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Version control 

 

Version Date Author Notes 

1.0 05/05/2017 Daniela Pozzi First version 

1.2 20/06/2017 Daniela Pozzi Content Update 

1.3 08/08/2017 Daniela Pozzi Content Update 

1.4 30/08/2017 Daniela Pozzi Content Update 

1.5.1 07/12/2017 Marisa English Content Update 

1.6 28/01/2018 Marisa English Content Update 

1.7 02/04/2018 Marisa English Content Update 

 

Summary of changes 

V1.2: Screen shots updates to reflect the system; clarification about Localisation Files and Customisation 

tabs, guidance about password change; 

IƴǎǘǊǳŎǘƛƻƴǎ ŀōƻǳǘ Ƙƻǿ ǘƻ ƳƻŘƛŦȅ ŀƴ !ǿŀǊŘ ¦ƴƛǘΩǎ !ǳǘƘƻǊƛǎƛƴƎ /ƻƴtact and Coordinator inserted;  

Guidance about adding contacts to Award Units inserted and ORB User guides explanation inserted. 

 

V1.3: Screen shots updates to reflect the system; information ƻƴ Ƙƻǿ ǘƻ ŎƘŀƴƎŜ ŀ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ [ŜǾŜƭ 

inserted; Adventurous Journey overview and management tasks inserted.  

 

V1.4: Screenshot updates to reflect the system; inserted instructions how to resend a confirmation email  to 

an Award Leader; how to send a reset email and delete any related contact; explanation on how to download 

a participantΩǎ !ǿŀǊŘ {ǳƳƳŀǊȅ; transfer participants in bulk to a new Award Leader and set bespoke profile 

questions inserted; description of the logs tab inserted 

 

V1.5.1: Screenshot updates to reflect the system; instructions on deleting an Award Unit; updated 

information on verifying an Award Leaders email address; instructions on deleting an Award Leader; updated 

information on the FAQ document 

 

V1.6: Screenshot updates to reflect the system; instructions on moving an Award Unit to a different Sub 

Operating / Operating Authority; reviewing Participant registrations; Updated information on deleting an 

Award Leader account to facilitate merging of two accounts;  

 

V1.7: Screenshot updates to reflect the system   
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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. It ŀƭǎƻ ŀƭƭƻǿǎ !ǿŀǊŘ [ŜŀŘŜǊǎ ǘƻ ƳƻƴƛǘƻǊ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ǇǊƻƎǊŜǎǎ ŀƴŘ ŀǇǇǊƻǾŜ ǎǳōƳƛǘǘŜŘ !ǿŀǊŘǎΦ 

This document has been written for Award Operators who are working with The Duke of EdiƴōǳǊƎƘΩǎ 

International Award, and managing Award Units. It provides detailed, step-by-step guidance on how to use 

the new ORB 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:  

¶ Google Chrome 

¶ Safari 

¶ Firefox 

¶ Microsoft Explorer  

¶ Edge  

 
 

https://www.onlinerecordbook.org/
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Getting Started 

Overview Login Page 

 
 

1. Requesting your ORB account 

To access the ORB, you must first request an account from your main support contact, providing them with 

your personal details, including your email address which will also be the username you will use to log in to 

the system. 

After your main support contact has approved your request for an ORB account, you will receive an email 

notifying you that your account has been created along with a URL to set your password. 

Once your password is setup, you are able to log in to the ORB inserting ȅƻǳǊ ŎǊŜŘŜƴǘƛŀƭǎ ƛƴ ǘƘŜ Ψ[ƻƎƛƴΩ ŀǎ 

displayed above.  

 

Login 

Details 

Password Reset 

Login Button 

ORB 
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selection 

 sele 

Participant 

and  

Award 

Leader 

registration 

Award Unit 

registration 

Login 

tab for 

Award 

Staff 
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2. Forgot your password?  

LŦ ŀǘ ŀƴȅ Ǉƻƛƴǘ ȅƻǳ ƴŜŜŘ ǘƻ ǊŜǎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ΨForgot your password?Ω from the 

login page. 

LƴǎŜǊǘ ȅƻǳ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ŘƛŀƭƻƎ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜƴŘΩΦ !ƴ ŜƳŀƛƭ ǿƛǘƘ ŀ ƭƛƴƪ ǘƻ ǊŜǎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ǿƛƭƭ 

be sent to your mailbox. 

