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Introduction

The Online Record Book (ORB) is a web platform that allows participants to record their activities and submit
their awards, and also allows Award Leaders to monitor participants’ progress and approve submitted
Awards.

This document has been written for Award Leaders who are participating to the Duke of Edinburgh’s
International Award programme. It provides detailed, step-by-step guidance on how to use the new Online
Record Book web interface.

The Online Record Book can be accessed via https://www.onlinerecordbook.org/

Supported Browsers and Technical Information

The ORB can be accessed using the latest versions of the following browsers:

e Google Chrome

e Safari

o Firefox

e Microsoft Explorer
e Edge

© 2018 The Duke of Edinburgh’s International Award Foundation Page 4
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Getting Started

Overview Login Page

ORB

P language English -
selection
Login tab
4= for Award
Participant Award Staff Staff .
a Not Registered?
Award Staff |Ogil"l Register a new account as
Email @ Award Participant Participant
and
Login Aweard Leader Award
Details Paxsword L.eade.r
registration

/v Forgot your password?

Password Reset
Login button

Register

You can also download our brand new Award
Leader app to access the Online Record Book
anytime, anywhere.

. App %rnrp | éle Play

Award Unit

registration “

o Copyright The Duke of Edinbural’'s International Award 201

[w]
1)

¢ Award Unit? Continue here

International Terms & Conditions |

1. Register your Award Unit

If your Award Unit is not registered on the Online Record Book, you can complete its registration selecting
the Award Unit registration option, as displayed above.

Complete all fields, clicking on the m button to continue through the sections.
The browser’s back button can be used if you want to go back and review/modify the details inserted.
e Select your country from the list available
e Insert the Award Unit Details
e Insert the Authorising Contact / Licence Holder’s personal details
e Insert the Award Co-ordinator’s personal details
e Insert the Award Co-ordinator’s contact details
e Set the Online Record Book Login details

Once all details have been inserted click on ‘Finish’ to send your registration for Award office approval.

© 2018 The Duke of Edinburgh’s International Award Foundation Page 5
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Note: The Award Co-ordinator will receive an email with a link to verify the email address set during
registration process.

Your Award office will review your details and, once your Award Unit has been approved, the Nominated
Award Leader will receive an email inviting them to log on to the Online Record Book (ORB).

2. Register to become an Award Leader

You can register as a new Award Leader, selecting the Award Leader option on the login page, and selecting
‘Register’, as displayed in the login page overview.

Complete all fields, clicking on the m button to continue through the sections.
The browser’s back button can be used if you want to go back and review/modify the details inserted.

e Select you Award Unit Country

e Select your Operating Authority (This will appear for those organisations with this structure on place)

e Type in your Award Unit name

e Set your role in the Award (optional), and whether you are the main Award Leader / Coordinator of
your organisation

e Insert your contact details

e Insert your personal details

e Set your Online Record Book Login details

e Check the boxes to confirm you have done as required

International Terms & Conditions

+ | Il have read the Terms and conditions and agree with them.
+ | Il confirm that I meet all NAO Regulation Reguirements.

Finish

Once all details have been inserted click on ‘Finish’ to send your registration for Award office approval.

Note: You will receive an email with a link, to verify the email address. Your Award office will review your
details and you will receive an email confirmation inviting you to log on to the ORB.

3. Forgot your password?

If at any point you need to reset your password, you can select the option ‘Forgot your password?’ from the

login page.

Insert you email address in the dialog box and press ‘Send’. An email with a link to reset your password will
be sent to your mailbox.

© 2018 The Duke of Edinburgh’s International Award Foundation Page 6
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Forgotten Password

Email address

| l

Required field

INTERNATIONAL AWARD

st )

To log on to the Online Record Book click on ‘Award Staff’ tab on the login page, insert your login details and

click ‘Login’

Once you log on to the Online Record Book, your To-Do List will appear:

2/

INTERRATIORAL AnhiD

Menu A Adventurous Jourmey

[T UserGuides
“ 1 Reporls

8 My Organization

To-Do List

Registration [El

] First Name

Participant Registration

Activity Approval

Last Name

Search bar I

| t -+ rhvent [ 2]
<<<<< Approval Payment State
elec - lect -
Registration Data Level Email Confirmation
i

Parant Approval Payment

Not required <. Later :

Molrequired Later

Number of recor

Review Actlon

Once logged on to the Online Record Book you will be able to view your To-Do List displayed as the landing

page. It is also accessible from the side menu bar selecting

= ToDolList

From your To-Do List you can manage different Award sections and activities such as:

