 7: 

Create any Saleable Items (OPTIONAL) 
 

 

 
STEP 4: Enter TOTAL Fee payable by Registering Player 

 Enter the total ‘Price’ of your product 
o When setting the price for your membership product(s) the amount entered must be the combined 

TOTAL of National Insurance PLUS Participant and Competition Registration Fees PLUS your Club 
Membership fees (added on top) 

 

 

 Rugby Link requires that online payments reach a minimum amount, enough to cover National Insurance 
and any Affiliate Fees payable to Member Unions and/or Competitions.  An error screen (see image below) 
will appear if the total price entered is less than the minimum mandatory payment required 

 

  

NOTE: All amounts entered must be GST inclusive 

Minimum mandatory payment  

(covers all national and competition 

fees payable) 

Price MUST be the same or 

greater than minimum 

mandatory payment 
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 Option to select ‘Simple’ or ‘Advanced’ price  
o ‘Simple’: often used in senior registration products where all registrants pay the same price, 

regardless of any family discounts 
o ‘Advanced’: required for all junior registration products where at least one age group is receiving a 

family discount. The discount will be deducted from the Club component of registration fees and will 
be automatically calculated during the online family registration process 

 

 
 Ensure ‘Active’ is ticked   

 

NOTE: ARU recommends you select ‘Advanced’ pricing for ALL junior products, even if no discount is applied 

(enter the same amount for all family members). This will ensure all products can be added to one registration 

form and the family discount loop will process correctly 
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STEP 5:  Set your Subscription Settings (Date Restrictions and Player Role) 

 ‘Available from’ and ‘Available until’ (OPTIONAL): 
o Change when you want your registration product available to the public to register to 

 ‘Start date’ and ‘End date’ (OPTIONAL): 
o If entering any dates we suggest the date range is for the duration of your Rugby season 

 

 Player and/ or Non-Playing Member Role 
o When setting up a membership type/product, you will always need to nominate the ‘Person Role’ 

that will be assigned to the participant once they register 
o In the case of player membership products ‘Person Role’ MUST be either: 

 ‘Player: Junior’ or  
 ‘Player: Senior’ 

o In the case of non-playing membership products 
‘Person Role’ can be either: 

 ‘Team Official: Coach’ 
 ‘Team Official: Team Manager’ 

STEP 6: Apply any Discounts (OPTIONAL) 

 Clubs have the ability to offer two types of discount: 
o ‘General Discount’ (dollar value) can be applied, along with a description, or 
o ‘Early Discount’ can be applied by nominating a discount price and a cut-off date. Registration will 

revert to ‘normal’ price once the nominated date has passed 

 Click ‘Update’  
 

STEP 7: Create any Saleable Items (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 Click ‘Add member subscription product’ 

 
 

Choose ‘Saleable Item’ to create 

products such as club merchandise 

NOTE: When applying a discount, ensure the total ‘Price’ minus the discount value remains greater than 

the minimum mandatory payment amount.  See Step 4 for further information 
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 Name your Saleable Item 
o Add a description (Optional) 

 
 

 Choose Saleable Item ‘Class’ 

 
 

 Enter the ‘Price’ of your Saleable Item 
 
 
 

 Select an ‘Available from’ and ‘Available until’ date (Optional)  

 Apply ‘Discount’ (Optional), if desired - See STEP 6: Apply any Discounts (OPTIONAL) 

 Ensure ‘Active’ is ticked  

 Click ‘Update’  
 

STEP 8: Select the appropriate Registration Form template 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click ‘Add new registration form’ 

 Select a registration form template from the drop down box 

 Click ‘Refresh’ 
 

 
 

 Clubs have the ability to re-name their registration forms to whatever they chose  

NOTE: All amounts entered must be GST inclusive 
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 ‘General Settings’ 
o Rename your form 
o Change status to ‘Active’ 
o Enter the Club contact name and email address that you would like to appear throughout the 

registration process 

 

  
STEP 9: Decide Payment Method 

 Clubs have the ability to enforce ONLINE payment only, or to provide payment options to their renewing 
members.  The range of payment options available are: 

o Online payment ONLY  
o Online payment PLUS Offline payment 
o Online payment PLUS Scheduled Part Payments (coming in early 2017) 

 If your Club is offering  
o Only online payment - no ‘Payment Settings’ need to be changed 
o A choice of online or offline – tick the ‘Allow Offline Payment’ box  

 
  

NOTE: Be aware that Clubs will need to manually collect and reconcile offline payments, including 
payments to Insurer, Member Unions and Competitions, if an offline payment option is offered. 

If you reside in a state where government vouchers are offered, you may wish to offer offline payment to 
ensure players are not out-of-pocket. 

 

 

NOTE: Online registration is MANDATORY in 2017. In some Member Unions Online payment is also 
MANDATORY, check with your Competition for your Club’s specific requirements 
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 If you choose to ‘allow offline payments’ a description can be added to assist with the collection of fees  
 

 GST/ ‘Tax rate’ should ALWAYS remain 0.00%.  All fees entered into Rugby Link should be GST inclusive 

 

STEP 10: Add Custom fields (OPTIONAL) 

 ‘Form Fields’ 
o ‘Personal Fields’ are fields inherited from the ARU template and cannot be re-ordered or removed 

from the registration form 
o ‘Other Fields’ are also inherited from the ARU template and may be locked (indicated by a padlock). 

You can re-order these fields plus add your own custom person fields. There is also the option to 
make other fields mandatory by ticking the checkbox 

 

 

NOTE: The new Parent/ Guardian fields including name, email, phone and address will automatically be 
collected for any player under 18 years 
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STEP 11: Attach your Registration Type/Product(s) to your form 

 Recommend that all registration products are attached to a single registration form 
 

 In the case of Membership/Registration products, the registrant can only select one membership/ 
registration product   

 

 In the case of Saleable Items, these are optional purchases only, and more than one item can be selected if 
desired 
 

 To add a product(s), go to ‘Registration Type/Products’ 
o In the top row, select and ‘Add’ the relevant Membership/Registration product(s).  If you add more 

than one product here the registrant will have to make a choice. 
o In the bottom row, select and ‘Add’ any Saleable Items you wish to offer (optional).  The registrant 

will be able to choose multiple items in this section. 
 

 

 ‘Advanced settings’ 
o Create logins for new registrants 
o Display payment split information if possible 
o Allow signups on behalf of family members (important for family discounts) 

 Click ‘Update’ 

 

 

  

Saleable Items  

should ONLY appear here 

(BOTTOM row) 

Registration/membership 

products should ONLY  

appear here (TOP row) 
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STEP 12: Preview your Registration Form 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 ‘Preview’ your registration form to ensure all information is displayed as desired 

 ‘Edit’ form to make any adjustments 
o Competition Participation > Online Forms > Configuration > Signup Forms 

  

 
STEP 13: Publicise your unique Registration Form link 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click “Edit” 

 Scroll to the bottom of the page  

 

 

 

 

 

 

 

 
 
 
 
 
*As of 7 December 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide outlines the process of setting up a non-playing member registration form. 
Every Club will need to create and publish at least one online registration form to enable their players and 
non-playing members to register for the new Rugby season. 
 
NOTE: Online registration is mandatory is 2017.  

 

Definitions 

Rugby Link Term Definition 

Registration 

Form 

 

Sometimes referred to as a Sign-up Form, a Registration Form is the template used to 
gather player information as part of the registration process.  Registration Forms must be 
based on one of the available ARU templates but can be edited/renamed to cater for 
Club specific requirements.   
 
Clubs must add a Registration Type/Product to their form to determine the type of 
registration the player or non-playing member is signing up for. More than one 
Registration Product can be added.  Other non-Registration Products (referred to as 
Saleable Items), such as Club merchandise, can also be added to a Registration Form. 

Registration 

Product 

There are two types (classes) of Registration Type/Product: 

 Membership Type, and 

 Saleable Item 

Membership 

Type 

Membership Types/Products define the types of registration/membership a Club offers 
(for example, junior, senior and/ or non-playing member).  As part of the registration 
process, it is mandatory that a Club sets up one or more Membership Types/Products 
and attaches these products to a registration form template. 
 
Club fees are attached to Membership Types/Products. 
 
Membership Types/Products must be based on one of the available ARU templates, 
Junior (age splits), Seniors and/ or Non-Playing. Clubs can edit/rename to cater for Club 
purposes.   

Saleable Item A type of Registration Product that can be offered to renewing members for optional 
purchase as part of the registration process. For example, jersey and socks, or tickets.  

Participant 

Logins 

Participant logins include a participant’s login ID (their Rugby Link ID) and password.  
We recommend you send your member’s their participant logins prior to registration to 
ensure all member records, with an email address attached, receive their login details 
aiding the online registration process.   

Family 

Relationships 

Family relationships including parental and sibling relationships will need to be created in 
Rugby Link to ensure the family registration process and family discounts follow the 
correct procedures. 
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The Steps 
 

STEP 1 Create custom fields (OPTIONAL) 
Consider any Club specific information you would like to collect from your members this season 
and create custom fields.  These fields can be attached to your player records and registration 
forms.     

STEP 2 Create your Membership Type(s)/Product(s) 
Consider what registration types your Club wants to offer and set your membership fees 
accordingly. Start by naming your first product then follow Steps 3-6.  Repeat for each product. 

STEP 3 Set your Registration Settings 

A critically important step that will ensure fees calculate correctly and your renewing member 
records are correctly classified and marked as registered. 

STEP 4 Enter TOTAL Fee payable by Registering Player 

 

STEP 5 Set your Subscription Settings (Date Restrictions and Non-Playing Member Role)  

STEP 6 Apply any Discounts (OPTIONAL)  

STEP 7 Create any Saleable Items (OPTIONAL) 

STEP 8 Select the appropriate Registration Form template 

Registration Forms must be based on one of the available ARU templates but can be edited/ 
renamed. 

STEP 9 Decide the Payment Method(s) you wish to offer  

STEP 10 Add Custom Fields (OPTIONAL)  

STEP 11 Attach your Registration Type/Product(s) to your Registration Form 

STEP 12 Preview your Registration Form 

STEP 13 Publicise your unique Registration Form link 

 

  

NOTE: The Registration Type selected under Registration Settings must ALWAYS be the 
Competition that Club competes in 

NOTE:  Whilst performing their Role (acting in an official capacity on behalf of their clubs), 
registered non-playing members will continue to be covered by the ARU’s national insurance 

policy, at no additional cost 
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A Detailed Example 

STEP 1: Create custom fields (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > People > Custom Person Fields 

 Please see ‘Creating Custom Fields and Club Specific Requirements’ self-help guide 
 
STEP 2: Create your Membership Type(s)/Product(s) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 Click ‘Add member subscription product’  

 

 Follow Steps 3-6.  Repeat for each product 

  

http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx
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STEP 3: Set your Registration Settings 

 It is essential that ‘Registration Settings’ are set first 

 ‘Automatically register participants to’: select the applicable competition level above your Club 

 ‘Registration type’: your selection here is important as it will ensures all National Insurance and 
Participant Registration fees are inherited to your registration form. This is the ONLY registration 
type where no national Insurance, Participant Levy or Affiliate fees will apply 

 ‘Registration period’: current year should be selected 

   
 
  

Automatically inherited 

from ARU template 

Determines age bands 

and registration fees 

NOTE:  This is the ONLY registration type where no national Insurance, Participant Levy or Affiliate 

fees will apply.  Non-playing members ARE COVERED by the ARU’s insurance policy, as long as they 

are acting in an official capacity on behalf of their clubs and registered in Rugby Link: ‘Whilst 

performing their Role as a club official or volunteer, registered participants of the Game are provided 

basic levels of cover under the ARU Insurance Plan’. Insurance is NOT applicable to those members 

with no defined volunteer role, i.e. life and social members. 
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 Name your Registration Type/Product 
o The name you give this product will be displayed to renewing players/parents on your online 

registration form and player login screens 
o Description can be used to remind/ reinforce key information with registrants. For example, describe 

what payment option is being selected 

 

