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1. More about the Online Record Book
(ORB)

The Online Record Book (ORB) is a secure web platform
that allow participants to record their activities and
submit their Awards, and also allow Award Leaders to
monitor participants' progress and approve 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 Online Record Book web
interface.

The Online Record Book can be accessed via the
following URL: https://www.OnlineRecordBook.org

Supported Browsers and Technical Information

The ORB can be accessed using the latest versions of
the following Browsers:

e Google Chrome

e Firefox

e Microsoft Edge

e Microsoft Internet Explorer
e Safari

The ORB can also be accessed using the following mobile
applications:

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

# Download on the
¢ App Store

GETITON
» Google Play
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2. Register your Award Unit

If your Award Unit is not registered on the Online Record
Book, you can complete its registration selecting the
Award Unit registration option, as displayed below. This
should only be done in consultation with your
NAO/OA/Sub-OA.

Option 2: Registering as an Operating Authority

Welcome to the Online Record Book

You are now registering as an Award Unit.

Participant Award Staff .
Not Registered?

Participant login
Email Award Participant
Award Leader

Password

Forgot your password?

Yfou can also download our Participant App to
access the Online Record Book anytime,
anywhere

GerTan
P Google Play

[ ¢ App Stare

Do you want to create a new Award Unit? Continue here

Select Country

Testing Country - NAQ X

Select your Operating Authority

01 Wales Xw

Select sub Operating Authority

01 North Wales X

If you are unsure which Award Authority you should register to, please contact your Regional Office.

Do you want to create a new Award Unit?|Continue here

Complete all fields, clicking on the m

button to continue through the sections.

Option 1: Registering as an Independent Award
Centre

Welcome to the Online Record Book

You are now registering as an Award Unit.

Select Country

Testing Country - IC Xy

| Twant to register my Award Unit as Independent Award Centre

If you are unsure which Award Authority you should register to, please contact your Regional Office.

Note: Additional levels may apply. Contact your National
Operator (NAO) for help on this.

The browser’s back button can be used if you want to go
back and review/modify the details inserted.

. Select your country from the list available

. Insert the Award Unit Details

° Insert the Authorising Contact / Licence Holder’s
personal details

. Insert the Award Co-ordinator’s personal details

. Insert the Award Co-ordinator’s contact details

. Set the Online Record Book Login details

Organisation Details
Organisation Name

Bangor High School
Organisation Type

Government Schoo xw
Are you already running the Award?

Yes

@® No

Organisation Address
Address First Line

College Campus

Address Second Line{Optional)

City Zip [ Post Code
Bangor BA11 20D
State/Province/Regian Country
Gwyndd United Kingdom xw




Authorising Contact / Licence Holder

Please fill in the following details for the authorising cantact / licence holder at your organisatior
Title
Dr. X
First Name Middle Name Last Name
Newman Smith

Role in Organisation

Head of Research

Email Confirm email
bangor@tifisu.co.uk bangor@tifisu.co.uk

Phone number Phone type
EEv | +441234567890 Mabile xv

Note: The licence holder is the person that signed the
licence agreement.

Award Coordinator

award throu

ook system
Title
Miss xXv
First Name Middle Name Last Name
Award Leader
Date of Birth

07/01/1998 fa

Gender

@ Female
Male
Prefer not to say
What 5 your rale In your organisatien? (optional)

Head Award Leader

You will be th vyour organisation. You will have rights to add more Award Leaders, Participants and manage the process of the

Note: The Award Coordinator is an adult volunteer or
paid staff member who is the key contact at an Award
Centre, Open Award Centre or IAC. The Coordinator is
responsible for setting up and running the Award within the
Centre, supporting Award Leaders, overseeing Award
Groups / Unit and processing the authorisation of Awards.
The Coordinator is often also an Award Leader or may take
on the role of another adult Award volunteer.

Award Coordinator Contact Details

Email Confirm email

BangorAL@tifisu.co.uk BangorAL@tifisu.co.uk

Phone number Phone type

Eld v  +4478901234586 Mobile xv

Online Record Book Account

To work on the Online Record Book (ORB) you need a personal ORB account.

