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Introduction

The Online Record Book (ORB) is a web platfoahdllows participants to record their activities and submit
theirAwards Itk € a2 | f€t26a& ! 6F NR [ SFRSNAR (G2 Y2y Ad2NJ LI NI AC

This document has been written for Award Operators who are working ThighDuke of Egfi 0 dzZNH K Q &
International Award, and managing Award Units. It provides detailed;lsyestep guidance on how to use
the newORBweb interface.

The Online Record Book can be accesseHtipa://www.onlinerecordoook.org

Supported Browsers and Technical Information

TheORBcan be accessed using the latest versions of the following browsers:

Google Chrome
Safari

Firefox

Microsoft Explorer
Edge

= =4 =4 4 =4
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Getting Started

Overview Login Page

ORB
oA ks S ) language — engls |
selection

Login
— tab for
Participant Award Staff Award .
?
Staff Not Registered?
Award Staff login Register a new account as
Email @ Award Participant Participant
. and
Login
P — Award Leader Award
Details
Leader
Password registration

Password Res;e’(v

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

GETITON

P Google Play

Award Unit
registration “
D ) want eate a new A Jnit? Continue here
Copyright The Duke of Edinburgh’s International Award 2017

International Terms & Conditions User guide

1. Requesing your ORB account

To access the ORB, you must first request an account from your main support cpro&aing themwith
your personal details, including your email address whichalgitl be theusernameyou willuse tolog into
the system.

After yaur main support contact has approved your requisstan ORBaccount you will receive an email
notifying you thatyour account has been created along with a URL to set your password.

Once your password is setup, you are able to Idg the ORB inserting 2 dzZNJ ONBRSY G Al f & Ay
displayed above.
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2. Forgot your password?
LT G Fyé LRAYG &2dz YySSR (2 NB &8t ve2 pzhvddfrémitie 2 NR =
login page.

LYaSNI &2dz SYFAf | RRNBAEQM Y yii KSSY FRAEF f62AT0 Ko 2FE fHAYWR  LINZ
be sent to your mailbox.

Forgotten Password

Email address

| |

Required field

Landing Page Overview

¢2 t23 2y (G2 GKS hytiys$S wSO2NR .221 OfA0]l 2y Wl gl
Ot A01 W[ 23AyQ

Once yodogonto the ORBthe list of registrations waitingour approval will be shown aslanding page

. ) Registrations
THE BUKE OF EDIBLRGIS o
INTERNATIONAL AR 5
—— Award Leaders and Award Unit registration tat
€Y Registrations Award Leaders Award Units
Menu [@] Payments
Search
| £L awards Search bar Filter

j: Participants

] First Name Last Name Registration Date Email Award Unit Coordinator Action
5 Leaders

iz Martin Rosenberg 12/06/2017 rosenberg.martinS@zmail.com Cmelinary Vo m
'_/'} Award Units.

202 Mylene Bambico 25/07/2017 bambico_mylene@yshoo.com v Sanzeeds Test Awsrd Unit m
An  Adventurous Journey

201 zenita mosico 25/07/2017 zenitamosico@yshoo.com Sanzeeda Test Award Unit \/ m
E Sub-Dperating Authorities

138 Peachie Rama 25/07/2017 pehi.rama@gmail.com Sanzeeds Test Award Unit / m
5] Operating Authorities

1398 Evelyn Alcantara 23/07/2017 evelynalcantars32&@gmail.com Sanzeeds Test Award Unit v m
F] UserGuides

196 Peachie Rama 23/07/2017 pchi.rama@gmail.com Sanzeeds Test Award Unit S m

Reports

r._’uvﬁ My Office 153 Zenits Masico 25/07/2017 zenitamosico@yahoo.com Sanzeeds Test Awsrd Unit v m
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1 Reviewing and approvingn Award Unit registration

@ Registrations Award Units

1. Fromthe tab, to viewall new Award Ungawaiting
regidration approval
2. Review the Awat Unit@ application detail®f A O1 Ay 3 2y GKS ! 6FNR ! yAiliQa

