RugbyConnect Panel Creation and Attendance Tracking

Table of Contents
Introduction................................................................................................... 1
Creating Panels .............................................................................................. 4
Adding Players and Officials to Panels ........................................................... 5
Creating Attendance Session.......................................................................... 7
Assigning Players & Officials to Sessions ........................................................ 9
Managing your attendance as a Player ........................................................ 12
Managing all attendance as an Official......................................................... 14

Introduction
RugbyConnect is the new online administration system for clubs for the 2020/2021 season, it will be
the sole platform for all aspects game and competition management. It features a wide range of
paperless functionalities to help volunteers manage areas such as player registration, safeguarding
and club membership.
All players will be required to register themselves individually on the system in order to
participate in the 2020/21 season.
The system is also designed to play its part in COVID-19 risk management and includes a paperless
version of the IRFU’s Pre-Rugby Personal Assessment Form.
This guide will take you through panel creation and attendance tracking and IRFU’s Pre-Rugby
Personal Assessment Form. We also will have a number of these modules available in short videos
for you to coming weeks on https://www.irishrugby.ie/running-your-club/rugbyconnect/

How to set up on RugbyConnect
To get set up on RugbyConnect your Honorary Secretary will have to contact your provincial
representative requesting ‘Registrar’ / ‘Data Officer’ access for you.
• Connacht: Fraser Gow – fraser.gow@connachtrugby.ie
• Leinster: Dermot O Mahony Dermot.OMahony@leinsterrugby.ie and Carol Maybury
– carol.maybury@leinsterrugby.ie
• Munster: Jane Burns - JaneBurns@munsterrugby.ie
• Ulster: rugbyconnect@ulsterrugby.com
In turn your provincial representative will provide you with your username and password. You can
now log into https://irfu.sportsmanager.ie/maint.php and get started, please refer to the
RugbyConnect Club Administration User Guide on the IRFU website:
https://www.irishrugby.ie/running-your-club/rugbyconnect/

Log in to Sportlomo as a Club Administrator by entering your username and password your branch
has provided you with – https://irfu.sportsmanager.ie/maint.php
You will be brought to the Sportlomo Administration home page.
Creating Panels
Each attendance session must be assigned to a panel. In other words, a Men’s Senior panel will have
attendance sessions, a Women’s Junior panel will have separate attendance sessions and a Boy’s
U14 panel will have their own separate attendance sessions too. Therefore, the first step needed to
track attendance is to have your panels set up. To create a new panel, click the’ Team Sheet Panels’
link from your home page.

To add a new panel, click the Add button on the resulting screen.

When creating a new panel, firstly ensure that you have selected the correct season and then select
the applicable age grade for your panel.

After selecting the age grade, an additional field will appear which allows you to select a team.
Select your team name from this dropdown menu. After selecting your team name, click Save to
save your panel.

Adding Players to the panel
After creating your panel, you can now add players and officials to it. To add players, click the
Players tab. To add Officials, click the Officials tab.

To add a player, click the Add button.

Clicking the add button will bring up a list of players. To add any player, simply click the icon next to
the player’s name. You can click on ‘Member Name’ to alphabetically arrange your list or ‘DOB’ to
bring back players by youngest first etc.

To search for a specific player, open the search/filter options by clicking on the search/filter icon.

Repeat the same process to add Officials to your panel. Any officials that you assign to a panel will
be able to manage this panel from their own public user account.

Creating Attendance Sessions
Once your panel has been created, you can create attendance sessions for this panel. To do so,
return to the ‘Team Sheet Panels’ page and click the Clipboard icon next to the relevant panel.

To add a new attendance session, click Add on the resulting page.

You will be presented with the Settings page for your attendance session. The first portion of this to
complete is the Location details. To select your location, find it from the Venue dropdown menu.

If you cannot find your venue from the dropdown menu, check the Venue not Found box. This will
allow you to add a new venue.

Enter your venue name, postcode and click Check Venue to add your new venue.

The second section to complete in your session settings are the time details. This is the start date
and time, and end date and time for your session.

To choose the date and time for the start of the session, simply click the date field and choose your
date from the calendar popup that appears. Enter the start time of the event below the calendar. Be
sure to toggle correctly between AM and PM for the time of your session.

Repeat the process for the Finish time of the session.

The final stage of the settings to complete are the Details. This involves giving your session a title. To
do this, simply type the title into the Description field. Choose Type as Training Session and keep the
status as Created. You can change this status to Submitted once the session is complete.

Assigning Players & Officials to Sessions
Once you have applied the settings to your session, you are now ready to add players and officials to
the session. To begin this process, click the Attendance tab.

You can quickly add all members of your panel to the session by clicking the Panel button. This will
add all players and officials on your panel to the attendance session in two separate groups - one for
players and one for officials.

You can also create your own groups and add players to these groups individually. There is one
group automatically created by default but to add a new group, click the Group button.

Players can be added to groups in two ways. The first way is to click the Attendee button.

A popup will appear with search filters and a list of members. To add a member to a training group,
select the group from the dropdown list and tick the box to Select. Click Add at the bottom to add
the member to the group.