Password Repeat Password

At least B characters long
Include at least one number character
Include both lower and upper case characters

International Terms & Conditions

+  Ihave read the Terms and conditions and agree with them.
v | Iconfirm that I meet all NAO Regulation Requirements.

v 1Agree to the Volunteer Code of Conduct. For more information click here.

Note: Your Password must meet the requirements.

Once all details have been inserted click on Continue and
Finish to send your registration for approval.

You must also read and agree to the terms and conditions
and the Code of Conduct.

Address Details

Address First Line

College Campus

Address second Line(Optional)

City Zip / Post Code
Bangor BA112DD
state/Province/Region Country
Gwyndd United Kingdom Xw

v Your registration is complete
We will send you an email when your ORB account registration is approved.

If you have any problems or doubts please contact you award unit for more information.

On your smartphone On the web

load on the

pp Store > Goééle Play

) Online Record Book
£ VEBSITE

Note: You will only receive the email once the
NAO/OA/Regional Office/Award Office has reviewed
and approved the registration.



3. Register as an Award Leader e Type in your role in the Award, and select whether
you are the main Award Leader / Coordinator of your

You can register as a new Award Leader, selecting the organisation
Award Leader option on the login page, and selecting
Register, as displayed in the login page overview.

Select Country

Select v

GET INVOLVED!
Share the film & your

YOUR AWARD. - AR
YOUR CHALLENGE. p D 7 #WORLDREADY

BE #WORLDREADY

What is your role in your organisation? (optional)

Participant Award Staff )
Not Registered?

Award Staff login
Award Participant Are you the Main Award Leader or Coordinator for your Award Unit?

Email

® Award Leader
Yes

Password

No

wit? Continye here

e Type in your contact details. The country code will be
automatically selected

Not Registered?

Email Confirm email
Register 3 new account as:
Award Participant
Phone number Phone type
@ Award Leader EEv | +44 Select

e Insert your personal details & address

Register
Title

Select A
] ) ) .'“IE First Name Middle Name Last Name
Complete all fields, clicking on the
button to continue through the sections. Date of Birth
Date s}
The Browser's back button can be used if you want to go md: |
back and review/modify the details inserted. Male
e Select you Award Unit Country reer oty

e Select your Operating Authority (This will appear
for those organisations with this structure on
place)

e Select your Award Unit name




Address

Address First Line

Address Second Line(Optional)

City Zip [ Post Cade
State/Province/Region Country
Select b 2

e Type in your chosen Password
e Check the box to confirm that you have read the Terms
conditions & select Finish

Password Repeat Password

Interna 1l ns

I have read the Terms and conditions and agree with them

Once all details have been inserted click on Finish to
send your registration for Award office approval.

The Duke of Edinburgh's i Avezrd - O isation Contact Confi ign Email

T

Aclion llerre

This 15 an autemated email from The Duke of Edinburgh's International Award Foundati
Thank you for registening to use the Online Record Book.
Please verity vour email adidress by clicking the fallowing link:

Ittps:/wmner.onl dhook.org/ fovemail-confirmations?muthori zationCode=17 105fe-183b-13

Tfwom have any questicns abont this email or about the progress of vonr registration, please eontact the Award Cocrdinator for yonr Avard Tnir.

Kind Regards,

The Duke of Edinburgly's ITnternational Award Foundation

Note: You will receive an email with a link, to verify the
email address. Also check your spam inbox for the email.

It is important that you complete this step, as it validate
that the system has the correct email for you.

Your Award office will review your details and you will
receive an email confirmation inviting you to log on to the
ORB.



4. Forgot your password?

If at any point you need to reset your password, you
can select the option Forgot your password? from the
login page.

Participant Award Staff

Award Staff login

Email

Password

Forgot your password?

Insert your email address in the dialog box and press
Send.

Forgotten Password

Email address

| |

An email with a link to reset your password will be sent
to your mailbox.

DRB@nlineRecord Rock.org
Reset Password

Arfion frems

Hello

This 13 au awlomaled cmail thal you are receiving om The Duke of Edinbugh's Inlemational Award Foundation.
To reset your password, please click on the link below:

hittps:/www.onli di

ak.org/fo'pass d-reset?anthori zationCode=2e9 71 20-60hE-4 500
Please be aware that this link will expire afler 12 hours. 1¥ this liuk expies, vou will be required to resel your password again, using the |

If you bave awy questions reparding this email or about setting up your Award, please contact vow Award Leader.

