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Updates with version 2.16 
 

The following changes are made to reflect ORB Release 2.16 (August 2023) 

¶ Wording updated on page 32: Includes new feature Ability for Award Leader to view/download 
Section Summary of Participant. 

¶ Wording updated on page 36: Gold Award validation where participants must be 16 years of age 
to complete Award. 

¶ Updates on page 53: To include guidance on the new feature of participant labels at Award Level. 
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Introduction to the Online Record Book (ORB) 
 

The Online Record Book (ORB) is a secure web platform that allow participants to register for the Award, record 
their Award activities and submit their completed Awards. It also allows Award Leaders to monitor participants' 
progress and assess submitted Awards. 

The user guides are for Award Leaders who are adult volunteers in the Duke of Edinburgh's International Award 
programme. It provides detailed, step-by-step guidance on how to use the ORB web interface. 

The ORB can be accessed via the following URL: https://www.onlinerecordbook.org 

It can also be accessed using the latest versions of the more commonly used web browsers. 

It can also be accessed using the following mobile applications. The Award Leader app does not currently include 
all the functionality available on the web version, you should register for your account via the website. 
 
 
 
 
 
 
With all data connected to the ORB, please take care when downloading and sharing to ensure any personal 
ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǇǊƻǘŜŎǘŜŘ ŀƴŘ ǎŜŎǳǊŜΦ tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Řŀǘŀ ǇǊƻǘŜŎǘƛƻƴ ǇƻƭƛŎȅκƎǳƛŘŀƴŎŜ ǘƻ ŜƴǎǳǊŜ 
all relevant, local guidelines are followed. As a minimum, information saved on a file must be password protected. 
 

 

Glossary of Terms 
 
You may find it useful to reference the Glossary of Terms for Award-specific terminology found in this document. 
 

https://www.awardcommunity.org/ac/file/view/1333558/glossary-of-terms-version-11
https://www.apple.com/ca/app-store/
https://play.google.com/store/games?hl=en&gl=US
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Getting Started 
 

Overview Login Page 
You can access the Online Record Book (ORB) at https://www.onlinerecordbook.org/fo/. This is the first page 
that you will see: 

, 

Navigating in the ORB 
When using the Online Record Book, the browser's back button can be used to go back to the previous 
screen.  

 

In different parts of the ORB, you will see the  icon.  Click on this to find more information. 
 

 
   

https://www.onlinerecordbook.org/fo/
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Registering as an Award Leader 
If you are setting up a new Award Centre, please use: Registering your Award Centre. 
 
You can register as a new Award Leader on the ORB login page, available at www.onlinerecordbook.org: 
 

 
 
Complete all fields in the registration screen. Click Continue to move through each part of the registration 
form: 

¶ Select the country or territory of your Award Centre. 

¶ Select your Operating Partner/Authority (this option will only appear for those countries or territories 

with this structure on place). 

¶ Select your Award Centre name. If your Award Centre name does not appear in the list, please speak to 

your Award Coordinator. 

¶ Type in your role in the organization. 

¶ Select whether you are the Main Award Leader/Coordinator of your organisation. 

¶ Click Continue. 

¶ Fill in your personal details. 

 

http://www.onlinerecordbook.org/
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¶ Type in your contact details. The country code should be automatically populated, but you can change 

the International Dialling code by selecting the flag from the dropdown menu.  

 

     

¶ Insert your address details. 

    

¶ Type in your chosen password. 

¶ Agree to the ORB Terms & Conditions. 

¶ Your Award Office/National Award Operator may require you to agree to a code of conduct or other 

local requirements. If you have any questions or concerns about any of the options, please discuss 

with your Award Coordinator. 
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Once your registration has been submitted, you will receive an email to validate your email address. The 
registration will be reviewed by the Award Office that holds the licence for your Award Centre.  
 
You will receive a confirmation email once the Award Office has reviewed and approved the 
registration. You will then be able to login to the ORB using email address and password you entered in 
your registration. Login at www.onlinerecordbook.org or on the app. 
 

 

Each ORB user has their own personal account and log in. It is vital that you keep your password secure 
and that you do not share your ORB account with anyone else. If you have any questions about this, please 
speak with your Award Coordinator or your Award Office. 

 

 

http://www.onlinerecordbook.org/
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The ORB Landing Page 

Log into the ORB through www.onlinerecordbook.org, using the email address and password created during registration. Upon logging in, you will start at the 
hw.Ωǎ ƭŀƴŘƛƴƎ ǇŀƎŜΣ ǿƘƛŎƘ ǎƘƻǿǎ ǘƘŜ ¢ƻ 5ƻ [ƛǎǘ: 

 

 
  

http://www.onlinerecordbook.org/
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1.  To Do List 
 

 
 
 

2.  Side Menu 

 
 

 
You will find more information on these in later sections of this guide. 

 

3.  To Do tabs 
 
Running across the page is a set of tabs showing the different category of actions available within the To Do 
List.  

 

 

 

 

In the left-hand side panel, there is a menu of options. At the 
top are the To Do Lists. Depending on local settings, you will 
ǎŜŜ ŜƛǘƘŜǊ ƻƴŜ ƻǊ ǘǿƻ ΨTo DƻΩ ƭƛǎǘǎΦ 
 
To Do List takes you to the list of all tasks for the Award 
Centre. 
My To Do List takes you to the list of tasks connected to the 
participants for whom you are Award Leader. Depending on 
local settings, you may only be able to see My To Do List. 