 

 

Landing Page Overview 

¢ƻ ƭƻƎ ƻƴ ǘƻ ǘƘŜ hƴƭƛƴŜ wŜŎƻǊŘ .ƻƻƪ ŎƭƛŎƪ ƻƴ Ψ!ǿŀǊŘ {ǘŀŦŦΩ ǘŀō ƻƴ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜΣ ƛƴǎŜǊǘ ȅƻǳǊ ƭƻƎƛƴ ŘŜǘŀƛƭǎ ŀƴŘ 

ŎƭƛŎƪ Ψ[ƻƎƛƴΩ 

Once you log on to the ORB, the list of registrations waiting your approval will be shown as a landing page. 

 

 

 

Menu  

Award Leaders and Award Unit registration tabs 

Search bar 

Profile 



 

© 2018 ¢ƘŜ 5ǳƪŜ ƻŦ 9ŘƛƴōǳǊƎƘΩǎ LƴǘŜǊƴŀǘƛƻƴŀƭ !ǿŀǊŘ CƻǳƴŘŀǘƛƻƴ Page 7 

¶ Reviewing and approving an Award Unit registration 

1. From the   page, select   tab, to view all new Award Units awaiting 

registration approval 

2. Review the Award UnitΩs application details ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ !ǿŀǊŘ ¦ƴƛǘΩǎ ƴŀƳŜ 

3. Click on ΨapproveΩ or ΨrejectΩ, as necessary 

 

Note: Once the Award Unit has been approved and created, the Nominated Award Leader will receive an 

email verification to verify the email address registered. The nomƛƴŀǘŜŘ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ŀŎŎƻǳƴǘ also needs 

ǘƻ ōŜ ŀǇǇǊƻǾŜŘ ŦǊƻƳ ǘƘŜ ǘŀō Ψ!ǿŀǊŘ [ŜŀŘŜǊǎΩ. 

N.B: If the Award Unit is registered under a National Award Operator (NAO), its registration will be displayed 

ǳƴŘŜǊ ǘƘŜ b!hΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘ ¦ƴƛǘ registrations to be approved.  

If the Award Unit is registered under an Operating Authority (OA), its registration will be displayed under the 

Operating AuthorityΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘ ¦ƴƛǘ ǊŜƎƛǎǘǊŀǘƛƻƴǎ ǘƻ ōŜ ŀǇǇǊƻǾŜŘΦ  

If the Award Unit registered below a Sub-Operating Authority (SOA), its registration will be displayed under 

the Sub-hǇŜǊŀǘƛƴƎ !ǳǘƘƻǊƛǘȅΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘ ¦ƴƛǘ ǊŜƎƛǎǘǊŀǘƛƻƴǎ ǘƻ ōŜ ŀǇǇǊƻǾŜŘΦ  

 

¶ Reviewing and approving new Award Leaders 

1. From the       page, select the tab  to view the list of Award LŜŀŘŜǊΩǎ 

waiting for registration approval 

- A   ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΣ ƛŦ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƘŀǎƴΩǘ ōŜŜƴ ȅŜǘ ǾŜǊƛŦƛŜŘΦ 

- A  will be displayed when the email address has been confirmed. 

2. Review the Award LeaderΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ŘŜǘŀƛƭǎ clicking on the AǿŀǊŘ [ŜŀŘŜǊΩǎ L5 

3. /ƭƛŎƪ ƻƴ Ψ!ǇǇǊƻǾŜΩ ƻǊ Ψ5ŜƭŜǘŜΩΣ ŀǎ ƴŜŎŜǎǎŀǊȅ 

In the instance that ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊ ƘŀǎƴΩǘ ǊŜŎŜƛǾŜŘ ǘƘŜ ǾŜǊƛŦƛŎŀǘƛƻƴ ŜƳŀƛƭΣ ƛǘ Ŏŀƴ ōŜ ǊŜǎŜnt by clicking on 

 ƻǇǘƛƻƴ ŀǾŀƛƭŀōƭŜ ǿƛǘƘƛƴ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ŘŜǘŀƛƭǎΦ  
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Note: In order to approve new registrations via the Online Record Book, Award Leaders must have 

confirmed their email address beforehand. This can also be overridden by the NAO at this point.  

¶ Review and/or  approve any requests for Award sign-off  

Once an Award has been approved by the Award Leader, it is ready for Award office sign-off.  