- Accept new participants who have not yet been assigned to an Award Leader

- Review and approve new registrations

- Review and approve/ask for revision of any new activity request
- Review and approve/ask for revision of any requests of section sign-off (including Adventurous

Journeys)

- Review and approve/ask for revision of any requests of Award sign-off
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Page 7

s 2

Profile

1 ()

2



T“E..?H.'S.E..E’E.EQ!'SP'.{FSE’?E%O }

I Registration {3} Activity Approval i§] Section Sign-off {1 Adventurous lourney (3] Award Sign-off Inassigned Participants

Email Canfirmation Parsnt Approval Payment State

Select v Select v Select v

0 First Name Last Name Registration Date Level Email Confirmation Parent Approval Faymen t Review Action

e Unassigned participants:

Before registration approval, participants need to be assigned to an Award Leader.

If a participant does not know who their Award Leader is when they register, their registration will be added
to the group of “Unassigned participants”.
From the To-Do List select “Unassigned participants”

1. Review the participants waiting to be assigned

2. From the ‘Assign’ drop down menus, select an Award Leader from the list Award Leaders available.
3. Click on “Assign” — the registration will be then moved to the list of registrations to be reviewed.

If you do not recognise the registration, or it is not valid, you can delete it by pressing the
button.

D Flrst Name Last Name Reglstratlon Level Emall Delete Asslgn

testaward00+5@smail.com Johm Casey [me} X

POOOCO003E Paloma Ford 16/03/2017

e Review and approve new registrations

In order to be able to approve new registrations via the Online Record Book, participants need to have:
e confirmed their email address,
e received parental/guardian approval (if required)
e be marked as paid (or either confirmed that payment will be made later, or that it is not
required).
1. From the To-Do List select “Registration”
Review the details displayed

- A will be displayed, if the action hasn’t been completed (e.g. payment not received)

- A willbe displayed when the action is complete (e.g. email address has been confirmed)

3. Clickon m .

© 2018 The Duke of Edinburgh’s International Award Foundation Page 8



THE DUKE OF EDINBURGH'S %
INTERNATIONAL AWARD
4. Please note, if parental consent has been delivered via email and the email address has already been

confirmed by the participant the boxes will be automatically ticket.

5. From the pop up box modify the necessary details and ¥ as confirmed.

Resend parental consent
6. To resend any the parental consent email click on

This option will only be visible if the delivery confirmed box is left unchecked
7. Click on ‘Save’ to save the details

Note: Award start date is set as the registration date by default.

If the participant started the Award programme at an earlier date, it can be amended at this point

ward Start Date

02/12/2017 @
ayment Payment date
Later Xw Date ]
ransaction ID
Confirmed
‘rintable Parental Consent Form
Paper X w Confirmed

/' Email Confirmed

Close Delete Registration “

If you do not recognise the registration, or it is not valid you can delete it, clicking on

8. Click on ‘Approve’ to finish the registration approval.

D FirstMame W  LastName Registration Date Level Email Confirmation Parent Approval Payment Review Action

PHOO0000132 Paloma Ford 1406 /2017 W Not required "y Paid "y m I Approve

9. The participant will be notified immediately via the Online Record Book

© 2018 The Duke of Edinburgh’s International Award Foundation Page 9
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Note: It is recommended that you review the full participant profile before approving the registration. By
clicking on the participant ID, the full profile will be displayed and the Award Leader will be able to
modify/amend the information.

Participants are not able to save activity logs set before their Award start date.

e Review and approve/ask for revision of any new activity requests

Before logging their hours, a participant needs to set their activity and send it to their Award Leader, for
approval. Award Leaders can review the activity details and either approve the activity request or ask the
participant to revise it and make modifications. The participant will receive a notification with the outcome.

1. From the To-Do List select the “Activity Approval” tab
2. Click on the tabs displayed below to find the new activities waiting for approval
3. Review the activities listed and approve/ask for revision

Any comments made in the dialog box, when asking for revision, will be sent to the participant along with a
notification.