3. Click ondpproveDr EjectQas necessary

page select

Award Leaders Award Units

Search

Award Unit Already running Licence Holder Email Phone Main Award Leader Action

Martin Rosenberg )
cmelinar .y Martin Rossnberg rosenberg martin@icloud.com +420776745545 S ———
razenberg. martind@gmail.com

Note: Once the Award Unit has beapproved and createdhe Nominated Award Leader will receive an
email verification to verify the email adesss registeredThe mmA y I G SR ! g NR 4lsS heBsS NDa |
G2 0S FLIINRPGSR FTNRYW GKS GFo W gFNR [ SIRSNA

N.B: If the Award UnitisregisteredunderaNational Award Operator (NAO), its registration will be displayed
dzy RSNJ G4 KS b! h Qaegitratidns to Befapproged. NR | y A (i

If the Award Uniisregisteredunderan Operating Authority (OQAits registration will be displayed under the
Operating Authoritpa f A&ad 2F ! g NR ! yAd NBIAaAGNIXdA2ya (2 oS

If the Award Unit registered below a S@perating Authority (SOA), its registration will be displayed under
theSubh LISNI G Ay 3 ! dziK2NRAGEeQa fAad 2F ! gFNR ! yAl NB3IAaA

1 Reviewing and approving new Award Leaders

@ Registrations Award Leaders

1. From the page, select the ta to view the list of Award& I R S NI &
waiting for registration approval
- A gAft 06S RAALXIT&@SRY AT GKS ' 6FNR [ SIFRSNDaA

- A will be displayed when the email address has been confirmed.
2. Review the Award Lead@ra | LIJLJ A Colickimganfthe @& WIRA { 1 RSND&a L5
3./ tA01 2y W! LOAINEBIES O SO aU5ISNES (1 S

Inthe instance thati KS ! g4+ NR [ SI RSNJ KI ay Qi NB (')Smﬁ)ﬁdﬁckimbféré @S NA
GKS 1 6FNR [ SIFRSN

Send confirmation email again 2 L\]l.] }\ 2 y~ I @I 7\ f I o f S é }\ l] K 7\ y-
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Award Leaders Award Units

Search

clear ﬂ

o First Name Last Name Registration Date ¥  Email Award Unit Coordinator Action

167 bells celeste velazco 24072017 chevelasco38.cv@gmail.com W Sanzeeda Test Awsrd Unit “ m

Note: In order b approse new registrations via the Online Record Book, Award Leadershansest
confirmed their email addredseforehand This can also be overridden by the NAO at this point.

1 Review andor approve any requests for Award sigoif

Once an Award has been appravieythe Award Leader, iisready for Award office sigaff.

1. From the menu selecté* awsrd:
2. Click on the participa2 & yol Wwould like to assess
3. Reviewpersonf RSGFAf&a FTORY GKS GFo6o W5SGlAC
4. | £ A01 2y (GKS (106 y2YAYIFIGSR Fa GKS LINIAOALIVYGEQ
5. Reviewsections and logs moving among the Section tabs
6. CNBY GKS {0 W' gl NR 5SGFAftQx OtAO01 2y ! LILINRGS
I i Bronzelevel | Historylog I 58GFAt&a YR WI Award detail and Section tabs
I Award Details Physical Recreation skills Service Adventurous Journey Documents J Add Activity
Award Office Sign-off

PNO0DO ) Fakename Test dummv@hotmail com View

N.B: If the participant belongs to an Award Unit registerater aNational Award Operator (NAO), their
Award will be displaye  dzy RSNJ 6 KS b! hQa ftAad 2F ! gl NRa (2 0SS a

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

RAALI @SR dzy RSNJ GKS hLISNIGAY3a !dzikK2a2NRG&Qa fAald 27

If the participan belongs to an Award Unit registerexhder aSubOperating Authority (SOA), their Award

will be displayed under the SUbLISNI G Ay 3 ! dziK2NAGeéQa fAad 2F ! g NRa
1 Reviewing and / or approving participant registrations