1. From the menu select  

2. Click on the participantΩǎ L5 you would like to assess 

3. Review personŀƭ ŘŜǘŀƛƭǎ ŦǊƻƳ ǘƘŜ ǘŀō Ψ5ŜǘŀƛƭΩ  

4. /ƭƛŎƪ ƻƴ ǘƘŜ ǘŀō ƴƻƳƛƴŀǘŜŘ ŀǎ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ ƭŜǾŜƭ 

5. Review sections and logs moving among the Section tabs 

6. CǊƻƳ ǘƘŜ ǘŀō Ψ!ǿŀǊŘ 5ŜǘŀƛƭΩΣ ŎƭƛŎƪ ƻƴ !ǇǇǊƻǾŜ ƻǊ wŜǾƛǎŜΣ ŀǎ ƴŜŎŜǎǎŀǊȅ 

 

 

N.B: If the participant belongs to an Award Unit registered under a National Award Operator (NAO), their 

Award will be displayeŘ ǳƴŘŜǊ ǘƘŜ b!hΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘǎ ǘƻ ōŜ ǎƛƎƴŜŘ ƻŦŦΦ  

If the participant belongs to an Award Unit registered under an Operating Authority (OA), their Award will be 

ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ ǘƘŜ hǇŜǊŀǘƛƴƎ !ǳǘƘƻǊƛǘȅΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘǎ ǘƻ ōŜ ǎƛƎƴŜŘ ƻŦŦΦ   

If the participant belongs to an Award Unit registered under a Sub-Operating Authority (SOA), their Award 

will be displayed under the Sub-hǇŜǊŀǘƛƴƎ !ǳǘƘƻǊƛǘȅΩǎ ƭƛǎǘ ƻŦ !ǿŀǊŘǎ ǘƻ ōŜ ǎƛƎƴŜŘ ƻŦŦΦ   

¶ Reviewing and / or approving participant registrations 

In order to be able to approve new registrations via the Online Record Book, participants need to have: 

¶ confirmed their email address,  

¶ received parental/guardian approval (if required)   

5Ŝǘŀƛƭǎ ŀƴŘ Ψ!ǿŀǊŘ [ŜǾŜƭΩ ǘŀō Award detail and Section tabs 

Fakename Test dummy@hotmail.com 
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¶ be marked as paid (or either confirmed that  payment will be made later, or that it is not 

required).  

1. From the To-5ƻ [ƛǎǘ ǎŜƭŜŎǘ άwŜƎƛǎǘǊŀǘƛƻƴέ  

2. Review the details displayed 

- A   ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΣ ƛŦ ǘƘŜ ŀŎǘƛƻƴ ƘŀǎƴΩǘ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ όŜΦƎΦ ǇŀȅƳŜƴǘ ƴƻǘ ǊŜŎŜƛǾŜŘύ 

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

3. Click on .   

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. 

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. /ƭƛŎƪ ƻƴ Ψ{ŀǾŜΩ ǘƻ ǎŀǾŜ ǘƘŜ ŘŜǘŀƛƭǎ  

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 

 

 

 

 

 

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

8. /ƭƛŎƪ ƻƴ Ψ!ǇǇǊƻǾŜΩ ǘƻ ŦƛƴƛǎƘ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǇǇǊƻǾŀƭΦ  
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9. The participant will be notified immediately via the Online Record Book  

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.  

 

¶ Browsing list of participants 

You can browse the list of participants registered to your National office:  

1. Select                             from the side menu 

2. The list of participants will be displayed (a) 

3. User the filter or search bar to search for a specific participant (optional) 

4. /ƭƛŎƪ ƻƴ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ L5 ǘƻ ǾƛŜǿ ǘƘŜƛǊ ŘŜǘŀƛƭǎ 

 

 

¶ Moving a participant to another Award Unit 

You can move participants among Award Units within your National office. 

1. From the list of participants in your NAO select the participant you would like to move to another 

Unit 

2. From the !ǿŀǊŘ ¦ƴƛǘ ǎŜŎǘƛƻƴΣ ǿƛǘƘƛƴ ǘƘŜ Ψ5ŜǘŀƛƭΩ ǘŀōΣ ŎƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ (a) 

Filters and Search bar 

(a) List of participants 
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(a) Award Unit section 

3. From the pop-up select the new Award Unit and the Leader you would like the participant to be 

assigned to 

4. /ƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ ǘƻ ƳƻǾŜ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ account to the new Unit 

 

 

 

 

 

¶ /ƘŀƴƎŜ ŀ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ [ŜǾŜƭ 

If a participant decides to change their Award Level throughout the Award, NAO staff can perform this action 

via the ORB. Hours and time requirements will be automatically recalculated by the system. To change a 

ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ [ŜǾŜƭΥ  

1. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ {ŜŎǘion.  