Registration (1) Activity Approval (9) Section Sign-off (1) Adventurous Journey Aviard Sign-off (1) Unassigned Participants
Skills 3 Service 3 Adventurous Journeys 1 Residential Project Section’s Tabs
1] First Name Last Name Level Activity Type Activity Goal Action

PMNOO00D0032 Participant_pgbl GoldAfterSilverPaperStarted |=g;:;-_:;, Arts and Design Art History To learn Egyptian history

Note: Adventurous Journeys created by participants also need to be approved before their start.

e Review and approve/ask for revision of any requests of section Sign-off

Once a participant has completed a section of their Award and received Assessor approval, the section is
ready for Award Leader sign-off.
1. From the To-Do List select the “Section Sign-off” tab

2. Click on the tabs displayed below to find the sections waiting for Sign-off
3. Click on ‘View’ to see logs, Assessor’s report and Notes
4. Review the activity and its logs
5. Click on “Approve” or “Revise” as necessary
gistration (1) Activity Approval (9) I Section Sign-off (1) I Adventurous Journey Award Sign-off (1) Una
Physical Recreation 1 Skifls © Service 0 Residential Project Section’s Tabs
] First HName Last Name Level Finished Logs Assessor approval Mote for Award Leader Action
56 Sarah Walker View View View

© 2018 The Duke of Edinburgh’s International Award Foundation Page 10



THE DUKE OF EDINBURGHS %&)
INTERNATIONAL AWARD
Any comments made in the dialog box, when asking for revision, will be sent to the participant along with a
notification.

e Review and approve/ask for revision Adventurous Journey section

The Adventurous Journey section is divided into three parts: Preparation and Training, Practice Journey and
Qualifying Journey. Each part of the Adventurous Journey needs to be approved separately.

1. From the To-Do List select “Adventurous Journey”
2. Click on the tabs displayed below to find the Journeys waiting for approval
3. Click on ‘View’ to review the Adventurous Journey details and its evidences
4. Review the Journey details and evidences
5. Click on “Approve” or “Revise” as necessary
Registration (9) Activity Approval (13} Section Sign-off (1 Adventurous Journey (5) Award Sign-off (3) Unassigned Participants (3)
Preparation 1 | Practice 3 | Qualifying 1
D First Name Last Name Finished Adventurous Journey Detail Observations Assessor approve Action

Any comments made in the dialog box, when asking for revision, will be sent to the participant along with a
notification.

e Review and approve/ask for revision of any requests for Award sign-off

Once a participant has completed all four sections of their Award, the Award is ready for Award Leader’s sign
off.

From the To-Do List select “Award sign-off”

Click on the participant requesting the sign off

Review participant’s personal details from the tab ‘Details’
Click on the tab nominated as the participant’s Award level
Review Sections and logs moving between the Section tabs

Ok wWwNPRE

From the tab ‘Award Detail’, click on Approve or Revise, as necessary

I — — = I R Details and ‘Award Level’ tab J— Award detail and Section tabs

Award Details Physical Recreatio <k Sy Adventur Joirmney Dacurme il Add Activity

i First Mame Last Name Email Action

FMOOT Name saley Name@gmail.com I — I I

© 2018 The Duke of Edinburgh’s International Award Foundation Page 11
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Any comments made in the dialog box, when asking for revision, will be sent to the participant along with a
notification.

Managing your participants

Once a participant has started their Award activities, the Award Leader’s role is to mentor them through
their Award with advice and encouragement.

Via the Online Record Book, Award Leaders are able to manage either all participants registered to their Unit
or participants assigned to them personally, depending on the settings set by their National
Operator/Regional Office.

e Browsing a participant’s details:

& Participants

1. Select from the menu
2. Select “My participants” to view the list of your participants
3. Select “All participants” to view the list of participants registered to you Award Unit
4. After clicking on the ID of the selected participant, you will be taken to their record
- : Participant tabs
My Participants All Participants
Level Search Participant Status Award State

= [— Filters and search bar
Selact - Select v Select - Filter

1o First Name Last Name Email ¥ | Levels Status
PHODO0OC01S Angela Wells testawardd0+1 2@ gmail.com _
PMGOO000L32 Paloma Ford testawardi0+10@gmail.com =

: . Sagiztation approvel

PHO0O0O0L02 Anton Rosenberg rosenberg. marting+05:@smail.com

PHOOODOCL2E jan nemrava jan.nemrava+ti@inloop.eu

__ List of participants

You can use the filters available to sort your list of participants by Award Level, Status and Award State.

Export tabl
You can export the list of participants displayed on screen to Excel by clicking on the P button at

the bottom of the screen.