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

1 confirmed their email address,
9 received parental/guardian approval (if required)

©2018¢ KS 5dz1 S 2F 9RAYOdAINEHKQA LYGSNYylFLGA2ylLE ! g1 NR CageayRI GAZ2Y
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1 be marked as paid (or either confirmed that payment will be made later, or that it is not
required).
1. FromtheTeb2 [ Aad aSt SO0 awSIAAGNI GA2YE
2. Review the details displayed
- A gAff 0SS RAALI @SR AF (KS FOlA2y Kl ayQi

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

3. Click orm.

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 ¥"ids confirned.

Resend parental consent
6. To resend any the parental consent email clicl

This option will only be visible if the delivery confirmed box is left unchecked
7.1 tA01 2y W{I@SQ G2 alr @S (GKS RSOl Afa
Note: Award start date is set as the registration date by default.
If the partici@ant started the Award programme at an earlier date, it can be amended at this point

ward Start Date

02/12/2017 i
ayment Payment date
Later xXw Date i
ransaction ID
onfir
rintable Parental Consent Form
Paper Xw Confirmed

/7 Email Confirmed

N e Regsration

If you do not recognise the registration, or it is not valid you can delete it, clicki
8./ tA01 2y W!ILILINRBPSQ (2 FTAYAAK (GKS NBIAAGNI GAZ2Y
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D FirstMame W  LastName Registration Date Level Email Confirmation Parent Approval Payment Review Action

9. The paticipant 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 Awaaddrewill be able to
modify/amend the information.

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

1 Browsing list of participants

You can browse the list of participanregisteredto your National office:

L8]

1. Select
2. The list of participants will be displayéa)

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

4, | £ A0l 2y (GKS LINIGAOALIYy(HIQa L5 G2 OASs GKSANI

Farticieants  from the side menu

(a) List of participants

Level Search Participant Status Award State
Select - Select - Select - ‘ Filters and Search bar m

D w | First Name LastName Email Levels Award Unit Status
PMO0O0004ES Sonas aus-b0 sna.nox+aus-b0@gmail.com Albany Park Sailing Centre
PHOOODODLEE Pebbles Flinstone iva.r.krastanova@gmail.com UK Award Unit 7
PNOCODO04EL jan nemrava jan.nemrava+55@inloop.cu Albany Park Sailing Centre
PNOCOC00445 Dridina Fart dripart@gmail.com UK Award Unit 18
PNO0OD0D433 Sonss rgl sna_nox+rg1@gmail.com UK Award Unit 7 AV
PNO0O000431 rfe arf vladimir.smatanile+1@inloop.eu Albzny Park Sziling Centre ;s - -
PHO0OD00426 s a cimentmaltu+test@gmail.com Albany Park Sailing Centra e
PNOCOD00423 Nicholas hudsen nickB01@gmail.com Albany Park Sailing Centre

1 Moving aparticipant 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 gagticipantyou would like to move to another
Unit
2. Fromthe! g NR ! YAl &aSOGA2yT AN KRMPHSMMKS W5SGF AL Q
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3. From the popup select the new Award Unit and the Leader you would like the participant to be

assignedo
4. | £t A0l 2y W KLY NIQ Gidchuintweir@®sew U #itS

(a) Award Unit section

AWard Unit Change
Name of the unit Country
Albany Park Sailing Centre UK
(b) Popup
Award Unit Leaders
Merton Youth Service Ko Leader_3 InMertonAndAll4 =dofe.. X
9 /KFEy3S | LINIAOALIYGQA ! 6F NR [ SOS¢