You can choose to add different players to different groups and you can add multiple members at
the same time.

You can also add members to specific groups by clicking the Add to Group link.

The same popup will appear but this time you do not need to choose a group, just tick the box next
to the member to be added. The members will be added to the specific group you have clicked the
Add to Group link from.

Once all members have been added to the attendance session, you have some options which are
available by clicking any member’s name. This will expand the options below.

To add a comment to a player, click the speech bubble icon next to the Leave a Comment text.
To Remove a member from the session, click the red bin icon next to the Remove Member text.
To move a player from one group to another, choose the group you want to move the member to
from the Dropdown list under the Move To heading.
Once you are satisfied that all members have been added to groups successfully and your session is
created, you can invite these members to the session by contacting them by email. To contact all
members, tick the Contact All box above the email form field. You should then enter a subject and
dictate a message to your attendees before clicking the Send Email button to contact all attendees.
You can also contact a single member by entering their email address in the Email field without
needing to contact all members.
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When all details have been completed and your session has been created, click the Save button on
the bottom of any of the Settings, Attendance or Contact tabs.

Managing your Attendance as a Player
All players and officials can manage their attendance from their own public user account. If
contacted by email as outlined above, they will be notified via email to login to their account and
accept or reject their attendance at a session. Members can login to their account via the following
link: https://irfu.sportsmanager.ie/sportlomo/users/login (the link is also provided in the email sent)

When logged in, members are presented with the following screen. To view upcoming attendance
sessions, click the ‘View’ button on the ‘Schedule card’.

The resultant screen will show a list of all upcoming attendance sessions that the member has been
assigned to. These can be filtered to display sessions that are occurring Today, Tomorrow, This
Week, Next Week or This Month.

A member can accept or decline their attendance at a session by clicking on the tick or X icons
associated with the session. A notification will pop up to confirm the choice that the member has
clicked. If accepted the attendance card will turn green, if declined it will turn orange.

In some instances, for health reasons members will need to complete a form before accepting their
participation at a session. To complete the form, click the Survey icon on the session card.

This link will bring the member to the IRFU Return to Play Declaration. Answer Yes or No to all of the
questions asked on the form before clicking Complete.

Answering No to all questions will allow the member to confirm their attendance at the session.
However, answering Yes to any question will result in a warning that the member should not attend
the session for health reasons.

Managing all Attendance as an Official
Officials who are added to an attendance session will also have to complete a personal health
declaration and will go through the same process as a player, outlined above. The official has
additional permissions to manage a session from their public user account too. This can be managed
from the larger card on the official’s schedule. To access this, click the ‘View’ button on the
‘Schedule card’. Officials will see a card as below.

•
•
•

To view your session, click on the Eye icon on the card.
To duplicate your session, click on the copy icon in the middle of the card. (This will copy
over the details from the session, and from here you can say edit the date, but essentially
have everything the same as the previous session)
To print the details of your session, click on the printer icon on the card.

When viewing the session, an official will have the same permissions to edit a session in the same
way as an admin. Some player notifications will appear next to each player depending on whether
they have accepted their attendance, declined their attendance, failed the return to play form, or
have not yet responded.

The following symbol will indicate that a player has confirmed they will attend the session and has
successfully completed the return to play form.

The following symbol will indicate that a player has confirmed they will not be attending the session.

The following message will indicate that the player has failed the return to play form and should not
be in attendance at the session.

The following message will indicate that the player has not yet responded to their invitation to the
session.

Although the member can accept or decline their participation at the session, the assigned official
must still mark their actual attendance at the session. To do so, the official can toggle the button to
update the member’s attendance accordingly.

The green tick means the member has attended. The default grey X means the member has not
attended.

To mark all members of a group as attended, click the Mark All link at the bottom of the group.
Once completed, officials still have all permissions available. However, duplicating a session will only
copy all members to a new session. The duplication will not copy the marked attendance records.
Newly duplicated sessions will have the members attendance record reset to unattended by default.

If you have additional questions, please refer to our frequently asked document where you may find
the answer, or to view a webinar we held for clubs please click on the below link:
https://teams.microsoft.com/l/meetupjoin/19%3ameeting_YjYxNjFjMDEtMWRhMi00NzVkLTk2MmUtNWNjM2ViNTMxODQy%40thread.v2/
0?context=%7b%22Tid%22%3a%22ceda1b25-1daa-42a2-9e33fe6e22b18378%22%2c%22Oid%22%3a%2210e875e2-506b-4700-bf1c658fc1fbb6d6%22%2c%22IsBroadcastMeeting%22%3atrue%7d

Who can I contact for more information about the RugbyConnect?
Please contact your Club Support Officer:
• Connacht: Fraser Gow Email – fraser.gow@connachtrugby.ie
• Leinster: Carol Maybury – carol.maybury@leinsterrugby.ie
• Munster: Bernadette Linnane – Bernadettelinnane@munsterrugby.ie
• Ulster: Matthew Holmes – rugbyconnect@ulsterrugby.com
• IRFU: rugbyconnect@irfu.ie