© 2018 The Duke of Edinburgh’s International Award Foundation Page 12
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Shari Cooper

Parlicpants [ Dsii

Detail Bronze Lavel

Email

Phane Mumber

ERw | +442000000000

Date of Birth

01/06/2000

Note

Address

Address First Line

London

Addrass Second Lina

State/Province/fegion
London

Fost Codz

London

Other Information
Nafionality

British
Gander

Femal=

Emplayemant Status

Student

Frevious Level [not ORB}

Sebect

Bronee Level Registration Dabe

History Log
Title
Mre.
First Name
Shari
Last Hame
Cooper
Change
Phone Type
Home
s}
ity
London
Lountry
UK
xw
Xw
Xw
‘Where
Al

Bronze Level Start Dale

01/07/2016

Xw

Hw

v

e Award Leader L nalbanyPark v
Albany ParkeSailing Cartre

Overview - Aecount Bettings,
Ags Organisation Registration Date State

17 Albzny Park Sailing Centre 20/08/2017 Active

Level

Leader Changs
Hame Email Fhone Number
Award Leaderl IndlibanyPark dofeuat+al il gmail com 01900 00000000

Payment
Form af Payment

Paid Xw

Tranzaction ID

XCVBHN

Parent | Guardian Consent
Printable Parental Consent Form

Paper Hw

First nam= af Parant | Guardian

John

Farent's [ Guardian®s Email

testaward00Egmall.com

Dats of Delivery

Date =2

Date of Fayment

20/06/20L7 &

+ | Paymert Confirmied

Farent's relationship

Father

Last name of Parent | Guardian

Casey

Farent's | Guardian’s Fhone Numbsar

EEw | +442000000000

¥ Delivery Confirmed

© 2018 The Duke of Edinburgh’s International Award Foundation
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e Edit a participant’s personal details
Once you have navigated to a participant, you can edit any of their details by clicking in the fields available

and overwriting the information displayed.

Click the “ button displayed at the bottom of the page to save your changes.

e Edit your participant’s account settings

Once you have navigated to a participant’s profile, choose the option . s utsetings -~ 0 Make any
modifications such as:

i Change Participant's status
Send confirmation email again?
Recover Password

Delete Account

Once the option is selected, confirm your choice by clicking on m

e Award Payment

To change an Award payment status, navigate to the participant’s profile page and insert the status and date
of the payment, confirming the payment and saving the modification.

Payment
Form of Payment Date of Payment

Paid X 01/01/2017 ]
Transaction ID

XFG123lknm +| Payment Confirmed

e Change of Award Leader
To change a participant’s Award Leader:

1. Navigate to the participant’s profile
2. From the tab “Leader” click on ‘Change’

Leadef Change
Name Email Phone Number
Leader_1 InAlbanyPark dofeuat+all@gmail.com 0900 x0x XXX

3. From the pop-up select the participant’s new Award Leader from the list available

© 2018 The Duke of Edinburgh’s International Award Foundation Page 14



4. Press “Change” to save your new settings

L] Flrst Name Last Name

11 Leader_1 In&lbanyPark

ﬂ sl S

THE DUKE OF EDINBURGH'S %@
INTERNATIONAL AWARD

Emall

dofeust+ali@email.com

testaward00+ 3@ email com
e Award Details Overview
Dietail History Log
I ; ” : g ; Award Sections
Award Details Physical Recreation Skills Sarvice Adventurous Journey Documents I

Assessor Details

litle Mame

Mr Karate Man

hssessor approve

Activity Detail
Activity Typs

Martial Arts / Self Dafence

Activity

Karate

Gaoal

toachieve a black belt

v Major

Email
awaritestéd+4@gmail.com

Assessor repart

Logs

01/10/2017 4 hours 0 minutes
Xxw
yelk

N 01/0%/2017 4 hours O minutes

st

01/08/2017 4 hours 0 minutas

fa

01/07/2017 4 houwrs @ minukes

Completed

Phona State

Bdd Activity

29/26h

e Browsing a participant’s Award details

To view a participant’s Award details:

1. Navigate to the participant’s record
2. Select their Award Level tab to view the list of the sections available
3. Switch between tabs to see specific information about the sections such as:

Award progress

Progress of the sections (status)
Activities setup

Assessor’s details

Logs

© 2018 The Duke of Edinburgh’s International Award Foundation
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e Editing a participant’s Award details

Once you have navigated to a participant’s Award, you can edit any of the details by clicking in any of the
fields available and overwriting the information displayed.