If a participant decide® 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

LI NOIAOALI yGQa ! g NR [ S@StY

1. bl @A3ILGS G2 GKS LINNIAOALI yiQa ! g NR { SO
z " PN , % Award Settings .~ “ _ = <
2.2 A0KAY GKS wr gkl 20, vE GlroQ OtAOl 2y
3. FromthepopdzL) 4 St SOG W/ KFy3aS ! g1 NR [ S@St Q
4. CNRY G(GKS RNRLI R2sy asStsSOl GKS 1 6FNR [ SOSt 27
Popupdisplayed
Allowed award levels
Silver Level Xw
f DSYSNI GAYy3 I LINIAOALI yIQA ! g NR { dzYYIl NE

O

N.E

You can downloha PDF containing abif yourLJr NI A OA LI yG Qa ! g NR AYF2NNI (A2

¢t2 R26yf2FR I LI NIHAOALI yGQa {dzYYlI NBE NBLRNIY
1. bl @AIILGS G2 @2dzNJ LI NIHAOALI yiQa ! g1 NR

'+ Award Settlngs e

2.CNRY GKS GFo wI .. ...\ G AEQ OftADl 2V
3. Click on "™ and confirm your choice
4. A PDFHile will be automatically downloadett save
1 Browsing list ofAward Leaders

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

[l Leaders

©2018¢ KS 5dz1 S 2F 9RAYOdAINEHKQA LYGSNYyFGA2YyLFE ! g1 NR Ragetty RI GA2Y
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Select from the side menu
The list of Award Leadgwill be displayeda)

Usethe search function to search for a specific Award Leader (optional)
4. | £ A01 2y GKS ! g1 NR [ SI RS hddthe daficipdn® asaighéd toltiers A NJ LIS

wnN e

(a) List of Award Leaders

Search Award Unit
——  Filter and Search bar
Filter
1D First Name Last Name Email Award Unit
AL000000012 Award Leaderl InAlbamyPark dofeuattal1@gmail.com Albany Park Sailing Centre
AL000000014 Leader 3 InMertonAndAli4 dofeuat+al3@gmail.com Merton Youth Service
AL000000019 UK Award Leader 1 UK Award Unit 1 dofeuattuk-al-1@gmail.com UK Award Unit 1
® ! 6 NR [ SFRS
Detail Participants Details and participants tabs
Title Overview % Account Sellings s
Mr. xw Age
37
First Name
Award Leaderl . .
Training Add training
Last Hame Basic training 01/06/2017
InAlbanyPark Expeditionary training 01/06/2017
Leadership of participants 01/06/2017
Email AJ Supervisor Traning 01/06/2017
Change
Nenimed Biiais

1 Transfer all participants from one Award Leader to another

You can trarfer all participants linked to one Award Leader to anotAerardLeader in the same Unit.
To transfer participants in bulk:
1. bl @AIFLGS G2 GKS ! gl NR fo8dndkebalpadticifdiis®ranNR & 2 dz ¢ 2 dz
2. Clickor = ==~ 1 vR a8§f SO0 WANIQY FNENI LIKNEI RABRLD yWR2 6y
3. Select the Award Leader you would like to transfer all participants to from the drop down displayed
in the pop up
4. | tA01 2y W KIy3aSQ (2 FAYAAK GKS (NI yafFsSN

Popup displayed

©2018¢ KS 5dz1 S 2F 9RAYOAINEHKQA LYGSNYyFGA2YyLFE ! g1 NR Ragetey Rl GA2Y
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Are you sure?
All participants will be transfered to a new Award Leader

Leaders

John Casey <testaward00+222@gmail.com=> Xw

Close

1 Add training records on behalf the Award Leader

You can add training reads on behalf of an Award Leader:
1. b @gA3LGS G2 GKS ' gFNR [ SFRSNDa NBO2NR
2.CNRBY GKS GNIXAyAy3a aSOlAz2y RAALI &SR X
3. Insert training name and date of training from the pop displayedb)
4, | £t A01 2Vi2WIFRR (KS AYyF2NN¥VIGA2Y G2 GKS ' gl NR [ S}

&
[t

A

w»

(]