 Choose ‘Class’ 
o In the case of player and non-playing member registrations, ‘Membership Subscription/ 

Registration’ should ALWAYS be selected 
o ‘Saleable item’ is selected for merchandise and optional items specific to each Club - See STEP 7: 

Create any Saleable Items (OPTIONAL) 
 

 

 
STEP 4: Enter TOTAL Fee payable by Registering Player 

 Enter the total ‘Price’ of your product 
o There are no fees up the line for Non-Playing Members. However, you can choose to charge Club 

membership fees 
 

 

 

  

NOTE: All amounts entered must be GST inclusive 
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 Option to select ‘Simple’ or ‘Advanced’ price  
o ‘Simple’: often used in senior registration products where all registrants pay the same price, 

regardless of any family discounts 
o ‘Advanced’: required for all junior registration products where at least one age group is receiving a 

family discount. Advanced pricing can also be offered for non-playing members as part of a family 
registration. The discount will be deducted from the Club component of registration fees and will be 
automatically calculated during the online family registration process 

 

 Ensure ‘Active’ is ticked   
 

STEP 5:  Set your Subscription Settings (Date Restrictions and Player Role) 

 ‘Available from’ and ‘Available until’ (OPTIONAL): 
o Change when you want your registration product available to the public to register to 

 ‘Start date’ and ‘End date’ (OPTIONAL): 
o If entering any dates we suggest the date range is for the duration of your Rugby season 

 

 Player and/ or Non-Playing Member Role 
o When setting up a membership type/product, you will always need to nominate the ‘Person Role’ 

that will be assigned to the participant once they register 
o In the case of non-playing membership products ‘Person Role’ can be either: 

 ‘Team Official: Coach’ 
 ‘Team Official: Team Manager’ 

STEP 6: Apply any Discounts (OPTIONAL) 

 Clubs have the ability to offer two types of discount: 
o ‘General Discount’ (dollar value) can be applied, along with a description, or 
o ‘Early Discount’ can be applied by nominating a discount price and a cut-off date. Registration will 

revert to ‘normal’ price once the nominated date has passed 

 Click ‘Update’  
 

 

  

NOTE: When applying a discount, ensure the total ‘Price’ minus the discount value remains greater than 

the minimum mandatory payment amount.  See Step 4 for further information 
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STEP 7: Create any Saleable Items (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 Click ‘Add member subscription product’ 

 
 

 Name your Saleable Item 
o Add a description (Optional) 

 
 

 Choose Saleable Item ‘Class’ 

 
 

 Enter the ‘Price’ of your Saleable Item 
 
 
 

 Select an ‘Available from’ and ‘Available until’ date (Optional)  

 Apply ‘Discount’ (Optional), if desired - See STEP 6: Apply any Discounts (OPTIONAL) 

 Ensure ‘Active’ is ticked  

 Click ‘Update’  
 

  

NOTE: All amounts entered must be GST inclusive 

 

Choose ‘Saleable Item’ to create 

products such as club merchandise 
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STEP 8: Select the appropriate Registration Form template 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click ‘Add new registration form’ 

 Select a registration form template from the drop down box 

 Click ‘Refresh’ 
 

 
 

 Clubs have the ability to re-name their registration forms to whatever they chose  
 

 ‘General Settings’ 
o Rename your form 
o Change status to ‘Active’ 
o Enter the Club contact name and email address that you would like to appear throughout the 

registration process 
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STEP 9: Decide Payment Method 

 Clubs have the ability to enforce ONLINE payment only, or to provide payment options to their renewing 
members.  The range of payment options available are: 

o Online payment ONLY  
o Online payment PLUS Offline payment 
o Online payment PLUS Scheduled Part Payments (coming in early 2017) 

 If your Club is offering  
o Only online payment - no ‘Payment Settings’ need to be changed 
o A choice of online or offline – tick the ‘Allow Offline Payment’ box  

 

 If you choose to ‘allow offline payments’ a description can be added to assist with the collection of fees  
 

 GST/ ‘Tax rate’ should ALWAYS remain 0.00%.  All fees entered into Rugby Link should be GST inclusive 

 

  

NOTE: Be aware that Clubs will need to manually collect and reconcile offline payments, including 
payments to Insurer, Member Unions and Competitions, if an offline payment option is offered. 

If you reside in a state where government vouchers are offered, you may wish to offer offline payment to 
ensure players are not out-of-pocket. 

 

 

NOTE: Online registration is MANDATORY in 2017. In some Member Unions Online payment is also 
MANDATORY, check with your Competition for your Club’s specific requirements 
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STEP 10: Add Custom fields (OPTIONAL) 

 ‘Form Fields’ 
o ‘Personal Fields’ are fields inherited from the ARU template and cannot be re-ordered or removed 

from the registration form 
o ‘Other Fields’ are also inherited from the ARU template and may be locked (indicated by a padlock). 

You can re-order these fields plus add your own custom person fields. There is also the option to 
make other fields mandatory by ticking the checkbox 

  

 

STEP 11: Attach your Registration Type/Product(s) to your form 

 Recommend that all registration products are attached to a single registration form 
 

 In the case of Membership/Registration products, the registrant can only select one membership/ 
registration product   

 

 In the case of Saleable Items, these are optional purchases only, and more than one item can be selected if 
desired 
 

NOTE: The new Parent/ Guardian fields including name, email, phone and address will automatically be 
collected for any player under 18 years 
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 To add a product(s), go to ‘Registration Type/Products’ 
o In the top row, select and ‘Add’ the relevant Membership/Registration product(s).  If you add more 

than one product here the registrant will have to make a choice. 
o In the bottom row, select and ‘Add’ any Saleable Items you wish to offer (optional).  The registrant 

will be able to choose multiple items in this section. 

  

 ‘Advanced settings’ 
o Create logins for new registrants 
o Display payment split information if possible 
o Allow signups on behalf of family members (important for family discounts) 

 Click ‘Update’ 

 

 

  

Saleable Items  

should ONLY appear here 

(BOTTOM row) 

Registration/membership 

products should ONLY  

appear here (TOP row) 
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STEP 12: Preview your Registration Form 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 ‘Preview’ your registration form to ensure all information is displayed as desired 

 ‘Edit’ form to make any adjustments 
o Competition Participation > Online Forms > Configuration > Signup Forms 

 

 
STEP 13: Publicise your unique Registration Form link 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click “Edit” 

 Scroll to the bottom of the page  

 

 
 
 
 
 
 
 
 
 
 
 
 
*As of 7 December 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide outlines the process of setting up a match official registration form. Every 
Association will need to create and publish at least one online registration form to enable their match officials 
to register for the new Rugby season. 

 

Definitions: 

Rugby Link Term Definition 

Registration 

Form 

 

Sometimes referred to as a Sign-up Form, a Registration Form is the template used to 
gather player information as part of the registration process.  Registration Forms must be 
based on one of the available ARU templates but can be edited/renamed to cater for 
Association specific requirements.   
 
Associations must add a Registration Type/Product to their form to determine the type 
of registration the match official is signing up for. More than one Registration Product 
can be added.  Other non-Registration Products (referred to as Saleable Items), such as 
Association merchandise, can also be added to a Registration Form. 

Registration 

Product 

There are two types (classes) of Registration Type/Product: 

 Membership Type, and 

 Saleable Item 

Membership 

Type 

Membership Types/Products define the types of registration/membership an Association 
offers (e.g. match official or non-playing member). As part of the registration process, it 
is mandatory that an Association sets up one or more Membership Types/Products and 
attaches these products to a registration form template. 
 
Match Official Association fees are attached to Membership Types/Products. 

Saleable Item A type of Registration Product that can be offered to renewing members for optional 
purchase as part of the registration process. For example, jersey and socks, or tickets.  

Participant 

Logins 

Participant logins include a participant’s login ID (their Rugby Link ID) and password.  
We recommend you send your member’s their participant logins prior to registration to 
ensure all member records, with an email address attached, receive their login details 
aiding the online registration process.   
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The Steps:   
 

STEP 1 Create custom fields (OPTIONAL) 
Consider any Association specific information you would like to collect from your members this 
season and create custom fields.  These fields can be attached to your match official records and 
registration forms.     

STEP 2 Create your Membership Type(s)/Product(s) 
Consider what registration types your Association wants to offer and set your membership fees 
accordingly. Start by naming your first product then follow Steps 3-6.  Repeat for each product. 

STEP 3 Set your Registration Settings 

A critically important step that will ensure fees calculate correctly and your renewing member 
records are correctly classified and marked as registered. 

STEP 4 Enter TOTAL Fee payable by Registering Match Official 

STEP 5 Set your Subscription Settings (Date Restrictions and Match Official Role)  

STEP 6 Apply any Discounts (OPTIONAL)  

STEP 7 Create any Saleable Items (OPTIONAL) 

STEP 8 Select the appropriate Registration Form template 

Registration Forms must be based on the Match Official ARU template 

STEP 9 Decide the Payment Method(s) you wish to offer  

STEP 10 Add Custom Fields (OPTIONAL)  

STEP 11 Attach your Registration Type/Product(s) to your Registration Form 

STEP 12 Preview your Registration Form 

STEP 13 Publicise your unique Registration Form link 

 

  

NOTE: The Registration Type selected under Registration Settings must ALWAYS be the 
Association you are administering as 
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A Detailed Example: 

STEP 1: Create custom fields (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > People > Custom Person Fields 

 Please see ‘Creating Custom Fields and Club Specific Requirements’ self-help guide 
 

STEP 2: Create your Membership Type(s)/Product(s) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 Click ‘Add member subscription product’  

 

 Follow Steps 3-6.  Repeat for each product 

 

  

http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx


Registrations 3 - Creating a Match Official Registration Form  

  

Page 4 
 

STEP 3: Set your Registration Settings 

 It is essential that ‘Registration Settings’ are set FIRST 
o ‘Automatically register participants to’: select the applicable Match Official Association you are 

administering as 
o ‘Registration type’: select ‘Match Official’ or ‘Non-Playing member’ 
o ‘Registration period’: current year should be selected  

 

  
 

 Name your Registration Type/Product 
o The name you give this product will be displayed to registering match officials 
o Description can be used to remind/ reinforce key information with registrants 

 

 

  

Automatically inherited 
from ARU template 

Determines age bands 
and registration fees 
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 Choose ‘Class’ 
o In the case of match official registrations, ‘Membership Subscription/ Registration’ should ALWAYS 

be selected 
o ‘Saleable item’ is selected for merchandise and optional items specific to each Club - See STEP 7: 

Create any Saleable Items (OPTIONAL) 
 

 

 
STEP 4: Enter TOTAL Fee payable by Registering Match Official 

 Enter the total ‘Price’ of your product 
o There is no National Insurance or National Participation Registration Fee being charged up the line. 