2. ²ƛǘƘƛƴ ǘƘŜ Ψ!ǿŀǊŘ 5Ŝǘŀƛƭ ǘŀōΩ ŎƭƛŎƪ ƻƴ  

3. From the pop-ǳǇ ǎŜƭŜŎǘ Ψ/ƘŀƴƎŜ !ǿŀǊŘ [ŜǾŜƭΩ 

4. CǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ǎŜƭŜŎǘ ǘƘŜ !ǿŀǊŘ [ŜǾŜƭ ƻŦ ŎƘƻƛŎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ ǘƻ ŎƻƴŦƛǊƳ ȅƻǳǊ ŎƘƻƛŎŜ 

 

 

¶ DŜƴŜǊŀǘƛƴƎ ŀ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ {ǳƳƳŀǊȅ ǊŜǇƻǊǘ 

You can download a PDF containing all  of your ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎ ŀŎǘƛǾƛǘƛŜǎ ŀƴŘ ƭƻƎǎΦ  

¢ƻ ŘƻǿƴƭƻŀŘ ŀ ǇŀǊǘƛŎƛǇŀƴǘΩǎ {ǳƳƳŀǊȅ ǊŜǇƻǊǘΥ  

1. bŀǾƛƎŀǘŜ ǘƻ ȅƻǳǊ ǇŀǊǘƛŎƛǇŀƴǘΩǎ !ǿŀǊŘ  

2. CǊƻƳ ǘƘŜ ǘŀō Ψ!ǿŀǊŘ ŘŜǘŀƛƭΩ ŎƭƛŎƪ ƻƴ  

3. Click on  and confirm your choice 

4. A PDF file will be automatically downloaded to save 

¶ Browsing list of Award Leaders 

You can browse the list of Award Leaders registered to your National office:  

(b) Pop-up 

Pop-up displayed 
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1. Select                       from the side menu 

2. The list of Award Leaders will be displayed (a) 

3. Use the search function to search for a specific Award Leader (optional) 

4. /ƭƛŎƪ ƻƴ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ L5 ǘƻ ǎŜŜ ǘƘŜƛǊ ǇŜǊǎƻƴŀƭ ŘŜǘŀƛƭǎ and the participants assigned to them 

 

 

 

 

¶ Transfer all participants from one Award Leader to another 

You can transfer all participants linked to one Award Leader to another Award Leader in the same Unit.   

To transfer participants in bulk:  

1. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ǊŜŎƻǊŘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ to transfer all participants from 

2. Click on  ŀƴŘ ǎŜƭŜŎǘ Ψ¢ǊŀƴǎŦŜǊ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ 

3. Select the Award Leader you would like to transfer all participants to from the drop down displayed 

in the pop- up 

4. /ƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ ǘƻ ŦƛƴƛǎƘ ǘƘŜ ǘǊŀƴǎŦŜǊ 

 

Filter and Search bar 

(a) List of Award Leaders 

 

(b) !ǿŀǊŘ [ŜŀŘŜǊΩǎ ŘŜǘŀƛƭǎ 

 Details and participants tabs 

Pop-up displayed 
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(b) Award Unit section 

 

¶ Add training records on behalf the Award Leader 

You can add training records on behalf of an Award Leader:  

1. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ǊŜŎƻǊŘǎ 

2. CǊƻƳ ǘƘŜ ǘǊŀƛƴƛƴƎ ǎŜŎǘƛƻƴ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ŘŜǘŀƛƭǎ ǘŀōΣ ǇǊŜǎǎ Ψ!ŘŘ ǘǊŀƛƴƛƴƎΩ (a) 

3. Insert training name and date of training from the pop-up displayed (b) 

4. /ƭƛŎƪ ƻƴ Ψ!ŘŘΩ ǘƻ ŀŘŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ !ǿŀǊŘ [ŜŀŘŜǊΩǎ ǇǊƻŦƛƭŜ 

 

 

 

 

¶ Move an Award Leader to another Unit 

You can move Award Leaders among Award Units, within your National office: 

