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Updates withversion2.16

The following changes are made to reflect (Hitiease 2.8 (August2023)

1 Wording updated on pagg2: Includes new featurébility for Award Leader to view/download
Section Summary of Participant

1 Wording updated on page6. Gold Award validation where participants must be 16 years of age
to complete Award.

1 Updates on page3 To include guidance on the new feature of participant labels at Award Level.
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Introductionto the Online Record Book (ORB)

The Online Record Book (ORB)sgeureweb platform that allow participants toegister for the Awardrecord
their Award activities and submit their completeavards It alsoallows Award Leaders to monitor participants
progress an@gssessubmitted Awards.

The user guides are féward Leades who areadult volunteers in théuke of Edinburdh International Award
programme. It provides detailed, stdyy-step guidance on how to use the ORBDb interface.

TheORBcan be accessed wiae following URLhttps://www. onlinerecordbook.org

It canalsobe accessed using the latest versionshef more commonly used web browsers.

It can also be accessed using the following mobile applicatitiesAward Leader app does not currently include
all the functionality availablen the web versionyou shouldregister for your account via the website.

Download on the » GETITON
. App Store Google Play

With all data connected to the ORB, please take care when downloading and sharing to ensurpeasgnal

I oA 2 4 A

AYF2NXYEFEGA2Y A4 LINRPGSOGSR FyR aSOdNBd tfSHasS NBEFSNJ
all relevant, local guidelines are followed.sfaminimum, information saved on a file must be password protected.

Glossary of Trens

You may find it useful to reference tli&ossary of Ternmfer Awardspecific terminology found in this document.
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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

GettingStarted

OverviewlLogin Page
You can access the Online Record Book (ORBpat//www.onlinerecordbook.org/fo/ This is the first page
that you will see

. )
This banner e ) N
may change
far different e,
Aweard Choose
events your
preferred
language
: I Regretered Register new
Enter your . participants,
details 1o - - 4 | Leaders, or
logim Award
S— Centras

Reset your /

password

Download the
s | Participant App for

[ @ oosioe [l > e mone fevees

Navigating in the ORB

When using the Online Record Boole browsers back button cand used to go backo the previous
screen.

«|l-> C O @& onlinerecordbook.org/fo/register/leader/contact-details

THE DUKE Ul@ )
° Unit Details INTERNATIONAL AWARD "5

@ Contact Details

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

If you are setting up a new Awa@kntre please useRegistering your Award Centre

You can register as a new Award Leantethe ORBogin page available atvww.onlinerecordbook.org

Login Not Registered?

Email Register a new account as:
Award Participant
password @ Award Leader

Award Centre

Forgot your password?

Complete all fieldin the registration screen.lick @511 to movethrougheach part of the registration
form:

1 Select the country or territory of your Award Centre.

9 Select your Operating Partner/Authoritthis option willonly appear for those countries or territories
with this structure on place)

1 Select your Award Centre nameydiur Award Centre name does not appear in the [geasespeak to
your Award Coordiator.

1 Type in your role in therganization.
1 <elect whether you are th#lain Award Leader/Coordinator of your organisation
 Ile[[E4Continue
9 Fillin your personal details.
Select Country or Territory e
Select -

What is your role in your organisation? (optional)

First Name

Date of Birth

Gender

Middie Name

Are you the Main Award Leader or Coordinator for your Award Centre?

Yes

No

Female

Male

Prefer not to say

Prefer to Self-Identify

Last Name
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1 Type in your contact details. The country cal®uldbe automatically populatedout you can change
the International Dialling code by selecting the flag from the dropdown menu

Email Confirm email
Phone number Phone type
v +61 Select A

T Insert youraddressdetails
Address Details

Address First Line

Address Second Line(Optional)

City Zip / Post Code
State/Province/Region Country [ Territory
Select v

1 Type in your chosepassword

Agree to theORB Terms & Conditians

1 YourAward Office/NationaRward Operatomay require youo agree to a code of conduct or other
local requirementslf you have any questions or concerns about any of the options, pléssaesd
with your Award Coordinator.

E]

Password Repeat Password

I have read the Terms and conditions and agree with them. ORB Terms & Conditions
I Agree to the Volunteer Code of Conduct. For more information click here.
I confirm that I meet all NAO Regulation Requirements. For more information click here,

I have read the Privacy Policy and agree with. The Privacy Policy is here
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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 re@ive a confirmationemail oncethe Award Officehasreviewed and approved the
registration. You willthen be able to login to the ORB using email address and passwardnteredin
your registration. Login atww.onlinerecordbook.or@r on the app.