All fees entered by the Match Official Association will be disbursed to the Match Official Association 
within two days of registration  

 

 

 

 Ensure ‘Active’ is ticked   
 

NOTE: All amounts entered must be GST inclusive 

Minimum mandatory payment 
(covers all national and competition 

fees payable) 

Price MUST be the same or 
greater than minimum 
mandatory payment 
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STEP 5:  Set your Subscription Settings (Date Restrictions and Player Role) 

 ‘Available from’ and ‘Available until’ (OPTIONAL): 
o Change when you want your registration product available to the public to register to 

 ‘Start date’ and ‘End date’ (OPTIONAL): 
o If entering any dates we suggest the date range is for the duration of your Rugby season 

 

 Player and/ or Non-Playing Member Role 
o When setting up a membership type/product, you will always need to nominate the ‘Person Role’ 

that will be assigned to the participant once they register 
o In the case of match official membership products ‘Person Role’ select either: 

 ‘Match Official: Referee’ 
 ‘Match Official: Assistant Referee’ 
 ‘Match Official: Standard’ 

STEP 6: Apply any Discounts (OPTIONAL) 

 Clubs have the ability to offer two types of discount: 
o ‘General Discount’ (dollar value) can be applied, along with a description, or 
o ‘Early Discount’ can be applied by nominating a discount price and a cut-off date. Registration will 

revert to ‘normal’ price once the nominated date has passed 

 Click ‘Update’  
 

STEP 7: Create any Saleable Items (OPTIONAL) 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Products 

 Click ‘Add member subscription product’ 

 
 

 

Choose ‘Saleable Item’ to create 
products such as merchandise 

NOTE: When applying a discount, ensure the total ‘Price’ minus the discount value remains greater than 

the minimum mandatory payment amount.  See Step 4 for further information 
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 Name your Saleable Item 
o Add a description (Optional) 

 
 

 Choose Saleable Item ‘Class’ 

 
 

 Enter the ‘Price’ of your Saleable Item 
 
 
 

 Select an ‘Available from’ and ‘Available until’ date (Optional)  

 Apply ‘Discount’ (Optional), if desired - See STEP 6: Apply any Discounts (OPTIONAL) 

 Ensure ‘Active’ is ticked  

 Click ‘Update’  
 

STEP 8: Select the appropriate Registration Form template 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click ‘Add new registration form’ 

 Select ‘Match Official Association’ registration form template from the drop down box 

 Click ‘Refresh’ 
 

 
 

 Match Official Associations have the ability to re-name their registration forms to whatever they chose  

NOTE: All amounts entered must be GST inclusive 
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 ‘General Settings’ 
o Rename your form 
o Change status to ‘Active’ 
o Enter the Match Official Association contact name and email address that you would like to appear 

throughout the registration process 

 

  
STEP 9: Decide Payment Method 

 Match Official Associations have the ability to enforce ONLINE payment only, or to provide payment options 
to their renewing members.  The range of payment options available are: 

o Online payment ONLY  
o Online payment PLUS Offline payment 
o Online payment PLUS Scheduled Part Payments (coming in early 2017) 

 
 
 

 If your Association is offering: 
o Only online payment or registration products remain $0 - no ‘Payment Settings’ need to be changed 
o A choice of online or offline when registration products have a price attached – tick the ‘Allow 

Offline Payment’ box 

 If you choose to ‘allow offline payments’ a description can be added to assist with the collection of fees  

 GST/ ‘Tax rate’ should ALWAYS remain 0.00%.  All fees entered into Rugby Link should be GST inclusive 

 

NOTE: Be aware that Match Official Associations will need to manually collect and reconcile offline 
payments  

 

 

NOTE: Online registration is MANDATORY in 2017 
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STEP 10: Add Custom fields (OPTIONAL) 

 ‘Form Fields’ 
o ‘Personal Fields’ are fields inherited from the ARU template and cannot be re-ordered or removed 

from the registration form 
o ‘Other Fields’ are also inherited from the ARU template and may be locked (indicated by a padlock). 

You can re-order these fields plus add your own custom person fields. There is also the option to 
make other fields mandatory by ticking the checkbox 

 

 

 

  

NOTE: The new Parent/ Guardian fields including name, email, phone and address will automatically be 
collected for any match official under 18 years 
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STEP 11: Attach your Registration Type/Product(s) to your form 

 Recommend that all registration products are attached to a single registration form 
 

 In the case of Membership/Registration products, the registrant can only select one membership/ 
registration product   

 

 In the case of Saleable Items, these are optional purchases only, and more than one item can be selected if 
desired 
 

 To add a product(s), go to ‘Registration Type/Products’ 
o In the top row, select and ‘Add’ the relevant Membership/Registration product(s).  If you add more 

than one product here the registrant will have to make a choice. 
o In the bottom row, select and ‘Add’ any Saleable Items you wish to offer (optional).  The registrant 

will be able to choose multiple items in this section. 
 

 

 ‘Advanced settings’ 
o Create logins for new registrants 
o Display payment split information if possible 
o OPTIONAL: Manually approve all new registrants – for any new match official registrants to your 

association you can manually approve these 

 Click ‘Update’ 

 

 

  

Saleable Items  

should ONLY appear here 

(BOTTOM row) 

Registration/membership 

products should ONLY  

appear here (TOP row) 

NOTE: You will only be able to view these match official’s record once they have been approved 
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STEP 12: Preview your Registration Form 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 ‘Preview’ your registration form to ensure all information is displayed as desired 

 ‘Edit’ form to make any adjustments 

  

 
STEP 13: Publicise your unique Registration Form link 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click “Edit” 

 Scroll to the bottom of the page  

 

 

 

 

 

 

 

 

 
 
 
 
 
*As of 7 December 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide outlines the process of editing existing registration forms. New online 
registration form functionality will be released on Monday 12 December 2016. ALL Clubs will need to create 
NEW online registration forms for season 2017 as no 2016 form templates will be available. You can continue 
to edit/ update existing registration products. 
 
New 2017 registration form templates will see parent/ guardian workflow (for all players under 18 years), top 
description changed to a welcome page description, share link now found at the bottom of the page and 
locked personal fields 
 
NOTE: Online registration is mandatory is 2017.  

 

Edit Existing Registration Products 

Navigation in Rugby Link: Competition Participation > People > Configuration > Products 

 Click “Edit”  

 

 Select new ‘Registration Period’, i.e. 2017 

 Click “Update” to refresh the amounts payable 

 
 
  



Registrations – Edit Existing Registration Forms 

  

Page 2 
 

 Check/edit the product ‘Name’ and ‘Description’ 

 Check/ edit the ‘Price’ based on the updated ‘Amounts Payable’ 

 Ensure the ‘Person Role’ is correct 

 Click “Update” 
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Create NEW Registration Forms 

Navigation in Rugby Link: Competition Participation > People > Configuration > Signup Forms 

 
 
 

 Click “Add New Online Registration Form”  
 

 
 

 Click ‘Add new registration form’ 

 Select the relevant registration form template from the drop down box 

 Click ‘Refresh’ 

 
 

 Clubs have the ability to re-name their registration forms to whatever they chose  
 

 

 

 

 

 

NOTE: New online registration form functionality will be released on Monday 12 December 2016. ALL 
Clubs will need to create NEW online registration forms for season 2017 as no 2016 form templates will be 

available 
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General Settings 

 Rename your form 

 Change status to ‘Active’ 

 Enter the Club contact name and email address that you would like to appear throughout the registration 
process 

 

  
Payment Method 

 Clubs have the ability to enforce ONLINE payment only, or to provide payment options to their renewing 
members.  The range of payment options available are: 

o Online payment ONLY  
o Online payment PLUS Offline payment 
o Online payment PLUS Scheduled Part Payments (coming in early 2017) 

 If your Club is offering  
o Only online payment - no ‘Payment Settings’ need to be changed 
o A choice of online or offline – tick the ‘Allow Offline Payment’ box  

 
  

NOTE: Be aware that Clubs will need to manually collect and reconcile offline payments, including 
payments to Insurer, Member Unions and Competitions, if an offline payment option is offered. 

If you reside in a state where government vouchers are offered, you may wish to offer offline payment to 
ensure players are not out-of-pocket. 

 

 

NOTE: Online registration is MANDATORY in 2017. In some Member Unions Online payment is also 
MANDATORY, check with your Competition for your Club’s specific requirements 
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 If you choose to ‘allow offline payments’ a description can be added to assist with the collection of fees  
 

 GST/ ‘Tax rate’ should ALWAYS remain 0.00%.  All fees entered into Rugby Link should be GST inclusive 

 

Form Fields 

 ‘Personal Fields’ are fields inherited from the ARU template and cannot be re-ordered or removed from the 
registration form 

 ‘Other Fields’ are also inherited from the ARU template and may be locked (indicated by a padlock). You can 
re-order these fields plus add your own custom person fields. There is also the option to make other fields 
mandatory by ticking the checkbox 

 

 

NOTE: The new Parent/ Guardian fields including name, email, phone and address will automatically be 
collected for any player under 18 years 
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Attach your Registration Type/Product(s) to your form 

 Recommend that all registration products are attached to a single registration form 
 

 In the case of Membership/Registration products, the registrant can only select one membership/ 
registration product   

 

 In the case of Saleable Items, these are optional purchases only, and more than one item can be selected if 
desired 
 

 To add a product(s), go to ‘Registration Type/Products’ 
o In the top row, select and ‘Add’ the relevant Membership/Registration product(s).  If you add more 

than one product here the registrant will have to make a choice. 
o In the bottom row, select and ‘Add’ any Saleable Items you wish to offer (optional).  The registrant 

will be able to choose multiple items in this section. 

 

Advanced Settings 

 Ensure the following Behaviour Options are ticked: 
o Create logins for new registrants 
o Display payment split information if possible 
o Allow signups on behalf of family members (important for family discounts) 

 Click ‘Update’ 

 

 

  

Saleable Items  

should ONLY appear here 

(BOTTOM row) 

Registration/membership 

products should ONLY  

appear here (TOP row) 
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Preview your Registration Form 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 ‘Preview’ your registration form to ensure all information is displayed as desired 

 ‘Edit’ form to make any adjustments 
o Competition Participation > Online Forms > Configuration > Signup Forms 

 

 
Publicise your unique Registration Form link 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 

 Click “Edit” 

 Scroll to the bottom of the page  

 

 

 

 

 

 

 
 
 
 
 
*As of 7 December 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

NOTE: Clubs will need to publicise NEW registration form links in 2017 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide provides information on how Rugby Clubs can register to accept government 
sport vouchers and how to set up your online registration form.  
 
NOTE: Government vouchers are only available in some states in Australia where government funding is 
provided to children and young people to subsidise their participation in sporting activities.  

 
States offering Government Vouchers 

NT Sports Vouchers 

 NT Government Vouchers information  

 The Sport Voucher Scheme is available to every school-enrolled child from preschool to year 12 and home-
schooled children. Children living in an urban area will automatically receive two $100 sport vouchers each 
year from their school, one in January and one in July, for sport, recreation and cultural activities. 

 
QLD ‘Get Started’ Vouchers 

 QLD Government Vouchers information  

 Get Started Vouchers assists children and young people who can least afford, or may otherwise benefit from, 
joining a sport or active recreation club. Eligible children and young people can apply for a voucher valued up 
to $150, which can be redeemed at a sport or recreation club that is registered for Get Started Vouchers. 
 

SA Sports Vouchers 

 SA Government Vouchers information  

 The Sports Vouchers program is a Government of South Australia initiative administered by the Office for 
Recreation and Sport. The program provides an opportunity for primary school aged children from Reception 
to Year 7 to receive up to a $50 discount on sports membership/registration fees. The purpose is to increase 
the number of children playing organised sport by reducing cost as a barrier to participate in sport.  

 
WA ‘KidSport’ Vouchers 

 WA Government Vouchers information  

 KidSport enables eligible Western Australian children aged 5-18 years to participate in community sport and 
recreation by offering them financial assistance towards club fees. The fees go directly from the local 
government to the registered KidSport clubs participating in the project. Maximum of up to $200 per child 
per calendar year.  