1. From the list of Award Leaders in your NAO select the user you would like to move to another 

Unit 

2. CǊƻƳ ǘƘŜ !ǿŀǊŘ ¦ƴƛǘ ǎŜŎǘƛƻƴΣ ǿƛǘƘƛƴ ǘƘŜ Ψ5ŜǘŀƛƭΩ ǘŀōΣ ŎƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ (a) 

3. From the pop-up select the new Award Unit you would like to assign the Award Leader to 

4. /ƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜΩ ǘƻ ƳƻǾŜ ǘƘŜ ŀŎŎƻǳƴǘ ǘƻ ǘƘŜ ƴŜǿ ¦ƴƛǘ 

 

(a) Training section 

(b) Pop-up displayed 

(b) Pop-up 
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N.B.: To be able to transfer the Award Leader to a new Award Unit, all participants previously assigned to 

this Award Leader must have been re-assigned to a new Award Leader within the current Unit. 

¶ Deleting an Award Leader 

Award Leaders can be deleted when there is not attached data to them so all participants need to be moved 

to another Award Leader first. This would also be the process when requiring to merge two Award Leader 

accounts. Once the data has been moved from one Award Leader Account, it can then be deleted. 

The Leader can then be deleted by: 

1. Navigating to the Award Leader  tab 

2. {ŜƭŜŎǘ Ψ5ŜƭŜǘŜ !ŎŎƻǳƴǘΩ ŦǊƻƳ ǘƘŜ ƻǾŜǊǾƛŜǿ ǎŜŎǘƛƻƴ ŀƴŘ ǘƘŜ !ŎŎƻǳƴǘ {ŜǘǘƛƴƎǎ ŘǊƻǇŘƻǿƴ ƳŜƴǳ 

3. ¢ƘŜƴ ǎŜƭŜŎǘ ŀ ǊŜŀǎƻƴ ŦƻǊ ǘƘŜ ŘŜƭŜǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ΨwŜƳƻǾŜΩ  
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¶ Browsing Award Units 

You can browse the list of Award Units registered to your National office:  

1. Select the option   from the side menu bar 

2. The list of Award Units will be displayed 

3. Use the search function to search for a specific Award Unit (optional) 

 

4. Click on the Award UnitΩǎ ID to see all tabs displaying specific details such as:  

- !ǿŀǊŘ ¦ƴƛǘΩǎ ƎŜƴŜǊŀƭ ŘŜǘŀƛƭǎ όŜΦg: Name, shipping and billing address, related contacts, etc) 

- List of participants registered to the Unit 

- List of Award Leaders registered to the Unit 

- Participant and Award Leader registrations awaiting approval 

5. You are able to modify any of the details displayed on behalf of Award Leaders 

 

 

 Award Unit details 

Filters and search 

bar 

List of Award Units 
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Pop-up 

 

¶ Editing ŀƴ !ǿŀǊŘ ¦ƴƛǘΩǎ Authorising contact / Award Coordinator  

To edit a specific Award ¦ƴƛǘΩǎ ŀǳǘƘƻǊƛǎƛƴƎ ŎƻƴǘŀŎǘ or Award coordinator:  

1. Navigate to the Award Unit you would like to modify 

2. Select the tab ΨhŦŦƛŎŜ 5ŜǘŀƛƭǎΩ ǿƛǘƘƛƴ ǘƘŜ Ψ5ŜǘŀƛƭǎΩ ǘŀō 

3. /ƭƛŎƪ ƻƴ ǘƘŜ ŎƘŀƴƎŜ ōǳǘǘƻƴ ŘƛǎǇƭŀȅŜŘ ǿƘŜǊŜ ǘƘŜ ŀǳǘƘƻǊƛǎƛƴƎ ŎƻƴǘŀŎǘ ƻǊ ŎƻƻǊŘƛƴŀǘƻǊ ŎƻƴǘŀŎǘΩǎ ŘŜǘŀƛƭǎ 

are displayed 

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

5. /ƭƛŎƪ ƻƴ Ψ{ŜǘΩ ǘƻ ǎŜǘ ǘƘŜ ƴŜǿ ŀǳthorising contact or coordinator 

 

 

 

- Related Contacts List Overview  

!ǿŀǊŘ ¦ƴƛǘΩǎ ǎǇŜŎƛŦƛŎ tabs 

Authorising contact / coordinator details 

Pop-up displayed 


