Each ORBiserhas their own personal account and log ih.is vital that you keep youpassword secure
and that you do not share youbRB account with anyone elséyou have any questions about this, please
speak with your Award Coordinatoor your Award Office.
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The ORB Landing Page

Log into the ORB throughww.onlinerecordbook.orgusing the email address and password created during registrafioon logging in, you will start at the
hw. Qad fFyRAY3 LI 3IST:6KAOK akKz2ga GKS ¢2 52 [Aadl

5. Site-wide

1. To Do List 2. Side Menu - search 5. Profile
H 4, Filter and
3. To Do tabs menu
page search
T "
H N Participant Registration a Pippa Plum Vi
§ epuce orenmucis 47 ) A ORB Training Award Centre £ §
v \ 4
1= My To Do List Registration Activity Authorisation Section Authorisation Adven_s:urous Journey Award Authorisation Unassigned Participants
:— To Do List 0 i
Search Email Confirmation Parent Authorisation Payment State
Partici t:
L4 Participants Select v Select - Select v m
£, Leaders Number of records: 2
v
2 Adventurous Journe)
an AdvEr ey Bulk action
{] Guidesand Policies o P Select -
B Reports
{:5} My Organisation
D First Name Last Name Registration Date Level Email Confirmation Parent Authorisation Payment Review Action
PN001531286 Stickybeak Syd 26/06/2022 v Not required v Exempt Confirm
8. Bulk actions
PN001367105 Grizzly Macduff 19/04/2022 Electronically Not paid Confirm
dropdown
V 20 w  perpage Export Table
7. List and
summary
information
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1. To Do List

INTERNATIONAL AWARD 5
i= MyToDoList a In the lefthand side panel, there is a menu of optioAsthe
— top are theTo Do ListsDepending on local settings, you will

4SS SAGKSNODZ WSt 2HIL &2 Y
Qs Participants
To Do Listakes you to the list of all tasks for the Award

24 Leaders Centre

P My To Do Listakes you to thdist of tasks connected to the
participants for whom you are Award Leader. Depending on

{] Guidesand Policies local settingsyou may only be able to sédy To Dolist.

B Reports

{é} My Organisation

2. Side Menu
i B Beneath the To Daists are a range of further
5 Leaders menu items:
1 Participants
AA Adventurous Journey ﬂ Leaders
{] Guidesand Policies ﬂ Adventurous \Journey
B3 Reports 1 Guidesand Policies
1 Reports
SN 1 My Organisation

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.

Registration Activity Authorisation Section Authorisation Adventurous Journey Award Autho

Throughout the To Daist, blue squares identify

the number of tasks waiting for action.
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From yourTo Do Lisyou can manage different Awasgctionsand activities such as:

Registration

Activity Authorisation

Section Authorisation

Adventurous Journey

Award Authorisation

Unassigned Participants

Undelivered Emails a

4. Filter and page search

Payment State

Number of records: 3

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 revisiongartions
of the Adventurous Journey

Review and approve/ask for revision of
any requestdor AwardAuthorisation.

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 appeartire tab.
If you appy filters to the list, the search will
limit the results based on the filters.
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5. Sitewide search The search bar in the top rightand corner

enabless Wdzy A @S NA tahs@arch S I NDO
across the participants and Award Leaders that
Q, you have permission to view in your Award
Centre.Note: At least three characters are

needed to run a search.

6. Profile menu

Jane smith o The far top righthand corner includes a
TEST Award Centre 2021 (IAF)
_ dropdownmenuwith optionsto go to your
profile page otogout of the ORBOnN the

Participants n

Logout

profile page, you can update personal details
and change your password.

Remember to always log out of the ORB when
— you are finishedising it.

7. List and summary information

The main body of the page inclusline list andsummary informatiorfor participants.Each of the columns
featuring an inverted triangle icon in the column header can be sorted in ascending or descending order.

ID First Name A @ Last Name Registration Date Level

Most pages will have a#xport Tabl€button at the bottom rightthat enables you to download the data
you see into Excébr further use or analysis.

With all data connected to the ORB, please take care when downloading and sharing to ensure any

personal informationis protected and securet £ S &S NBFSNJ G2 &2dzNJ 2NHBIFyAal
policy/guidanceto ensure allrelevant, local guidelines are followedAs aminimum, information saved

on a filemust bepasswordprotected.
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8. Bulk actions dropdown

Bulk action

Select v

Online Record BoakAward Leader Guidgast Savedt1l August 2028

On both the To Daist and
Participans pages you will find
the option to complete bulk
actions. More information
about these actions can be
found in theBulk actions
sedion of this guide.
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Participant RegistrationUnassignedParticipants

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

Depending on local settindsy your Award Officeduring registration, a participant can have the option to

add their Avard Leaders email addreds§it is not addedr if this feature is not availabléyeir registration

will befound in theUnassigned Participantsb.