 
 

  

https://nt.gov.au/leisure/sport/register-as-an-activity-provider-for-sport-vouchers
https://www.qld.gov.au/recreation/sports/funding/getinthegame/getstarted
http://www.sportsvouchers.sa.gov.au/
http://www.dsr.wa.gov.au/funding/individuals/kidsport
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Rugby Link Registration Forms 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

Payment Settings 
 

 Clubs have the ability to enforce ONLINE payment only, or to provide payment options to their renewing 
members.  The range of payment options available are: 

o Online payment ONLY  
o Online payment PLUS Offline payment 
o Online payment PLUS Scheduled Part Payments (coming in early 2017) 

 If your Club is offering Government Vouchers we recommend allowing offline registration payments and add 
an offline payment description to assist with the collection of fees  

 

 GST/ ‘Tax rate’ should ALWAYS remain 0.00%.  All fees entered into Rugby Link should be GST inclusive 

 

 

  

NOTE: Be aware that Clubs will need to manually collect and reconcile offline payments, including 
payments to Insurer, Member Unions and Competitions, if an offline payment option is offered. 

If you reside in a state where government vouchers are offered, you may wish to offer offline payment to 
ensure players are not out-of-pocket 

 

 

NOTE: Online registration is MANDATORY in 2017. In some Member Unions Online payment is also 
MANDATORY, check with your Competition for your Club’s specific requirements 
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Add Custom fields 

 ‘Form Fields’ 
o ‘Personal Fields’ are fields inherited from the ARU template and cannot be re-ordered or removed 

from the registration form 
o ‘Other Fields’ are also inherited from the ARU template and may be locked (indicated by a padlock). 

You can re-order these fields plus add your own custom person fields. There is also the option to 
make other fields mandatory by ticking the checkbox 

 Option to add ‘Government Voucher’ checkbox and number fields to your online registration 
form. This can be selected from ‘Custom Fields (ARU)’ 

 

 
 
 
 
 
 

*As of 8 December 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 

NOTE: The new Parent/ Guardian fields including name, email, phone and address will automatically be 
collected for any player under 18 years 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link transition guide explains four key steps required for opening online registrations.  
 
Note: Please refer to Rugby Link Transition Guide 1 and FAQs – Registrations.   

 
Opening Online Registrations 

Navigation in Rugby Link: Competition Participation > People > Custom Person Filters 

 STEP 1: Create Custom Filter 
o Recommend creating a custom person filter for registered players (and non-playing members) 

for the previous year. This will assist with sending email communications to previously 
registered players.  

 
Navigation in Rugby Link: Competition Participation > Communications > Email > Email People 

 STEP 2: Sending Emails 
o Using your custom person filters will assist with sending emails to targeted people. We 

recommend sending the unique Share Link found within your online registration form(s).  
 
Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 STEP 3: Send Participant Logins 
o Many renewing players and non-playing members will already have their participant login 

details to register online. However, you can resend login details, unlock and create logins for 
renewing and new members.  

 
Online Registration 

 STEP 4: Confirmation of Registration Email 
o Players (and non-playing members) will receive a confirmation of registration email after they 

have successfully registered online.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 26 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of communicating to renewing and new members. Club 
administrators will learn how to email and SMS their participants in bulk. The primary focus will be aligned to 
easing the registration and communication process for your members. 

 
Email People 

Navigation in Rugby Link: Competition Participation > Communications > Email > Email People 

 Can apply a ‘Person Filter’ or email members by ‘Role’  

 Email member by Role: 
o Click “Display Advanced Search Criteria”  
o Can enter ‘Person name’, DOB range, Gender or Registration to filter list 
o Click “Display Recipients”  

 

 ResultsVault Mail: 
o ‘From’: displays the email address attached to the administrator who is signed into Rugby Link 
o Enter ‘Subject’: mandatory field 
o Enter ‘Message’ 
o Can add Attachments 

 ‘Options’ 
o Send a copy of message back to sender: If checked you will receive a copy of the email you have just 

sent. In some cases, where user information is automatically filled in (e.g. player availability emails) 
some parts of the email may be blank 

NOTE: Attached files should not exceed a total of 100-200 kB in size. Maximum file upload size is 5MB. 
Larger files can be attached, however depending on your connection speed to the Internet, they may take 
excessive time to attach, and cause the page to time out. Also, most people do not prefer to receive emails 

with large file attachments, as it can take excessive time to download these messages. Strongly consider 
'zipping' large files using a utility such as Winzip 
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o Only display recipients with a valid email address: If checked, the recipient list will be further 
filtered to only show recipients who have a valid email address. Although is not possible to send 
messages to such recipients, this option can reduce the size of the recipient table, and make it more 
readable/usable 

o Hide email addresses: By default, the recipient's email address is shown under their name. This 
option hides the address, and reduces the size of the table to make it more readable/usable 

 

 ‘Recipients’ 
o Recipient List: based on the filters applied you will see a list of members who can receive your email. 

Tick individuals or ‘select all’ for the recipients you wish to send the email too 
 
 
 

o Extra Recipients: can be added by typing in the email address of an individual, need to be separated 
by a semi-colon (;) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: There is no limit on the number of emails from ‘Recipient List’ (only 50 ‘Extra Recipients’ can be 
added). However, emails will be limited per send by the overall bandwidth limit and also depend on the size 

of any attachments 

NOTE: You must select at least one recipient before sending your email   
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 Click “Send Email” 

 

 Confirmation will appear at the top of the screen 
o A list will appear of any undeliverable emails  
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Email Players in a Particular Team 

Navigation in Rugby Link: Competition Participation > Communications > Email > Email Players in a Particular Team 

 Select ‘Round’ and ‘Grade’ 

 Click “Go”  

 
 ResultsVault Mail: 

o ‘From’: displays the email address attached to the administrator who is signed into Rugby Link 
o Enter ‘Subject’: mandatory field 
o Enter ‘Message’ 
o Can add Attachments 

 
 

NOTE: You can send an email to all players in a particular team (current season only) using this feature 
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 ‘Recipients’ 
o Recipient List: will be the team select for the particular Round and Grade selected 

 
 

 

 Click “Send Email” 

 
 

 Confirmation will appear at the top of the screen 

 
 

 
 
 

  

NOTE: You must select at least one recipient before sending your email   
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Email Selected Team Lists 

Navigation in Rugby Link: Competition Participation > Communications > Email > Email Selected Team Lists 

 Select ‘Date From’ and ‘Date To’ 

 Click “Go”  

 All matches are selected by default 
o To change, select the matches to include and click “Refresh Email Text” 

 
 

  

NOTE: This will compose an automatic email (which can be edited) which includes the team selections for 
upcoming matches, as well as general match information. This is useful to send to your player list after 

selection has occurred. The email will also include a link to the team selections on the public view. 
 

The upcoming matches for each grade in the Club that commence within the date range designated by the 
date selectors in the selector bar are displayed. By default, the date range is set for 7 days from the current 

date, although this can be changed by changing the Date From and/or Date To selections. The Date From 
cannot be earlier than the current date, and the Date To date range cannot be more than 2 months from 

the current date. 

NOTE: If you have already made changes to the Email Message, these will be lost after clicking Refresh, so it 
is best to do this step first 
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 ResultsVault Mail: 
o ‘From’: displays the email address attached to the administrator who is signed into Rugby Link 
o Enter ‘Subject’: mandatory field 
o Enter ‘Message’: pre-populate, can add additional information 

 
 

 ‘Recipients’ 
o Recipient List: will be based on ‘Role’ filter 

 
 

 

 Click “Send Email” 

  
 

NOTE: You must select at least one recipient before sending your email   
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 Confirmation will appear at the top of the screen 
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SMS People  

Navigation in Rugby Link: Competition Participation > Communications > SMS > SMS People 

 SMS Credits can be purchased via the SMS Credits tab 

 Can apply a ‘Person Filter’ or SMS members by ‘Role’  

 SMS member by Role: 
o Click “Display Advanced Search Criteria”  
o Can enter ‘Person name’, DOB range, Gender or Registration to filter list 
o Click “Display Recipients”  

 

 ResultsVault SMS: 
o ‘From’: displays the email address attached to the administrator who is signed into Rugby Link 
o Enter ‘Message’ 

 
 
 

 
 
 
  

NOTE: SMS messages have a 150-character limit 

NOTE: You must purchase credits prior to sending SMS 
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 ‘Recipients’ 
o Recipient List: based on the filters applied you will see a list of members who can receive your SMS. 

Tick individuals or ‘select all’ for the recipients you wish to send the email too 
 
 
 

o Extra Recipients: can be added by typing in the mobile number of an individual, need to be 
separated by a semi-colon (;) 

 

 Click “Send SMS” 

 
 

 Confirmation will appear at the top of the screen  
 
 
 
 
 
 
 
 
 
 
 
 

*As of 28 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

NOTE: SMS are limited on ‘Current number of SMS credits’ and only 50 ‘Extra Recipients’ can be added  

NOTE: You must select at least one recipient before sending your SMS   

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of publicising your Club’s unique registration Share Link to 
existing and new members.  Clubs will have the option of publicising their registration URL in several different 
ways including emails, website hyperlinks and sharing via social media.  

 
Registration Share Link 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click “Edit”  

 Under ‘Share Link’ you will find the unique registration URL link 
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Email Registration URL 

Navigation in Rugby Link: Competition Participation > Communications > Email > Email People 

  

SMS Registration URL 

Navigation in Rugby Link: Competition Participation > Communications > SMS > SMS People 

 

 

Facebook/ Twitter 

Navigation in Rugby Link: Competition Participation > Online Forms > Configuration > Signup Forms 

 Click “Edit” 

 Click Facebook icon under ‘Share Link’ 
o Pop-up will appear linking to your Facebook page 

 Click Twitter icon under ‘Share Link’ 
o Pop-up will appear ready for you to Tweet your Share Link 

 
 

 
 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 28 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

REFER TO: ‘Communicating to Renewing Members’ self-help guide 

REFER TO: ‘Communicating to renewing members’ self-help guide 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of Club administrators viewing online registrations and 
entering offline payments for participants who have selected ‘offline payment’ into Rugby Link using 
Registration Manager. During your Competition’s registration period Club administrators have the ability to 
record and keep track of all offline payments made by participants. If a player registers and pays ALL fees 
online, the required record, status and payment updates occur automatically. However, when the player opts 
to pay offline their payment records needs to be manually updated. All information recorded here can be 
downloaded for your financial records, in conjunction with the Registration Payment Detail Report. 

 
Online Registration 

Navigation in Rugby Link: Competition Participation > Registration > Registration Manager  

 All online REGISTERED participants will automatically appear in green fill in your Club’s Registration Manager  

 

Entering Payments 

Navigation in Rugby Link: Competition Participation > Registration > Registration Manager  

 Recording any offline payment is optional 

 “Search” for participant 

 Click “Edit” next to record you wish to add manual payment information against  

 
 

 

NOTE: When registering a player OFFLINE or an online registration opts to pay OFFLINE, no fees have been 

automatically settled through the ARU Payment Gateway. Clubs will be INVOICED for insurance (NPIL), 

national participation registration fees (NPRF) and any competition fees for all OFFLINE registrations. You 

can manually add a member’s payment record via the “Payments” tab of the player record for Club records 
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 Click “Payments” tab 

 
 

 The system displays a payment stamp against the participant’s record 

 
 
 
 
 

 

NOTE: The ‘Payment Status’ will display as NOT PAID. The ‘Amount’ will display the total registration 

product cost  
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 Click “Edit”  

 
 

 Change ‘Amount’ to $0.00 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 
 
 

 

 When you receive an OFFLINE payment, you can “Add Payment”  

 
 
  

NOTE: The ‘Current Seasonal Payment Status’ will still display as NOT PAID. The ‘Amount’ will correctly 

reflect the amount paid online. However, the number of payments remains at one (1)  
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 Add ‘Description’, ‘Payment Method’, ‘Receipt/ Inv No’, ‘Amount’ and ‘Payment Date’ 

 Click “Update” 

 
 

 Confirmation will appear at the top of the screen 

 
 

 Update ‘Current Seasonal Payment Status’ to ‘Paid’ or ‘Partially Paid’ accordingly 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 
 
 

 

 

  

NOTE: multiple payments can be added against an individual record 
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Payment Received Summary 

Navigation in Rugby Link: Competition Participation > Online Forms > Reports > Participants Payments Summary  

 Filter by ‘Role’ 

 Enter in Payment Dates if required 

 Can enter specific ‘Player Name/ ID’ 

 ‘Registration’ filters can be applied to only show REGISTERED participants  

 Click “Search” 

 
 Can “Edit” an individual’s record 

 Click “Download data” to export this information  

 
 
 
 
 

 

 

 

 

 

 

 

*As of 4 October 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of Club administrators entering offline registration and 
offline payments into Rugby Link using Registration Manager. During your Competition’s registration period 
Club administrators have the ability to record and keep track of all offline payments made by participants. All 
information recorded here can be downloaded for your financial records, in conjunction with the Registration 
Payment Detail Report. 

