
 

 

     

Instructions for Administrators - Award Community 

Users set up with Administrator rights for the Award Community have the access to be able 
to validate registrations to the Award Community for users from their Operating Authority 
(OA) as well as the ability to access reporting. 

To gain administrative rights to Award Community, users need to be registered on Award 
Community. Once registered, the relevant Executive Officer sends a request to 
orb@dukeofed.com.au to coordinate access for the nominated user.  

1. Registering to the Award Community (if not yet registered) 

a. Go to awardcommunity.org 

b. Select Register in the top right-hand corner 

 

c. Complete the form, selecting: 
i. ‘NAO’ under ‘Type of Organisation’ 

ii. ‘Australia’ under ‘Country’ 
iii. The relevant Operating Authority under ‘Select your OA’ 
iv. ‘OA Staff’ under ‘Award Role’ 

d. Contact orb@dukeofed.com.au to verify your registration 

e. Ask your Executive Officer to contact orb@dukeofed.com.au to request 
Administrator access for you. 

Please note that generating admin access can take up to 48 hours. 
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2. Finding the administrator functions 

a. Once a user has been granted Administrator access, a number of new menu items 
will be available once logged in. 

b. Upon login, select ‘Activity’ from the ‘Community’ menu (screenshot below) to see 
any registrations for validation and have access to the Australian user database 

 

c. Resulting page gives this view. Select ‘User Admin’ menu. 

 
 

d. The resulting page defaults to the ‘Unvalidated Users’ view. Which is a list of registrations 
yet to be approved. All Australian administrators have the access level to be able to validate 
these registrations and give appropriate Award Leaders access to the system.  
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3. Validating Registrations 

See screenshot on previous page. 

a. To approve the registration, select the green ‘Validate’ button.  
i. You can perform a search first to ensure that the registration is not a duplicate 

using the search bar on top right of the page. 
 

b. To delete the registration, select the ‘Delete’ button 
i. Delete tends to only be used for duplicate registrations, rather than those with 

errors. 
ii. Many users make mistakes in their registration forms as the form is not very 

user-friendly. Users often register to the incorrect Operating Authority or 
incorrect country type. Rather than delete registrations with errors, registrations 
can be edited. To do this, contact orb@dukeofed.com.au and provide the details 
of changes required. These changes can take up to 48 hours to affect. 

 
4. Side menu on User Admin page: 

Don’t use any of it. It is all completely useless.  

 
 

5. Reporting: 

a. For any reporting from the Award Community, use the reports option from the ‘More’ 
menu (and definitely not the ‘module completion reports in the menu noted in point 4). 
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b. The resulting NAO reports home page defaults to a list of all users with a link to course 

and profile data. There are a few options for finding the data needed: 

 

 
i. Option 1: Search each person that you want to check on (probably the least 

frustrating): 
• On the reports home page, scroll to the bottom of the entries and you will 

notice a blank row at the bottom. This is the search function for the reporting. 
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• Enter the name of the person whose training status you wish to view and their 
details should come up in the list. 

 

• Click on the name link in the first column for the person whom you wish to 
review. Their results for any training undertaken should show in a table, 
featuring the course name, start date and completion date. 

 

ii. Option 2: Select the list of most recent completions: 
• Go back to Reports home page and select Courses and all course users 

 



 

09 March 2021  Page 6 of 7 

• Sort column by completions (you will have to do this twice to get it in date order 
from most recent) 

 

iii. Option 3: Select ‘Course list with user numbers’ on the Reports home page: 

 

 
• Select the course that you would like to generate information about 

 



 

09 March 2021  Page 7 of 7 

• Select completed twice to get the list of recent completions: 

 

 

PLEASE NOTE: while it appears that you can export the information into Excel of CSV files or print, 
the system only exports the part of the list you can see on a single page. If you do wish to export, 
make sure you export all of the page views with entries… 

 