Change any participant details and click on the “ button displayed at the bottom of the page to
save your changes.

e Setting up activities on behalf of a participant

To set up an activity on behalf of a participant:

1. Navigate to your participant’s Award Section
2. Select Activity Type and Activity from the drop down lists available.

Activity Detail

Activity Type

Water Sports o
Activity
Canosing Kw

Goal

To practice canoeing once a week for 3
months

Major

3. Press = at the bottom of the page to save your changes

e Adding logs on behalf of a participant

To add logs on behalf of a participant:

1. Navigate to your participant’s Award Section

Add lo
2. Click on the option ; displayed underneath the list of logs already in the system, if any

3. Insert the details required such as description, date and duration

4. Click on “Save” to add your log

© 2018 The Duke of Edinburgh’s International Award Foundation Page 16
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appear against their selected activity.

Add Log

Date Duration

Date H hh ¢ mm

Reguired field Requirad field

Description

s =

e Change logs on behalf of a participant

To edit a log:

1. Click on the log you would like to edit
2. Edit the details displayed, as necessary
3. Press ‘Save’ to save your changes

e Deleting logs on behalf of a participant

To delete a log:

1. Click on the log you would like to delete
2. Click on ‘Delete’
3. Select ‘Confirm’ to confirm your choice

Edit Log
Date Duration

24/07/2016 i 04 | oo

Description

We trained the whole aftemoon.

cles= ﬂ

e Setting up multiple activities on behalf of a participant

To set up multiple activities on behalf of a participant:

1. Navigate to the participant’s Award Section

Add Activity

2. Clickon

© 2018 The Duke of Edinburgh’s International Award Foundation Page 17
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3. Select Activity Section, type and category from drop down list available
4. Insert the Goal of the activity.

New Activity
Activity Section

Service Xy

Activity Type

Charity X
Activity
Create / Maintain Charity Website Xxw

Goal

Help maintaining charity website.

Cancel Pending changes.. ﬂ
5. Click on ﬂ to create a new activity.

The new activity will be displayed on screen under the chosen section.

conjuiingand Magic] —— Multiple activities

Note: A maximum of 3 activities per Section is permitted.

e Delete/Restore activities on behalf of a participant

As an Award Leader, you are able to delete or restore activities if multiple activities have been set up for a
Section.

To delete an activity:

1. Navigate to the participant’s Award Section
2. From the Section tab select the Activity you would like to delete

| Deleted

3. From the flow-bar click on !
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The activity will be removed from the participant’s ORB profile.

To restore the activity navigate to the participant’s Section and click on i

e Add a document on behalf of a participant

To add a document to the participant’s Award:

1. Click onthe Pecument tab

3. |Insert Title and description
4. Select the activity the document refers to from the dropdown list available

5. Choose file and click on at the bottom of the page

Upload new document

Title

Picture Hockey match

Daseription

Thisis 3 picture taken during & hockey match

Daseription

Physical Recreation Xw

| Choosa fila | match 2.jpg

e Track a participant’s history

You can track a participant’s history including any modifications or approvals made:

History Log

1. Click on the tab within the participant’s profile
2. The participant’s history will be then displayed
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Example history

e Generating a participant’s Award Summary report

You can download a PDF containing all of your participant’s Award information such as activities and logs.
To download a participant’s Summary report:

1. Navigate to your participant’s Award

. . ¢ Award Settings -~
2. From the tab ‘Award detail’ click on

Generate report

3. Clickon
4. A PDF file will be automatically downloaded for you to save

and confirm your choice

e Submitting a section on behalf of a participant

As an Award Leader, you can submit a section for Award Leader sign-off on behalf of your participant.

N.B It is recommended that all logs have been added and the section is complete based on minimum time
requirements and minimum hours required.

To change the status of a section to Award Leader Sign-off:

1. Navigate to your participant’s Award Section
2. Change the status of the section from ‘In Progress’ to ‘Assessor Approval’ by clicking on the ‘Assessor
Approval’ button in the workflow bar.

Physical recreation Skills Service Adventurous journey

- If approval is received via the email generated by the ORB and sent to the Activity Assessor, the
workflow bar will move automatically to Section sign-off once approval is given

- If assessment has been received in hand, you can move the workflow bar manually to Section
sign-off once you have uploaded the report in the documents section tab

The section will be displayed in the To-Do List of your Award Unit under ‘Section sign-off’ tab.