Beneath the To Do Lists are a range of further 
menu items:  

¶ Participants 

¶ Leaders 

¶ Adventurous Journey 

¶ Guides and Policies 

¶ Reports 

¶ My Organisation 

Throughout the To Do List, blue squares identify 

the number of tasks waiting for action. 
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From your To Do List you can manage different Award sections and activities such as:  

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

4. Filter and page search 
 

 
 
 
 

Review and approve new 

registrations. 

 

Review and approve/ask for revision 

of any new activity request. 

 

Review and approve/ask for revision of 

requests for Section Authorisation. 

Review and approve/ask for revision of portions 

of the Adventurous Journey. 

Review and approve/ask for revision of 

any requests for Award Authorisation. 

 

Accept new participants who have not 

yet been assigned to an Award Leader. 

 

Depending on your settings locally, you 

may also have a tab to identify emails 

from the ORB that have not been 

delivered successfully. 

Below the set of tabs are search and filter 

functions. 

The search function searches for those 

participants whose names appear in the tab. 

If you apply filters to the list, the search will 

limit the results based on the filters. 
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5.  Site-wide search 
 

 
 
 
 
 

6.  Profile menu 
 

 
 
 

7.  List and summary information 
 
The main body of the page includes the list and summary information for participants. Each of the columns 
featuring an inverted triangle icon in the column header can be sorted in ascending or descending order. 
 

 
 
Most pages will have an ΨExport TableΩ button at the bottom right that enables you to download the data 
you see into Excel for further use or analysis. 
 
With all data connected to the ORB, please take care when downloading and sharing to ensure any 
personal information is protected and secure. tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Řŀǘŀ ǇǊƻǘŜŎǘƛƻƴ 
policy/guidance to ensure all relevant, local guidelines are followed. As a minimum, information saved 
on a file must be password protected. 
 
  

The search bar in the top right-hand corner 

enables ŀ ΨǳƴƛǾŜǊǎŀƭΩ ǎŜŀǊŎƘΥ ȅƻǳ can search 

across the participants and Award Leaders that 

you have permission to view in your Award 

Centre. Note: At least three characters are 

needed to run a search. 

The far top right-hand corner includes a 

dropdown menu with options to go to your 

profile page or logout of the ORB. On the 

profile page, you can update personal details 

and change your password. 

Remember to always log out of the ORB when 

you are finished using it. 
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8.  Bulk actions dropdown 
 

 
 
 
 

  

On both the To Do List and 

Participants pages you will find 

the option to complete bulk 

actions. More information 

about these actions can be 

found in the Bulk actions 

section of this guide. 
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Participant Registration - Unassigned Participants  

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

Depending on local settings by your Award Office, during registration, a participant can have the option to 
add their Award Leaders email address. If it is not added or if this feature is not available, their registration 
will be found in the Unassigned Participants tab.  

 

1. From the To-Do List, select Unassigned Participants tab 

 

2. Review the participants waiting to be assigned. 

 

3. From the Assign drop down menus, select an Award Leader from the list. 

4. Click Assign ŀƴŘ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ǿƛƭƭ ōŜ ƳƻǾŜŘ ǘƻ ǘƘŜ ΨwŜƎƛǎǘǊŀǘƛƻƴǎΩ ǘŀō ŦƻǊ ǊŜǾƛŜǿΦ 

 

5. If you do not recognise the registration, or if it is not valid, you can delete it by Clicking the Delete 
button.  

 

 

Delete button: Depending on local settings by your Award Office, you may not be able to delete a 
registration that has been paid. Before deleting, please consult with you Award Coordinator. 

Once deleted, you will not be able to recover the record. 
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There is also the option to assign participants using a bulk action. This is useful if you have several registrations in 
the Unassigned Participants tab. 
 
In the Bulk action drop down, select the Award Leader, and confirm with the Bulk change button. 

 

 
 
Potential duplicate registrations can also be found at this stage. Any registrations which have the same 
name and date of birth as other participants in your Award Centre (likely a duplicate) will be indicated with 
a red text warning. Participants should only have one ORB account through which they can manage all of 
their Award levels.  
 

 
 

Depending on local settings by your Award Office, you may be able to Delete duplicate registrations. 
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Participant Registration - Review and Approve New Registrations 

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). 

¶ Be marked as paid OR confirmed that the payment will be made later or that it is not required. 

Note: Payment options differ depending on your Award Operator. Please contact your Award Coordinator 

or Award Office if you are unsure about the payment options for your Award Centre. 

 

To review and approve new registrations: 

1. From the To-Do List select the Registration tab.  

 

 

 

 

 

 

 

2. Review the details displayed: 

 ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΣ ƛŦ ǘƘŜ ŀŎǘƛƻƴ ƘŀǎƴΩǘ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ όŜΦƎΦ ǇŀȅƳŜƴǘ ƴƻǘ ǊŜŎŜƛǾŜŘύΦ 

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

 

 

 

 

 

 

 

3. Click Confirm and a pop-up box will appear 
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4. The confirmation box includes several registration details  

 

 

 

a.  Award Start Date is set as the registration date by default. NOTE: Participants are not able to 

save activity logs set before their Award Start Date. 

b. Payment: Payment types and processes can vary between Award Operators, please discuss 

with your Award Coordinator or your Award Office to confirm which types of payment (if any) that 

are available to your participants. 

 


































































