 
Offline Registration  

Navigation in Rugby Link: Competition Participation > Registration > Registration Manager  

 Ensure the participant has been added into Club list 

 Select ‘Player’ from ‘Person Role’ 

 Select ‘No Type’ from ‘Registration Type’ 

 Click “Search” 

 
 

 Offline registration MUST always be accompanied by a CURRENT paper registration form 
o An individual’s details need to be checked against their record in Rugby Link with any additions or 

changes made  
 
 
 

 
 
 
 

NOTE: ‘No Type’ will display all UNREGISTERED participants, ‘Any Type’ will display all REGISTERED 

participants     

NOTE: See ARU’s ‘Registration’ webpage for more information - 

http://www.aru.com.au/runningrugby/Registration.aspx      

NOTE: Before you ‘Add a New Person’ you will be required to search for any existing records in the 

system. If a record is found CLEARANCE rules apply     

NOTE: A player record must be REGISTERED in Rugby Link to qualify for insurance and be selected on 

Competition team sheets  

http://www.aru.com.au/runningrugby/Registration.aspx
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 Ensure checkbox next to participant(s) name is ticked 

 Select ‘Register’ from the ‘Actions’ drop down 

 Click “Perform Action” 

 

 A pop-up will appear 

 Select applicable ‘Registration Type’ 

 Select applicable ‘Registration Period’ 

 Click “Register Participants” 

 
 

 Confirmation will appear at the top of the screen  

 
 Participant’s record will appear in green fill 
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Entering Payments 

 
Navigation in Rugby Link: Competition Participation > Registration > Registration Manager  

 “Search” for Club participant  

 
 Click “Edit” next to record you wish to add manual payment information against  

 
 
 
 
 
 
 

NOTE: When registering a player OFFLINE, no fees have been automatically settled through the ARU 

Payment Gateway. Clubs will be INVOICED for insurance (NPIL), national participation registration fees 

(NPRF) and any competition fees for all OFFLINE registrations. You can manually add a member’s payment 

record via the “Payments” tab of the player record for Club records 
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 Click “Payments” tab 

 
 

 Click “Add Payment” 
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 Add ‘Description’, ‘Payment Method’, ‘Receipt/ Inv No’, ‘Amount’ and ‘Payment Date’ 

 Click “Update” 

 
 

 Confirmation will appear at the top of the screen 

 
 

 Update ‘Current Seasonal Payment Status’ to ‘Paid’ or ‘Partially Paid’ accordingly 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 
 

 

 

 

 

  

NOTE: multiple payments can be added against an individual record 
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Payment Received Summary 

Navigation in Rugby Link: Competition Participation > Online Forms > Reports > Participants Payments Summary  

 Filter by ‘Role’ 

 Enter in Payment Dates if required 

 Can enter specific ‘Player Name/ ID’ 

 ‘Registration’ filters can be applied to only show REGISTERED participants  

 Click “Search” 

 
 Can “Edit” an individual’s record 

 Click “Download data” to export this information  
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 “Edit” will take you back to the ‘Payments’ tab of the participant record 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of Club administrators entering offline Casual Senior 
registration and payments into Rugby Link using Registration Manager. During your Competition’s registration 
period Club administrators have the ability to record and keep track of all offline payments made by 
participants. All information recorded here can be downloaded for your financial records, in conjunction with 
the Registration Payment Detail Report. 
 
ALL Casual Senior registrations must be manually entered into Rugby Link. There should be no online 
registration products and/ or forms offered for casual players. 
 
NOTE: Casual Senior registration is ONLY available for senior players and caters for those players that are 
playing a one off match, trialing or only available for a limited number of matches (1-4), due to specific 
circumstances e.g. contract work in mining communities, temporary location in a region/area, fill in for a 
friend etc.  

 
Offline Registration - Casual 

Navigation in Rugby Link: Competition Participation > Registration > Registration Manager 

 Ensure the participant has been added into Club list 

 Select ‘Player’ from ‘Person Role’ 

 Select ‘No Type’ from ‘Registration Type’ 

 Click “Search” 

 
 

 Offline registration MUST always be accompanied by a CURRENT paper registration form 
o An individual’s details need to be checked against their record in Rugby Link with any additions or 

changes made  
 
 
 
 

NOTE: ‘No Type’ will display all UNREGISTERED participants, ‘Any Type’ will display all REGISTERED 

participants     

NOTE: Before you ‘Add a New Person’ you will be required to search for any existing records in the 

system. If a record is found CLEARANCE rules apply     

NOTE: See ARU’s ‘Registration’ webpage for more information - 

http://www.aru.com.au/runningrugby/Registration.aspx      

http://www.aru.com.au/runningrugby/Registration.aspx
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 Ensure checkbox next to participant(s) name is ticked 

 Select ‘Register’ from the ‘Actions’ drop down 

 Click “Perform Action” 

 
 

 A pop-up will appear 

 Select applicable ‘Registration Type’ 

 Select applicable ‘Registration Period’ 

 Click “Register Participants” 

  
 

 Confirmation will appear at the top of the screen  

 
  

NOTE: A player record must be REGISTERED in Rugby Link to qualify for insurance and be selected on 

Competition team sheets  
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 Participant’s record will appear in green fill 
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Entering Payments 

 
Navigation in Rugby Link: Competition Participation > Registration > Registration Manager  

 “Search” for Club participant  

 
 Click “Edit” next to record you wish to add manual payment information against  

 
 
 
 
 
  

NOTE: When registering a player OFFLINE, no fees have been automatically settled through the ARU 

Payment Gateway. Clubs will be INVOICED for insurance (NPIL), national participation registration fees 

(NPRF) and any competition fees for all OFFLINE registrations. Casual players are invoiced on a per game 

basis up to a maximum of 5 games. You can manually add a member’s payment record via the “Payments” 

tab of the player record for Club records 
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 Click “Payments” tab 

 
 

 Click “Add Payment” 
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 Add ‘Description’, ‘Payment Method’, ‘Receipt/ Inv No’, ‘Amount’ and ‘Payment Date’ 

 Click “Update” 

 
 

 Confirmation will appear at the top of the screen 

 
 

 Update ‘Current Seasonal Payment Status’ to ‘Paid’ or ‘Partially Paid’ accordingly 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 
 

 

 

  

NOTE: multiple payments can be added against an individual record 
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Payment Received Summary 

Navigation in Rugby Link: Competition Participation > Online Forms > Reports > Participants Payments Summary  

 Filter by ‘Role’ 

 Enter in Payment Dates if required 

 Can enter specific ‘Player Name/ ID’ 

 ‘Registration’ filters can be applied to only show REGISTERED participants  

 Click “Search” 

 
 Can “Edit” an individual’s record 

 Click “Download data” to export this information  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of how participants (players and non-playing members) 
are able to successfully complete their online registration through Rugby Link. This also includes the account 
recovery process required if you do not know or have forgotten your login details. 

NOTE: Registration forms have new functionality released in 2017 including parent/ guardian workflow for all 
participants under 18 years. 

 
Registration Process 

Navigation in Rugby Link: Club’s unique Registration URL send via email, social media or located on Rugby Club 

website   

 Click on your Club’s unique registration URL   

 Click “Get Started” 
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 RETURN USER: 
o Enter your login ID and password 
o Click “LOG IN” 

  

 FORGOTTEN LOGIN / NEW PARTICIPANT: 
o Under ‘Create a new account’ click “Continue” 

 

o Enter First Name, Last Name, Email Address and Date of Birth 
o Click “Search” 

 

 

 

 

 

NOTE: You can login with your email address or ID 
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 If FOUND, click “FORGOT PASSWORD” 

 

 If FOUND, and you are having trouble logging in please contact ARU  

o Rugby Link Team: (02) 8005 5600 or rugbylink@rugby.com.au  

 If NOT FOUND, click “CREATE A NEW ACCOUNT” 

 

 

 Identify who is completing the form 

 Select the individual being registered  

 Click “Continue” 

 
 

 NOTE: 

 
o See ‘Participants Logins’ self-help guide for assistance on linking accounts – Rugby Link Resource 

Library  

 

NOTE: Clubs may choose to offer FAMILY DISCOUNTS, creating a family registration loop  

mailto:rugbylink@rugby.com.au
http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx
http://www.aru.com.au/runningrugby/RugbyLink/RugbyLinkResourceLibrary.aspx
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 Select Registration Product 
 
 
 

 Click “Continue” 

 
 
  

NOTE: Junior players will need to select their playing age group 
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 Returning participants’ details will pre-populate, while new participants will need to add their personal 
details 

 
 
 

 
 

 Parent/ Guardian Details are REQUIRED for all PARTICIPANTS UNDER 18 YEARS 

 
 

 Complete any additional custom fields 

 Click “Continue” 

 
 

 “Review” your product and personal details 

 
 

NOTE: Returning players will be unable to edit their name and/ or date of birth 
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 Accept the Registration Terms and Conditions 

 Click “Continue” 

 
 

 Enter payment details 

 Click “Pay Now” 

 
 

 Confirmation will appear on the screen, as well as a confirmation email being sent to the participant 

 
 To register another family member, click “Purchase product for another participant” 

 You will be taken back to the participant selection page, ‘Select who is being registered’  

 Click “Continue” and repeat the steps above 

 
*As of 12 December 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs


Competition Management – Player Portraits (Participants) 

  

Page 1 
 

 

This Rugby Link self-help guide explains how individual participants can add player portraits to their record. 
Individuals will need to log into the Rugby Link Participant Portal to upload their player portrait: 
https://rugbylinkportal.resultsvault.com   

 

Player Portraits:   
 

Navigation in Rugby Link: Rugby Link Participant Portal https://rugbylinkportal.resultsvault.com   

 Enter your Login ID and password 
 

 

 Click “Login” 

 

 Click “Edit your public profile” 

 
 

NOTE: Club Admins can send a participant login invite or you can recover your account by clicking 

“Forgot your Login details or password” 

https://rugbylinkportal.resultsvault.com/
https://rugbylinkportal.resultsvault.com/
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 Click “Select” 
 
 
 

 
 

 Upload selected portrait 

 Click “Update” 

 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: Ensure “Use this image across all my organisations” is ticked 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains how Clubs can add player portraits to an individual record. Clubs will 
then be able to print their ‘Team Sheets’ to include these portraits.  