The Section must be reviewed before sending to Award office approval. This can be done via the To-Do List
(a) or moving the workflow bar to ‘Award office sign-off’, after navigating to the participant’s section. (b).
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(b) Approval via the To-Do List

Registration (1) Activity Approval (&) Section Sign-off (1) Adventurous Journey (1) Award Sign-off Unassigned Participants
Physical Recreation 1 Skills © Service 0 Residential Project
D First Name Last Name Level Finished Logs Assessor approval Note for Award Leader Action

56 Sarzh Walleer View View e View

(c) Approval via the workflow bar

Physical Recreation | £ Skills Service Adventurous Journey | Documents Add Activity

I Award Leader Sign-off ]

Finished Action

05/03/2018 m Revise

e Submitting an Award on behalf of a participant

As an Award Leader, you can submit an Award for Award Leader sign-off on behalf of your participant.

It is recommended that all logs have been added and all sections are complete based on minimum time
requirements and minimum hours required.

The Award must be reviewed before sending to Award office approval. This can be done via the To-Do List
(a) or moving the workflow bar to ‘Award office sign-off’, after navigating to the participant’s Award. (b).

(a) Approval via the To-Do List

Activity Approwal {8 Section Sign-off (1) Adwventurous Journey Award Sign-off (1) Unassigned Participants

Registration (2)

¥}

(] Flrst Name Last Name Previous Level Current Level Reglstration Date Note Actlon

e Sarah Walker - 12042017 Visw

(b) Approval via the workflow bar

Detail I Bronze Lavel wer Le I History Log
Award Details Physical Recreation Shlit S Adventurous Journey Decument Add Activity

Award Leader Sign-off

i First Name Last Name Email Action

EMgonl Narma Name Name@vahoo co ik i
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As an Award Leader you can mark a participant’s Award as inactive by navigating to their Award. From the
workflow bar displayed in the Award detail tab, click on the option ‘Inactive’

e Mark a participant as Inactive

To deactivate a participant’s account:

Navigate to the participant’s profile details tab (a)
Click on ‘Account Settings’ in Overview tab (a)
Change the status to ‘Inactive’

Click on ‘Change state’

P wNPR

(a) Award Details Overview

Detail

Mr. Hiw Age Organization Registration Date State
22 Albany Park Sailing Centre 01/01/1970 Active

First Name

Level

Farticipant_b0

(b) Pop-up
State
Inactive X
Send email invitation again?
Recover Passweord
Delete Account
Cloze Change state

Adventurous Journey Overview

By using the Online Record Book, Award Leaders will be able to:

- Create and manage new Adventurous Journey Events
- Create and manage new Adventurous Journey Libraries
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Al

tabs My Events All Events Adventurous Journey Templates Action buttons New Template
Search Journey Category Journey Type —— Filters

Select v Select hd

Mumber of records: 0

[I+] Name Journey Category Journey Activity Journey Type Award Unit Start Date End Date Created by Participants

e Creating a new Adventurous Journey Event

To create a new Adventurous Journey Event:

A Adventurous Journey

Select from the menu
Select “New Adventurous Journey Event”
Add all details of Journey and give the AJ a name to make it identifiable to you and your participants

Press ‘Save’ to save your changes

el e

¢ Inviting participants to an Adventurous Journey Event

To invite participants to an Adventurous Journey Event:

1. Navigate to the Adventurous Journey you would like to modify

- Journeys created by you will be displayed under ‘My Events tab’

- Journeys created by contacts in your Unit will be displayed under ‘All Events’
2. Click on the Event ID

Participants

3. Click on the tab

4. Click on the button displayed on the right

5. Alist of suitable participants will be presented in a list. Select those you wish to invite.
You can narrow the selection of participants by typing in their names
6. Click ‘Set participants’ to save your changes

Search by email, first or last name

E

1] Sarah Walker testawardi@gmail.com
16 Participant_b0 BronzeStartad dofeuatzpb0@gmail.com
B2 Betty Letty testaward0+ 2@ gmail.com Remove
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You can choose to remove participants selecting the option ‘Remove’, displayed in the pop-up.