(a) Training section

Basic training
Expeditionary training

Leadership of participants

(b) Popup displayed

Training Name Date

AJ Supervisor Traning 01/04/2017 s

close n

 Move an Award Leader to another Unit

You can movéward Leaderamong Award Units, within your National office:

1. From the list of Award Leaders in your NAO select the user you would likevi® tmanother
Unit
2.CNRBY GKS !''gINR ! YAl aSOGA2YS @AGKAY (GKS WwW5S{l
3. From the popup select the new Award Unit you would like to assign the Award Leader to
4. 1 £A0] 2y W KIy3asdQ G2 Y208 GKS | 002dzyd G2 GKS

(b) Award Unit section

(b) Popup
©2018¢ KS 5dz1 S 2F 9RAYOdAINEHKQA LYGSNYyFGA2YyLFE ! g1 NR RagetRy RI GA2Y
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Awal’d Unit Change
Name Region
Type Position in organization
Award Unit type Operating Authority  Search
Select v | | Select v ﬂ
[ Name Type Region
396 UK Awsrd Unit 29 Open Award Centre EMAS
357 UK Award Unit 30 Open Award Centre EMAS
3ss UK Awsrd Unit 31 Open Award Centre EMAS

Open Award Cent

Open Award Centre

402 UK Award Unit 35 Open Award Centre EMAS
UK Award Unit 36 Open Award Cantre EMAS

404 UK Award Unit 37 Open Award Centre EMAS
UK Award Unit 38 Open Award Cantre Emas

10w  pere 1] 2] s n -

ey

N.B.:To beable to transfer the Award Leader to a new Award Unit, all participantgiqusly assigned to
this Award Leader must have beenassigned to a new Award Leader within the current Unit.

1 Deleting an Award Leader

Award Leaders can be deleted when theraads attached data to them so all participants need to be moved
to another Award Leader firsThis 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 bd.delet

The Leader can then be deleted by:

1. Navigating to the Award Lead U tab
2. {StSOG w5StSGS ! 002dzyiQ FTNRY (GKS 20SNWASg 4&a$s
3. ¢KSYy a8t80G I NBlLazy F2N 6KS RSt 8GA2Yy | yR Of
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Account Settings v

Would you like to delete this account?

Reason of deletion

Select hd

Recover Password

[ DeleteAccount | Close m

1 Browsing Award Units

Youcan browse the list of Award Units registered to your Nationateff

1. Select the option &2 awrduni=  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 Unixi® to see all tabs displaying specific details such as:
- 1 glFNR ! yAilQa @aynh& Bigping ariiliing addriess, defaidd contaass)
List of participants registered to the Unit
List of Award Leaders registered to the Unit
- Participantand Award Leaderegistrationsawaiting approval
5. You are able to modify any of the details displayed on behalf of Award Leaders

List of Award Units

Award Unit type Operating Authority Search
- —— Filters and search
Select A4 Select ¥ _
] Mame Coordinator Type Region State
AUCD0000358 Albany Park Sailing Centre John Casey Independent School EMAS
AUCOD0D0360 Merton Youth Service Sporting Club ar Orzganisation EMAS

AwardUnit details
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f Editingl Yy ! & I NRuthprigidg éadtict / Award Coordinator
Toedit a specific Awarfl Y A (1 Q& | dzii K& Aldard dogrdinatdr2 y G I O

1.
2.
3.

4.

o

Navigate tahe Award Unit you would like to modify

SelectthaabWh F¥FAOS 5SilFAfaQ 6AGKAY GKS WwWs5SGFAftaQ Gl
/I tA01 2y GKS OKIy3S o6dzili2y RA&ALIEIFIBSR 6KSNBE GKS
are displayed

Select thenew contact from the droglown list displayed in the pepp box

/I £t A0l 2y W{ S trisinggconia& dr cabrigatoy S ¢ | dz

Authorising contact / coordinator details
Popup displayed

Related Contacts List Overview
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