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Xplorer guidance document 

HOW TO CREATE & EDIT A TEAM 

Access Xplorer: 

You can access Xplorer in various ways. To access via direct link, click on: Add link here. 

• If you do not already have an existing Xplorer profile account, please see our “how to create 

a profile” guidance document on how to create a profile. 

• If you are unsure how-to login, please see our “how to log into an existing profile” guidance 

document. 

 

NOTE: The following steps can only be completed by users set up with administrative access. If 

you do not see the below “admin” access and believe you should have access, please contact xxx. 

 

Access Admin area: 

1. Log into you Rugby Xplorer profile and click on the “Admin Portal” 

option in the left-hand menu.  

 

 

 

 

 

 

 

 

2. The Admin Portal will open in a new tab. 
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To create a team for my club: 

When creating Teams for your competition, you should include your Club name (or 

abbreviation of Club name) in the team setup. This assists Competition Managers assigning 

your team to a competition and participants wanting to follow your team(s) in the Rugby Xplorer 

app. 

You need to create a team for every age group and/ or grade that your Club is participating in. 

 

3. Click on the arrow next to “Entities” in the left-hand menu and 

select “Teams”. 

 

4. Click on the “Create New” link at the top of the screen. 

 

5. Complete the “Create a team” screen. 

a. “Club name” will default to your Club. 

b. Enter “Team Name”. We recommended to add your Club Name (or abbreviation 

of Club name) in the team’s name to assist Competition Managers. 

c. Add “Grade/ Age abbreviation”. 

d. Add “Extra” (Optional), which is for xxx.  

e. Add an “Abbreviation” for team. 

f. Select the team’s “Age Level”. 

g. Select “Season”. 

h. Select “Contact name” from list of registered managers. Mobile and email address 

will default based on the manager selected. 

 

 

6. Click “Save” 
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You can now assign players and officials to your teams via Squad Management   

 

To assign players: 

7. Click on the arrow next to “Entities” in the left-hand menu and 

select “Teams”. 

 

8. Click on the ROW of the team you created. 

 

 

9. Select the “Squad Management” tab at the top. 

 

10. Select the players you wish to add to the team and click “Add to Team”. They will then 

show on the right-hand side of the screen. 

 

Note: If you try and add a player not within the age range selected, you will not be able to add 

them to the team. 
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To add non-players to the team: 

11. Click on the “Non-Players” link. 

 

 

 

12. Select the coach, manager, referee or other non-player role you wish to add to the team 

and click “Add to Team”. They will then show on the right-hand side of the screen. 

 

 

 

To edit a team: 

Club and/or competition managers can edit team names and team details.  

 

13. Click on the arrow next to “Entities” in the left-hand menu and 

select “Teams”. 

 

14. Click on the ROW of the team you created; you need to edit. 
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15. Make any changes as required. 

 

 

16. Complete the following checks: 

a. Ensure Team Name and 

'Age/Grade Abbrev' are 

entered 

 

17. Click "Save". 
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