1. From the TeDo List, select Unassigned Participants tab

Unassigned Participants o

Registration a Activity Authorisation Section Authorisation

Atest te
TEST A

Adventurous Journey Award Authorisation Unassigned Participants

2. Review the participants waiting to l@ssigned.

Bulkaction

Jane Smith X
D First Name Last Name Registration Level Email Delete Assign
PN001316552 Duplicate Test 20/10/2021 ORB.Test2.201021@intaward.org Delete Select A
PN001316549 Fred Flintstone 20/10/2021 Orb.Test201021@intaward.org Delete Select A

3. From the Assign drop down menus, select an Award Leader from the list.
4. ClickAssignr YR 0 KS NBIAAGNI GA2Yy oAttt 0S

Delete Assign

Delete Select v
Atest tester (me)

Delete Test Award Leader

Jane Smith

5. If you do not recognise the registration, or if it is not valid, you can delete@ibling theDelete

button.

Delete button: Dependingon local settings by your Award Offig@mu may not be able to delete a

&w

registration that has been paid. Beforelding, please consult with you Award Coordinator.

Once deleted, you will not be able to recover the record.
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Delete Assign

Select v

Delete .
Warning: Name and DoB same as:

PN000201292

Thereis also the option to assign participants using a bulk aclitisis useful if you have several registratians
the Unassigned Participantiab.

In the Bulk actiondrop down, select the Award Leadand confirm with the={i|i|@¢sE1gle button.

Bulk action
Select A
Atest tester (me)
3 items selected Clear Confirm bulk change
Test Award Leader
Jane Smith
PNNANT1RI1ARAQ Frad

Potential duplicate registrations can also be found at this stAgg.regstrations which have the same
name and date of birth as other participants in your Award Centre (likely a duplicate) witlibated with
a red text warningParticipants should only have one ORB account through which they can manage all of

their Awardlevels.

D First Name Last Name Registration Level Email Delete Assign

Select v

PN001316591 Tessa Testerson 20/10/2021 orb.test4.201021@intaward.org Delete .
Warning: Name and DoB same as:

PN000201292

Dependingon local settings by your Award Offigeu may be able tBeleteduplicate registrations.

Name Registration Level Email Delete Assign
20/10/2021 ORBTest2.201021@intaward.org Delete Select v
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Participant RegistrationReview anddpprove New Registrations

Tobe able to approve new registrations via the Online Record Book, participants need to have:

1 Confirmed their email address

1 Received parental/guardian approval (if required)

1 Be marked as pai®Rconfirmed that the payment will be made later or that itist required

Note: Payment optiongliffer dependingon your Award Operator. Please contact your Award Coordinator
or Award Office if you are unsure about the pamhoptions for your Award Centre.

To review and approve neregistrations:
1. From the TeDo List seledhe Registrationtab.

/\%) Participant Registration

THE DUKE.OF EDINBURGH'S
INTERNATIONAL AWARD

{= ToDoList Registration Activity Approval

Qx Participants

2. Review the details displayed:
gAff 0SS RAaALIXI@SRT AT (GKS [OdAz2zy KIFayQi oSSy
v

will be displayed when the action is complete (e.g. email address has beenremifir

Registration Level Email Parent Approval Payment

First Name Last Name Date Confirmation

Sarah (Participant) 04/12/2018 v Notrequired ~/  Later

John PaperConsent2Electronic = 07/11/2018 v Electronically Later /"

Not

v Notrequired ~/ 78

Test Link 10/10/2018

Sam (Participant) 10/10/2018 Notrequired ~/ Later

3. ClickConfirmand a popup box will appear

Email . .
Confirmation Parent Approval Payment Review Action
v Not required ~ Later Confirm
v Electronically Later ~/ Confirm
3 . Not .
v Not required . Confirm
paid
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4. The confirmation box includeseveralregistration details

a. Award Sart Date is set as the registration date by defalMtOTE Participants are not able to
save activity logs set before their Awafighrt Date.

b. Payment:Payment types and processcan varyetweenAward Operatorsplease discuss
with your Award Coordinator or your Award Office to confiuhichtypes of paymenfif any)that
are available to your participants.
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