Once you have linked participants to an Adventurous Journey Event, they will be notified and the Event
details will be displayed on their profile.

e Adding files to an Adventurous Journey Event

To add files or documents to and Adventurous Journey Event:

1. Navigate to the Adventurous Journey you would like to add files to
Deta Participants Additional files
2. Select the tab
Upload file:
3. Click on
4, In the pop up, give the file a title and description and search for the document you wish to
upload

5. Select

Action

6. You can view, edit and delete files by selecting

e Deleting an Adventurous Journey Event

To delete an Adventurous Journey:

1. Navigate to the Adventurous Journey you would like to modify

Adventurous Journey Settings

2. Clickon
3. From the pop-up click on ‘Remove’ and confirm your choice

Adventurous Journey Settings

Remove

Clasa

e Creating a new Adventurous Journey template

To create a new Adventurous Journey Event:

A, Adventurous Journey

Select | * from the menu
Select “New Template”

Fill all details of your template

el

Press ‘Save’ to save your changes

Adventurous Journey Templates

All templates are found with the tab and can be used when creating a new event:
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| A Adventurous Journey

Select from the menu

Select “New Adventurous Journey Event”

3. Click on the option displayed at the top of the screen
4. Inthe pop-up displayed click on the template you would like to use from the list of templates (a)

5. The template will automatically populate your new Event
(a) Pop-up displayed

Journey Category Journey Type

Select - Select v ﬂ

(1] Journey Category Journey Activity Locatlon

1 Bushwalking Expedition Lake District

Close

e Delete an Adventurous Journey Template

To delete an Adventurous Journey template:
1. Navigate to the Adventurous Journey Template you would like to modify

Adventurous Journey Template Settings

2. Clickon
3. From the pop-up click on ‘Remove’ and confirm your choice

Adventurous Journey Template Settings

Remove

Close

My Organisation Overview

You can browse your Award Unit details and contacts by clicking on ‘My Organisation’ from the side menu

bar.
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Nzme

Albany Park Salling Centre

Type

ndepend=nt Schoel

Fhone Number Fax

e = | = B

H20TTTT2T7203

Wabsits Faccbook

Billing Address

Address First Line

5t Anne's Road

Address Second Line

line2 4174/8

Stata/Provinca/Region City

London Londen

Post Code

234

Organization Details _ontacts Faymeant

+933023223

iy
THE DUKE OF EDINBURGH'S (3

—— Organisation tab

International Reglon
Europe, Mediterranean, Ar
ab States (EMAS)

Createc at
19/06/2017

43

Artive Participants

INTFRNATINNAI AWARD

mMational Award Authority
MAD_LIK

Total Farticipants
24

Active Leaders
L}

Authorising
contact /
Coordinator

details

First Name
Violet

Email

Coordinators

First Name
Viniet

Email

testaward00+unit2@gmail.com

testavard 00+ unit2@gmail.com

Authorising Contact

Last Name
Davi

Fhone

+442000000000

Last Name
Davi

Fhone
+442000000000

Changs

Add coordinator

e Editing your Award Unit’s details/logo
To change any details about your Award Unit:

Shipping Address
Address First Line

StAnne's Road

Address Second Line

line2 4174/6

State/Province/Ragion

London

Post Code

234

City

Landan

1. Click on the field you would like to change and overwrite the information displayed

2
3.
4.
5

Select and open your logo image when prompted

¢ Editing the Authorising contact / Award Coordinator

To edit your Unit’s authorising contact or Award coordinator:

1. Navigate to your Organisation’s details tab
2. Click on the change button displayed where the authorising contact or coordinator contact’s details

are displayed

Click on ﬂ at the bottom of the screen to save your changes
To change your logo, click on the LOGO area

Click on n at the bottom of the screen to save your changes

3. Select the new contact from the drop-down list displayed in the pop-up box

Click on ‘Set’ to set the new authorising contact or coordinator

Authorising contact / coordinator details

© 2018 The Duke of Edinburgh’s International Award Foundation
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Authorising Contact

First Name
Violet

Email
testawardotruntz@ezmall.oom

Coordinators

First Name
John

Email
testaward(+222 @gmail.com

Last Hame
Davi

Fhene
442000000000

Last Mame
Casey

Phone
+442000000000

THE DUKE OF EDINBURGH'S
INTFPNATIONAL AWARD

Change

Add coordinstor

Pop-up

Organisation contact

Award Leaderl InAlbanyPark <=dofeuat+all@gmail.com=

Close

X

Add coordinator

To add multiple coordinators click on the

would like to add the coordinator to.