 
Adding Player Portraits:   
 

Navigation in Rugby Link: Competition Participation > People > Person List 

 Search for individual player in Person List 

 Double click on player record 

 Click ‘General’ > ‘Public Profile’ tabs at the top 

 ‘Select’ portrait file to upload 

 

 

 Click “Update”  
 

 

 

 

 

 

 

 

 

 

NOTE: Recommend Clubs upload player portraits using Google Chrome or Mozilla Firefox 
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 Confirmation will appear at the top of the screen 

 
 Repeat for all players as required  

 

Printing Player Portraits:   
 

Navigation in Rugby Link: Competition Participation > Tools > Team List 

 Your Team List will show portraits when selected 

 Select ‘Round’ and ‘Grade’ 

 Ensure ‘Player Portrait’ is ticked 
 
 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: When printing portraits ticking ‘Portrait preferred layout’ is recommended 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of how Club administrators can send participant logins. 

This will enable the participant to log into the online registration forms and also the participant portal where 

they can update their details and check their registration status.  

Club admins are able to perform the following actions via the Participant Login Management screen: 

1. Send Login Invites: create new participant accounts is completed via an email invitation, provided a 
valid email address exists on the record. Login invites are sent and the participant will click a link 
within the email to create an account and set their own password. 

2. Reset Passwords: when a participant already has an account, Club admins can change the password 
to a random password (system generated) and send a password reset email to the person.  

3. Unlock Accounts: a participant may have a locked account which will show as ‘Locked’ in the ‘Status’ 
column. Clubs admins can select ‘Unlock Account’ from the actions drop down to send a password 
reminder email to the person. Note: it will not reset the password.  

 
The bulk Participant Login Management screen provides feedback about each action that is performed.  

 
Send Login Invites 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘No Account’ 

 Click “Search Participants”  

 
  



Registrations – Admins Sending Participant Logins  

  

Page 2 
 

 Select individuals or ‘Select All’ 

 Select “Send Login Invite” from the actions drop down 

 Click “Perform Action”  

  
 

 Confirmation will appear at the top of the screen 
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 Example of Login Invite email sent: 

 

 

  

NOTE: Sending Login Invites and Resetting Passwords will return the following codes in the ‘Results’ 

column:   

 INVITE OK: the email address is not in use and an invite was sent to create the account.  

 INVITE OK (1): the email address is already being used as a login ID by another participant. In this 
case, the participant using the email address as their ID can log into the existing account and link 
the new participant record to it. An email is sent to the participant containing these instructions.  
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Reset Passwords: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Active’ 

 Click “Search Participants”  

 

 Select individuals or ‘Select All’ 

 Select “Send Reset Password Link” from the actions drop down 

 Click “Perform Action”  

 
 

 

  

NOTE: Login ID indicates the type of login ID being used by a participant. This will be useful when 
participants are unsure of which login ID they are using (i.e. their Rugby Link ID or email address) 
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 Confirmation will appear at the top of the screen  

 

 Example of Reset Password email sent: 
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Manually Reset Passwords: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 
 
 
 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Active’ 

 Click “Search Participants”  

 
 

 Click arrow on left hand side of record 

 Click “Change Password” 

 
 

 New password will display on the screen 

 
 
 

  
NOTE: You will need to email this password to the participant 

NOTE: This option is only available when the account is ACTIVE 
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Unlock Accounts: 

Navigation in Rugby Link: Competition Participation > People > Participant Logins 

 Select ‘Person Role’ 

 Select ‘Account Status’ as ‘Locked’ 

 Click “Search Participants”  

 
 Select individuals or ‘Select All’ 

 Select “Unlock Accounts” from the actions drop down 

 Click “Perform Action”  

  
  



Registrations – Admins Sending Participant Logins  

  

Page 8 
 

 Confirmation will appear at the top of the screen  

 
 

 Example of Unlock Account email sent: 

 
 

 

*As of 23 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
support.interactsport.com
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of how participants can create Rugby Link participant 
portal accounts, how participants can upgrade to an email login, as well as linking and unlinking participant 
accounts.  

 
Existing Participants – No Active Account 

Navigation in Rugby Link: https://rugbylinkportal.resultsvault.com   

 Ensure you are logging on as a “Participant” 

 Click “Create a Rugby Link Portal participant login” 

 

  

NOTE:  

 Existing participants without an active account are able to create their own login via the Rugby Link 
Public Portal login screen.  

 Participants who do not exist (and do not have a Rugby Link record) will need to be entered into the 
system by an administrator or via the online registration process prior to creating an account.  

 

https://rugbylinkportal.resultsvault.com/
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 “Enter your email address” 

 Click “Send Email” 

 

 

 

 

 

 

Existing Participants – Numeric Login ID 

  

  

NOTE: There was no major change with numeric login IDs. Participants can continue using their numeric ID 

but cannot link other participant records unless they are upgraded to use an email address instead.   

NOTE: the participant is sent an email to create their account using their email as their login ID 

NOTE: Other participants with the same email address attached to their record will be listed here. The 

participant has the option of linking these accounts under the single login ID, which also create the account 

for the other participants. Particularly useful for linking family members under the single login ID.  
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Existing Participants – Upgrading to Email Login 

Navigation in Rugby Link: https://rugbylinkportal.resultsvault.com   

 Login using the existing numeric login ID and password 

 Click “Login” 

 
 

 Click “Forgot your Login details or password” if login details are required 

 A pop-up will appear, Enter your email address or ID 

 Click “Go”  

 
 
  

https://rugbylinkportal.resultsvault.com/
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 Once logged in, click on your name (top right of screen) 

 Click “Change your login account details” 

 
 

 “Click here to convert your login ID to use your email address” 
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 Click “Generate Email” 

 
 

 Confirmation will appear at the top of the screen 

 

 

 Once the validation takes place, the login will be converted and the participant can immediately use their 
existing password and EMAIL to login 
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Existing Participants – Linking Accounts 

Navigation in Rugby Link: https://rugbylinkportal.resultsvault.com   

 Login using your EMAIL and password 

 Click “Login”  

 
  

NOTE: 

 Accounts can be linked under a single login ID when other participant records exist and have the same 
email address as an existing email login participant account. 

 The linking of accounts is optional and allows for an easier login process, plus the ability to seamlessly 
switch between accounts. 

 Accounts can be unlinked at any time.  

https://rugbylinkportal.resultsvault.com/
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 Once logged in, click on your name (top right of screen) 

 Click “Link or unlink records” 

 
 
 
 
 

 A list of participants using the same email address will appear and will be available to link 

 Click “Search for other records to Link…” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: linking accounts via this method is independent of any ‘Family Relationships’ that exist – it does not 

create or effect existing Family Relationships in any way 
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 Click checkbox under ‘Link’ 

 Click “Link Selected Records”  

 
 

 A list of linked participants will display on the screen 

 Click “Update” 

 
 

 Confirmation will appear at the top of the screen 
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 Once accounts are linked, you can easily switch between participants via the name drop down (top right) 

 

 
 
 
 

 

 

 

  

NOTE: account linking is not restricted to a single sport database. Any participant using the same email address 

as the logged in participant across the entire system can be found and linked 

NOTE: The default account that is displayed will be the last record that was selected upon logging out 
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Existing Participants – Unlinking Accounts 

Navigation in Rugby Link: https://rugbylinkportal.resultsvault.com   

 Login using your EMAIL and password 

 Click “Login”  

 
  

https://rugbylinkportal.resultsvault.com/
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 First step is to “Edit” the Participant Profile of the person being unlinked  

 
 

 Change the email of the participant to an address that is UNIQUE to Rugby Link 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 
 Return to an alternative Participant on the account 

 Click on your name (top right of screen) 

 Click “Link or unlink records” 

 
 

 Click “Unlink” next to desired account to be removed from the original email login  

 
 Confirmation will appear at the top of the screen 

 

 
 

  

NOTE: The unlinked record will need to CREATE a participant login via the login screen or contacting their Club 

administrator  
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Online Registration – Return User 

Navigation in Rugby Link: unique URL sent by Club admin 

 When logging in with a linked account via an online registration form the participant will be given the option 
to select the linked participant they wish to register 

 Enter Login ID and Password 

 Click “Log in” 

 
 Click “Select” next to registering Participant 

 
 

 Continue with participant registration  
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Online Registration – First Time Participant 

Navigation in Rugby Link: unique URL sent by Club admin 

 If a new participant creates an account during the online registration process and uses an email address that 
is already being used as a participant login, these accounts will automatically be linked 

 If the participant’s email is not already in use as a login ID, an email initiation will be sent to create a login 
account  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*As of 23 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains the process of exporting member records from the Person List. 
 
NOTE: A Custom Person List allows further customisation and can filter only REGISTERED members.  

 
Exporting Person List 

Navigation in Rugby Link: Competition Participation > People > Person List 

 Your list of members will display in the Person List/Search page  
 

 You can refine your search by: 
o Selecting role and sub-role 
o Display ‘Advanced Search Criteria’ – additional searching fields including person name or ID, date of 

birth range and gender 
o Display ‘Output fields’ – administrators can choose up to 20 fields of information that can be 

displayed next to a member record when the search is generated 

 Select any output available fields and click on “Add” button to include in your export of membership data 

 Click on “Display List” button to refresh export data table 
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 Once you have selected all of the records and fields that you wish to download, select the “Download Data” 
icon. This will produce a pop up and give you several options of formats in which you would like the data to 
be exported in. 

 

 This is an example of the export of your club’s membership data: 

 

 

 

 

 

 

 

 

*As of 16 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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Team nomination forms can be published for collecting team entries from Clubs/ teams using the Member 
Sign up process. This will assist with draw creation, fixtures and competition management.  
 
Technically, the process is the same as setting up the Member Sign up form, however, team lodgement/team 
renewal type will be mandatory and the form is setup by the Competition, as opposed to Clubs.  
 
Competitions will need to setup Team Nomination Categories and attach them to Team Nomination Forms. 
Clubs (child organisations) will be able to submit teams via the Team Nomination form within Rugby Link.  

 
Setup Team Nomination Categories:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Configuration” 

 Click “Team Nomination Categories” 

 Click “Add New Team Nomination Category” 

 

 Enter ‘Category Name’ 

 Select ‘Grade Type’ from drop down 
o The new category needs to fall under one of the pre-defined grade types 

 ‘Entry Costs’: optional 
o Enter price for New Team, New Early and/or New Late - leave the field blank if it is free 

 ‘Entry Settings’:  
o Leave blank for an unlimited number of entries 
o Enter a whole number between 0-999 to restrict the number of entries  

 ‘Selected Player Times’: optional  
o Configure the playing times using the “Add” or “Remove” buttons 
o Use the “Move Up” and “Move Down” buttons to sort the playing times list 

 Click “Update” 
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 Confirmation will appear at the top of the screen 

 Click “Back to Team Nomination Categories” 

 Repeat steps above as required  
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Setup Team Nomination Form:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Configuration” 

 Click “Team Nomination Forms” 

 
 Click “Add New Team Nomination Form”  

 
 ‘General Settings’: 

o Enter ‘Entry Name’ 
o Ensure ‘Season’ is correct 

 Select the appropriate season from the dropdown list. Remember to check that the season 
you select has been activated 

o ‘Previous Season nominations’ 
 The previous season used for nominations needs to be indicated so that the system can 

define returning teams 

 ‘Dates’: required 
o ‘Entries Close’ date/time is a required field 
o ‘Early Bird Close’ and ‘Late Entry Begin’ are optional fields. If you enter an Early Bird Close or Late 

Entry Begin date, the checkbox for that entry will automatically be selected. If you subsequently 
choose not to use this field, you can uncheck the option 

  ‘Team Participants’: 
o Option to ‘Allow player nomination’ 

 Though by default it is allowed, the box should be checked so that child 
organisations/affiliated Clubs can enter players to team nomination procedures 

o Min Player Number: required  
 It is "0" by default - The total number of players can be allocated to a team nomination 

submission 
o Max Player Number: optional 
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 ‘Display Text’: 

o Introduction will appear when Clubs nominate their teams into their respective categories 
 
 
 

 
 
  

NOTE: while this is not mandatory, it is highly RECOMMENDED   
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 “Add” the nomination categories to ‘Selected Categories’ 

 Click “Update” 

 
 Confirmation will appear at the top of the screen 

 
 
 
 

 
 
 
 
 

  

NOTE: option to create multiple Team Nomination forms, or include all categories on one form   
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Summary Report:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Reports” 

 Click “Summary”  

 
 

 
 
 

Club The club who has nominated the team 

Teams Provisional Lists all team nominations with provisional (unconfirmed) status 

Team confirmed Lists all team nominations with confirmed status 

Amount Total amount payable by club due to team nomination 

Action Click Edit to edit the nominated team 

 

NOTE: Summary provides an over view of ‘Provisional’ and ‘Confirmed’ Teams   
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Detail Report:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Reports” 

 Click “Detail” 

 
 
 
 
 

 

  

NOTE: This will provide a detail of teams nominated by their Club   
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Grading Report:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Reports” 

 Click “Grading”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

NOTE: Clubs may enter additional comments when nominating teams regarding the allocation to a 

grade and subsequent fixtures   
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Allocating Teams to Grades:   
 
Navigation in Rugby Link: Competition Management > Competition > Team Nominations > Configuration and Reports  

 Click “Allocate to Grades” 

 Select ‘Team Nomination Category’ 

 Select ‘Destination Grade’ 
 
 
 

 
 
  

NOTE: Grades must be setup previously (or rolled over to new season)   
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 Confirmation will appear at the top of the screen 

 
 Teams will now display in the Grade Settings 

 
 
 

 
 
*As of 22 September 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: You will need to update Team Names when multiple teams selected in one grade   

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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Clubs can lodge teams to their Competition team nomination categories via an online form in Rugby Link. 
Clubs can link these as ‘confirmed’, ‘provisional’ or ‘withdrawn’. This functionality is used for: 

1. Submitting team nominations with all details required. 
2. Attaching a players list to each team nomination entry (if required).  
3. View/download reports on the number of team nominations per group, number of players registered 

per grade or view money owing (if applicable).   

 
Team Nomination/ Lodge Teams:   
 
Navigation in Rugby Link: Competition Participation > Tasks > Team Nomination/ Lodge Teams  

 “Introduction” tab will display Competition instructions  

 
 

 Click “Team Entry” 

 Click “Add New Team Entry” 

 
 Select ‘Entry Category’ from drop down 

 Select ‘Home Venue’ from drop down’ 
 
 
  

NOTE: If your Home Venue is not appearing in the dropdown please contact your Competition 

Manager to add this in for you  
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 Select ‘Status’ of team 
o Provisional: unsure status, this will not incur any costs for team entry if any fees are setup by 

Competition Manager 
o Confirmed: reserved status, this will incur relevant cost as set up by Competition Manager for team 

entry. After submitting, Club can view associated cost via ‘Reports’ tab 
o Withdrawn  

 Click “Update” 

 
 

 Confirmation will appear at the top of the screen 

 
 Teams will appear on the “Team Entry” tab 

 Repeat above steps as required  

 
 
 
 

 

  

NOTE: ‘Squad Size’ is only applicable if player allocation is required by your Competition Manager   
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Team Nomination Reports:   
 
Navigation in Rugby Link: Competition Participation > Tasks > Team Nomination/ Lodge Teams  

 Click “Reports” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*As of 22 September 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

NOTE: ‘New Season Grading’ will display grade team has been allocated to. This is a dynamic report 

and Grading will update once your Competition Manager has allocated teams 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains how Clubs and Competition Managers can create Squad Lists. The primary 
function of Squad Lists is to reduce the total number of players that a Club Administrator needs to filter through 
when selecting their teams. It can be used as a “tidying” mechanism for bigger Clubs. Some Competition Managers 
(mainly Juniors) like to enforce certain Clubs submit their squads (in regards to age brackets or skill level).  
 
NOTE: A squad is related to a team playing in a specific grade.   

 
  

Squad List 
Squads are a collection of players that are defined as the basis for selecting teams for a given 
match 

Team List List of all registered players selected for the match in that round 

 
Squad Lists (Club) 
 

STEP 1: Navigating to Squad Lists 

Navigation in Rugby Link: Competition Participation > Tasks > Team/ Squad Setup (Season) 

 ‘Friendly Name’- a name may be specified to identify the grade within the club. For example, 'Uni U16'. 
Leave blank to use the association name 

 ‘Sort Order’- determines the order the grades are listed in various drop down lists and reports 

 Click on “Edit” under ‘Squad’ to create squad list 
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STEP 2: Setting up a Squad 

 Defaults will be entered into the name and description of the squad. However, if you have entered in a 
‘Friendly Name’ it will display here 

 Filters by: 
o Role 
o Age range  
o Measurement date, enter in the cut-off date for the specific age range, e.g. 31/12/2000 

 Click “Display List” 
 

 All available players from your Player List will be displayed in the left hand box 

 Select a single player from the ‘Available Players’ 

 Click “+” to move selected players across to the ‘Squad List’ (right hand box) 

 

 

 

 

 
  

NOTE: Players can be part of multiple squads within the same Club 
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 Clubs also have the option of selecting a ‘Captain *’, Coach and Team Manager 

 Once all players have been added to the squad list click “Save”  

  

 Confirmation will appear at the top of the screen 

 

STEP 3: Adding Coach or Manager 

 For a coach or manager to be attached to a team, they must be registered and have the TEAM OFFICIAL role 
and the relevant sub-role, i.e. COACH or MANAGER 

 In the right hand bottom screen of the squad list, click on the drop down arrow to see the list of available 
Coaches and/ or Team Managers 

 Click in the check box next to their name 

 Once all Team Officials have been selected click “Save” 
 

STEP 4: To Remove a Coach or Manager 

 Click dropdown to see list of available Team Officials (Coaches or Team Managers) 

 Remove the tick by clicking the check box 

 Click “Save” 
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Squad Lists (Competition Manager) 
 

Navigation in Rugby Link: Competition Management > Grades > Maintain Grades, Teams and Ladders 

 Click on “Team Settings” next to Grade you wish to create a squad list for 
 

 
 

 Click on pencil under ‘Squad Size’ next to team you wish to create a squad for 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 5 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains how Clubs can select their Team Lists prior to each match.  
 
NOTE: A participant must have a PLAYER role and be REGISTERED in order to be eligible for team selection. 

 
  

Squad List 
Squads are a collection of players that are defined as the basis for selecting teams for a given 
match 

Select Team  List of all registered players selected for the match in that round 

 
Select Team:   
 

STEP 1: Select Team List 

Navigation in Rugby Link: Competition Participation > Tasks > Select Team 

 Ensure you ‘Only show players registered for this association with the required registration types’ is selected. 
This will ensure only REGISTERED players are able to be selected for the team  

 
 
 

 Can ‘Apply Player Filter’ using Squad List 
 

  
 

  

NOTE: Competition Managers will set this function  



Competition Management – Select Team 

  

Page 2 
 

 Drag-and-drop a single player from ‘Available Players’ into their playing position under ‘Selected Players’ 
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NOTE: 

 Playing jersey number will default to the number of the position. This can be changed by typing in 
the appropriate jersey number into the white box 

 Positions can be left blank if needed 

 A maximum number of substitutes may be set by your Competition Manager 
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 Select ‘Captain’ via the drop down  

 Select ‘Coach’, ‘Team Manager’ via the drop down 

 Select ‘Assistant Referee’ via the drop down  
 

 

 

 

 

 

 Click “Update”  

NOTE: Competition Managers may set ‘Coach’ as a mandatory field   

NOTE: individual records need to have ‘Team 

Official’ role and the relevant sub-role 

selected to appear in the drop downs 
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 Confirmation will appear at the top of the screen 
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STEP 2: Print Match Scorecard/ Team List 

Navigation in Rugby Link: Competition Participation > Tools > Match List 

 

Navigation in Rugby Link: Competition Participation > Tools > Team List 

 Your Team List will pre-populate after selecting team following Step 1 as below 

 Can select the fields displayed from the checkbox table 

 
 

 

 

  

NOTE: Players MUST be REGISTERED to appear on Team List 

REFER TO: ‘Printing Match Scorecards’ for printing team lists with results entry 
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 If player portraits have been added it is recommended to tick ‘Portrait preferred layout’  

 Click “Go” 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guides explains how Clubs and Competition Managers can print Match Scorecards 
for all Competition fixtures.   

 
Printing Match Scorecards (Club)  
 

Navigation in Rugby Link: Competition Participation > Tools > Match List 

 Select ‘Grades’ and ‘Round’ 

 Click “Search Matches” 

 

 Tick ‘Select All’ or individual matches 

 

 Select ‘Print Scorecard’ from Bulk Actions 

 Click “Perform Action” 
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 Download displays as PDF for YOUR TEAM in each match 
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Printing Match Scorecards (Competition)  
 

Navigation in Rugby Link: Competition Management > Competition > Matches > Match Manager 

 Select ‘Grades’ and ‘Round’ 

 Click “Search Matches” 

  

 Tick ‘Select All’ or individual matches 

 

 Select ‘Print Scorecard’ from Bulk Actions 

 Click “Perform Action” 
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 Download displays as PDF for BOTH TEAMS in each match 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

*As of 4 October 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guides explains how Clubs can enter match results.  
 
NOTE: Competition Managers determine the Rugby Link Results Entry process. There are two options 
available: 

 Clubs enter the results and Competition Managers update results to ‘official’ (RECOMMENDED) 

 Competition Managers enter the results via Match Manager 

 
Data Entry Task Summary 

Navigation in Rugby Link: Competition Participation > Tasks > Data Entry Task Summary 

 Data Entry Task Summary page will provide a summary of pre- and post-match tasks required by Clubs, 
including entering match result status  

 Filter by date 

 Click “Go”  

 

 

 

  

NOTE: To check if one Club has already entered in the match results click “Edit” under ‘Match Result’ 
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First Club Entering Match Results 

Navigation in Rugby Link: Competition Participation > Tasks > Enter Match Results 

 Select ‘Round’ and ‘Grade’ 

 Click “Go”  

 
 

 Enter in number of Tries (T), Conversions (C), Penalty Goals (PG), Field Goals (DG) and Penalty Tries (PT) 

 Half-time (HT) score is optional 

 Full-time (FT) score is essential for BOTH teams 

 Match Notes can also be entered 

 Click “Update” 

 
 
 

NOTE: One Club (usually HOME TEAM) will be the first to enter in match results for BOTH Teams. When 
the second Club (e.g. AWAY TEAM) logs into Rugby Link and views their Data Entry Task Summary they will 

only be able to CONFIRM/ DISPUTE the entered match results 
 
 

NOTE: Total Score will calculate automatically 
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 Confirmation will appear at the top of the screen 

 Match Status will update to ‘Unconfirmed’ 

 
 
 

  



Competition Management – Results Entry  

  

Page 4 
 

Second Club Confirming/ Disputing Match Results 

Navigation in Rugby Link: Competition Participation > Tasks > Confirm Match Results 

 Once one Team has entered the match result in Rugby Link, the opposition Team will need to Confirm/ 
Dispute the result 

 Select ‘Confirm Result’ or ‘Dispute Result’ 
o If ‘Dispute’ is selected, ensure you provide a detailed reason why 

 
o Notifications are sent to Competition Managers plus BOTH teams (if set up in Notification 

Subscriber’s List) 

 Click “Update” 

 

 
 
 

Notification Subscriber’s List: Club name drop > Notification Subscriber’s List > Match Disputed 
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 Confirmation will appear at the top of the screen 

 Match Status will be updated to ‘Confirmed’ 

 

 

  

NOTE: Competition Managers have the option of making the match ‘OFFICIAL’ once both teams have 

confirmed their match results, entered player statistics, incidents and injuries  
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Results on Rugby Link Public Portal  
 

Navigation in Rugby Link: www.rugbylink.com.au  

 Match Results will automatically display on the Rugby Link Public Portal once they have been entered 
 

 
 

 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.rugbylink.com.au/
http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guides explains how Clubs can enter their own Club’s Player Statistics. This includes 
the number of tries, conversions, penalties and field goals.  
 