- Contacts List Overview

Organization Datails

Contacts

Search
;3 First Name
ALDODOODIT 3 Lward Leadert
—
ALDOOCODATT ¥ogesh Sharma

&3

John

Search bar
Last Name Email
In&lbanyPark dofeuat+al 1@egmail com
Lezder orb.nextzen@intaward.org
Casey testaward00+222@gmail.com

st )

option displayed and select the organisation you

System Righls

Leader

Leaderdward VerifierAdventurous Journey Assessornstrucior

Award Verifieradventurous Journey Assessor

In the Contacts tab, you can view the list of contacts in your Organisation.

To view more information about the contacts listed, just click on the contact’s ID. Their profile page will then

appear if this option has been enabled by your NAO / RO.

e Adding new contacts

You can add new contacts within your Award Unit:

1. Click on the tab

2. Select the option
3

Fill all contact information necessary from the pop-up displayed (a)

Contacts | {§} My Organisation

within

4. Click on m to finish creating your new contact

(a) Contact information

© 2018 The Duke of Edinburgh’s International Award Foundation
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Contact Information Address
Title Address First Line
Mre =w St John's Road
First Hams Address Second Line
Viola
Last Hame Stat=/Province Re=gion
Dravis
Fost Code
Email
SW13AF

testaward00Egmail.com

Fhons Mumbsr Phena Type

B2 = | +aazoocoooooCo Mobile e

Oate of Burth

01/05,/1930 |

1. The new contact details page will be displayed

2. Clickon ““*™*  within the ‘Role’ section (b)

Yy
THE DUKE OF EDINBURGH'S (\,./¢
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City

Londor

Country

UK xw

3. From the ‘Role’ dropdown displayed on the pop-up menu select the correct role to the newly

created contact (c)
4. Click on ‘Add’ to add the role to the new contact (c)

(b) Role section

Role
Mo roles
(c) Add role pop-up
Add role
Organization Role
Albany Pari Sailing Centre o Award Leader

Close

-

The new user will receive an email notification with link to verify the email address and set their password.

My Profile Overview

You can change your details at any stage by updating your profile on the ORB as well as add a new profile

picture.

You can view your profile by clicking on your name on the top right corner and select the ‘Profile’ option.

© 2018 The Duke of Edinburgh’s International Award Foundation
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Personal Details

Profile
picture

Email

Secondary email

Phane Mumbar

B> 44212345670

Secondary phane number

Diate af Birth

0/ 1002000

Address

Addsess First Ling

Address

Address Second Line

State/Province; Region

State

Post Code

Zip

Nationality

Select

John Casey o

Aibany Park Sailing Centrs

Switch Organization

Logout
Training
Tithe
Basic training
W xw oo e
Expeditionary trafning
Leadership of participants
First Hame
Award {TEST)
History
Last Name
Leader Al Bhor Intesnational School
Change
Bhons Typs
Mabile “w
Seconsdary phone bype
Select -
f
ity
Cley
Country
Australia xw

-
Lanzuage Settings
English {United Kingdom] %"

THE DUKE OF EDINBURGH'S %
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i training

Add histary recoed

01102008 - 01/10/2012

1. To make any changes to your personal details, simply click on any of the fields displayed and
overwrite the information

2. Press ‘Save’ to save your changes

3. To change your profile picture click on the profile picture

4. Select a picture from your local disk and crop/reposition, as necessary

5. Clickon to save your changes

© 2018 The Duke of Edinburgh’s International Award Foundation
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1. Select the option "“'"'"

2. Inthe pop-up displayed insert current and new password
3. Click on ‘Change’ to change your password

Current password

| l

Required field

Mew password fepeat new password

To update your language settings:

1. Navigate to your profile page
2. Select your language from the drop down ‘Language Settings’

3. Clickon m to save your settings

To update your Trainings:

1. Click on ‘Add Training’
2. Insert Training name and date

3. Press m to save your changes

To add any history record:

1. Click on ‘Add history record’

2. Select the Country and the Award Unit you were part of

3. Insert the start and end date of your collaboration with that Unit.
4. Click ‘Add’ to save your history

Country Award Unit
Cyprus xw One Stap Further Ltd xw
Start Date End Date

01/10/2012 =] 01/10/2014 2]

= n

Online Record Book User Guides

Online Record Book user guides can be referred to at any time so that you get the most out of the new
system.

El] User Guides
You can download the user guides and FAQ documents by clicking on from the side menu.

The list of user guides available will be displayed. You can then click on the different user guide titles for
download.
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User app guide - Award Leader

Userweb guide - Award Leader

Userweb guide - Participant

User app guide - Participant

Frequently Asked Questions (FADS]
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