NOTE: Teams must be selected in Rugby Link prior to adding Player Statistics.   

 
Player Statistics 
 

Navigation in Rugby Link: Competition Participation > Tasks > Enter Player Statistics > Player Scores tab 

 Select ‘Round’ and ‘Grade’  

 Click “Go” 

 Select “Player Scores” tab  
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 ‘Shirt’ number will flow through from the Select Team page 

 Clubs can enter in the number of Tries (T), Conversions (C), Penalties (P) and Field Goals (FG) a player has 
scored in a match 

 
 

 ‘Totals (from match score card)’ is the entered match results  

 ‘Totals (calculated)’ is the number of player statistics that a team has entered for each their players. This 
total should add up to total match score  

 
 

 

 

 

 

NOTE: When ‘Totals (calculated)’ match ‘Totals (from match score card)’ they will display in 
black, when they do not match it will display in red  
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 Option for Clubs to tick if “The opposition team called for uncontested scrums to be played” 

 Click “Save” 

 
 Confirmation will appear at the top of the screen 

 

 
*As of 6 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guides explains how Clubs can enter Player Incidents for both teams. Clubs will also 
need to enter Player Incidents for BOTH teams. Clubs must select their player from the dropdown, while they 
only need to enter the jersey number for the opposition. If these Player Incidents do not match the 
Competition Manager will investigate further.  
 
NOTE: Teams must be selected in Rugby Link prior to adding Player Incidents.   

 
Player Incidents  
 

Navigation in Rugby Link: Competition Participation > Tasks > Enter Player Statistics > Player Incidents Tab 

 Select ‘Round’ and ‘Grade’  

 Click “Go” 

 Select “Player Incidents” tab  
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 MY TEAM: Enter any incidents your Team received in a match 
o Click “Add New Incident”  
o Select ‘Player’ from dropdown 
o Select ‘Type’ 
o Select ‘Reason’ 
o Click “Insert” 

 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 



Competition Management – Player Incidents 

  

Page 3 
 

 OPPOSITION TEAM: Remember you need to enter any incidents by the opposition team 
o Click “Add New Incident”  
o Enter ‘Shirt Number’ 
o Select ‘Type’ 
o Select ‘Reason’ 
o Click “Insert” 
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 Click “Save” 

 
 

 Confirmation will appear at the top of the screen 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 6 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains how Clubs can enter Player Injuries. Clubs will need to enter their own 
Player Injuries into Rugby Link. Clubs must select the individual player from their own team and classify the 
injury as ‘serious’ or ‘concussion’.  
 
NOTE: Teams must be selected in Rugby Link prior to adding Player Injuries.   

 
Player Injuries:   
 
 

Navigation in Rugby Link: Competition Participation > Tasks > Enter Player Statistics > Player Injuries tab 

 Select ‘Round’ and ‘Grade’  

 Click “Go” 

 Select “Player Injuries” tab  

 
  

NOTE: Serious Injuries and Concussions need to be entered for YOUR team only 
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 Click “Add New Injury”  

 Select ‘Player’ from drop down 

 Select ‘Classification’: Serious or Concussion  

 Select ‘Type’ from drop down 

 Select ‘Site’ from drop down 

 Select ‘Outcome’: Confirmed or Not Confirmed  

 Click “Insert”   
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 Click “Save” 

 
  

NOTE: When CONCUSSION is selected as the Classification, the Type, Site and Outcome will 
pre-populate 
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 Confirmation will appear at the top of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 6 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide explains how Clubs can enter if uncontested scrums were played in a particular 
match.  
 
NOTE: Competition Managers will be able to report on all uncontested scrums played.    

 
Uncontested Scrums 
 

Navigation in Rugby Link: Competition Participation > Tasks > Enter Player Statistics 

 
 
 

 Where applicable, under ‘Uncontested Scrums’ tick “The opposition team called for uncontested scrums to 
be played” 

 
 

NOTE: Your Team must be selected prior to entering uncontested scrums 
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 Select ‘Primary Reason’: 
o Started match without suitably trained front row 
o Injury during match resulted in uncontested scrums 
o YC/RC to front rower resulted in uncontested scrums 
o Referee called uncontested scrums for safety reasons 

 Enter ‘Duration’ (mins) 

 Enter any ‘Additional Detail’ 

 Click “Save”  
 

 
 Confirmation will appear at the top of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 11 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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This Rugby Link self-help guide will explain how Clubs and/ or Associations can publicise and/ or embed their 
competition information including team selections, match results, fixtures and ladders onto their website or 
social media pages.  

 
Publicising Competition Information:   
 

Navigation in Rugby Link: Competition Participation > Help 

 Click “Linking to Rugby Link from external web sites” 

 
 

 Read the information provided 

 
 
 



Competition Management – Publicising Competition Information  

  

Page 2 
 

 Scroll to the bottom of the page 

 

 The unique URL links in the table are for each grade your Club competes in or Association runs. The links 
include team selections, match results, fixtures and ladders 

 Copy and paste the unique URL and hyperlink to your organisation’s website and/or social media pages 

 

  

NOTE: To link to one of the above 'grade specific' reports without a specific grade (i.e. to allow the user to 
then select a grade) simply omit the gradeID value. Some pages also give an ALL GRADES view - use gradeID=0 

instead of specifying a particular grade 
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Rugby Link Public Portal:   
 

Navigation in Rugby Link: www.rugbylink.com.au 

 Visit your Public Portal to view your results and ladder information 

 

 
 
 
 
 
 
 
 
 
 
 
 
*As of 23 November 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 

NOTE: If you would like to embed Rugby Link’s competition data into your website as an ‘iFrame’ please 

contact the Interact Sport Helpdesk click here 

http://www.rugbylink.com.au/
http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
http://helpdesk.interactsport.com/index.php?/aru/Tickets/Submit
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This Rugby Link self-help guide explains how Club administrators can setup player votes and any number of 
awards (e.g. Best & Fairest) whereby their Principal user and/ or Results Managers can enter votes for players 
which participate in each match. The system tallies these votes and presents a public 'ladder' and a round by 
round view. 
 
NOTE: Votes are tied to a fixture.    

 
Voted Awards Management:   
 
Navigation in Rugby Link: Competition Participation > Tools > Voted Awards Management 

 Click “Add New Award” 

 

 Enter ‘Award Name’ 

 Ensure the correct Season is selected 
 

 

 Select ‘Public Report Display Status’: 
o Select Principle User Only to turn off public access, and in this case the Principle User can still use the 

links on the Voted Awards Management screen to view progressive results 
o When ready to publish the results to the public, change to Unrestricted 

 

 

 

 Select ‘Vote Entry Access’ - Determines who has access to enter or edit votes. Select some or all of: 
o Principle User - allow the principle user access. Note - if any other option is selected, the Principle User 

option must also be selected. Votes are entered via the applicable menu items when the user is logged 
in as an administrator 

o Results Managers - allow any user with any of the user roles access. Votes are entered via the 
applicable menu items when the user is logged in as an administrator 

 

 

 

 

NOTE: Season will default to current season 

NOTE: As soon as one or more votes have been entered against the current award, only the 
Principle User can change the public display status 
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 Locking match also locks voting –  
o If this option is checked, then voting for a match will be locked as soon as the match itself is locked 

(i.e. the status of the match is changed to OFFICIAL) 

 “Add” Selected Grades votes will apply to 

 Select Grade Behaviour: 
o Combine votes over all grades - votes earnt in different grades contribute towards one overall ladder. 

The grade selector on the public report will be disabled 
o Separate vote ladders for each grade - votes earnt in different grades contribute towards separate 

ladders. The grade selector on the public report will be enabled to allow the choice of each grade 
which is included in the award 

 Click “Update” 

 
 

 

  

NOTE: Ensure the default ‘Sum of votes in match’ and ‘number of players that must be given votes 
is correct for your voting rules 
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Enter Votes:   
 
Navigation in Rugby Link: Competition Participation > Tasks > Enter Votes 

 Select ‘Round’ and ‘Grade’ 

 Click “Go” 

 

 Click “Enter Votes” 

 

 Voting rules will be stated in an orange box below the fixture  
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 Enter Votes accordingly  

 Click “Update” 

 

 Confirmation will appear at the top of the screen 
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Viewing Votes:   
 
Navigation in Rugby Link: Competition Participation > Tools > Voted Awards Management 

 Click “View” 

 
 

 

 

 

 Click to view the Player Votes in excel 

 

 

 

 
 

 

 

 

*As of 23 November 2016 
For more information, visit www.aru.com.au/runningrugby/rugbylink 

or contact InteractSport Support/ Rugby Link Support Team. 
 

NOTE: The ‘Public Report Display Status’ chosen when creating the award will decide who can 
“view” Player Votes 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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There are a variety of Competition Management Reports that can be viewed as Club level including: 
1. Player History: details the grade and rounds in which each player has ‘played (P)’ or been selected as 

a ‘reserve (R)’. Can be used to determine a player’s finals eligibility.  
2. Matches Played: lists the total number of matches played by each player. Also available on the Rugby 

Link Public Portal.  
3. Player Statistics: ranks players based on highest total points scored through the season. Also 

available on the Rugby Link Public Portal.  
4. Incident Detail Report: identifies all player incidents for your Club only.  
5. Injury Detail Report: identifies all player injuries for your Club only.  

 
NOTE: all reports can be downloaded into excel.  

 
Player History 
 

Navigation in Rugby Link: Competition Participation > Reports > Competition Reports > Player History Report 

 Player History Report can be filtered by ‘Grade’ or ‘All Grades’ 

 Click “Go” 

 

 Click “Download Data” to export into excel  

 
 

http://www.rugbylink.com.au/
http://www.rugbylink.com.au/
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Matches Played 
 

Navigation in Rugby Link: Competition Participation > Reports > Public Reports > Matches Played 

 Matches Played Report can be filtered by ‘Grade’ (including ‘All Grades’) and ‘Grade Type’ 

 Click “Go” 

 

 Click “Download Data” to export into excel  
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Player Statistics 
 

Navigation in Rugby Link: Competition Participation > Reports > Public Reports > Player Statistics 

 Player Statistics Report can be filtered by ‘Grade’ (including ‘All Grades’), ‘Grade Type’ and ‘Date’ 

 Click “Go” 

 

 Click “Download Data” to export into excel  
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Incident Detail Report 
 

Navigation in Rugby Link: Competition Participation > Reports > Competition Reports > Incident Detail Report 

 Select ‘Round’ 

 Select ‘Grade’ or ‘All Grades’ 

 Enter in ‘Date From’ and ‘Date To’ 

 Click “Go” 

 

 Click “Download Data” to export into excel  
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Injury Detail Report 
 

Navigation in Rugby Link: Competition Participation > Reports > Competition Reports > Injury Detail Report 

 Select ‘Round’  

 Select ‘Grade’ or ‘All Grades’ 

 Enter in ‘Date From’ and ‘Date To’ 

 Click “Go” 

 

 Click “Download Data” to export into excel  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*As of 4 October 2016 

For more information, visit www.aru.com.au/runningrugby/rugbylink 
or contact InteractSport Support/ Rugby Link Support Team. 

 
 

http://www.aru.com.au/runningrugby/rugbylink
http://support.interactsport.com/display/public/PDOC/InteractSport
mailto:rugbylink@rugby.com.au?subject=Rugby%20Link%20FAQs
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