Kind Regards,

The Duke of Tdinburgh's International Award Toundation.




5. Landing page overview and To Do List To-Do List

Once logged on to the Online Record Book you will be

To log on to the Online Record Book click on Award able to view your To Do List displayed as the landing
Staff tab on the login page, insert your login details and page.
click Login.

Regisration Activity approvel section sign-off Adventuraus Journey Award sign-off Unassignad Participants

If you receive a failed log in message, conform that you
have the selected the Award Staff tab.

. From your To Do List you can manage different
Participant Award Staff

Award sections and activities such as:

Award Staff login - Accept new participants who have not yet been

Eyail assigned to an Award Leader
P - Review and approve new registrations

- Review and approve/ask for revision of any new

Forgot your password?

activity request

- Review and approve/ask for revision of any
requests of section sign-off (including

Once you log on to the Online Record Book, your To Do Adventurous Journeys)

List will appear:

- Review and approve/ask for revision of any
— = requests of Award sign-off

The blue square with the

{= ToDolList

AL Participants many tasks are waiting in

number, shows how

that section.
QJ Leaders

Re

Adventurous Journey

User Guides

Reports

@ o =

My Organisation




6. My Profile Overview

You can change your details at any stage by updating
your profile on the ORB as well as add a new profile

picture.

You can view your profile by clicking on your name on

the top right corner and select the Profile option.

Profile

Frequently Asked Questions (FAQs)

Logout

(AwardLeader)

1. To make any changes to your:

personal details;

password;

address;

contact details;

language;

nationality;

add your training details and
add award history information

by clicking on any of the fields displayed to

overwrite the information.

2. Press Save to save your changes.
3. To change your profile picture click on the

profile picture.
4. Select a picture from your local disk and
crop/reposition, as necessary.

5. Click on E to save your changes.

Personal Details
Training add training
Title
Mr. xw
il el e History Add history record
H
3 Upload Picture. |AwardLeader)
Email
Change
Secondary Email
Phone Number Phone Type
EE v +441234567890 Home Xw
Secondary Phone Number Secondary Phone Type
BB~ +44 Select v
Date of Birth
01/11/1996 i3
Address
Address First Line
Address Line 1
Address Second Line
State/Province/Region City
State City
Post Code Country
Post Code United Kingdom Xv
Nationality
Select v
Language Settings
English (United Kingdom) XV




7. Unassigned participants

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

If a participant does not know who their Award Leader
is when they register, their registration will be added to
the group of Unassigned Participants.

Unassigned Participants

Click on Assign — the registration will be then moved
to the list of registrations to be reviewed.

Unassigned Participants

Delete Assign

Boris

Delete

tration Ativity Approval Section Sign-off Adventurous Journey Aword Slgn-off Unassigned Participants
First §
Last Name Registration ©  Level Email Delete Assign
Name
Select -
PMOONSAZO1G Robson (Participant)  10/10/2018 Robson_Participani@TestEmailcouk  Delete
" . Select hd
N De-Wint . De-Wint_Participant @Test-
MOS890 {Participant) 10/10/2018 [ ceonze | Lo e Delete
Select -
PHOONSA3692 vitchell (Participant)  10/10/2015  [FEE0E#  Mitchell_Participant@TestEmailoouk  Delete

From the To-Do List select Unassigned Participants

1. Review the participants waiting to be
assigned.

2. From the Assign drop down menus, select an
Award Leader from the list Award Leaders
available.

Unassigned Participants
Delete Assign

Select v

Delete
Adventurous Journey
Leader Leader

Delete Boris
Award Leader
Marisa Restoredatatest

Delete Award Leader 24x7 v

This list only shows Award Leaders in the Participants
Award Unit.

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

Registration Level Email Delete Assign
- o Select
P De-Win#_Participant@Test: -
10/10/2018 BRONZE -
- Email.co.uk Dalate

Note: Once deleted, you will not be able to recover
the record.




8. Review and approve new registrations

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

e confirmed their email address

e received parental/guardian approval (if required)

e be marked as paid (or either confirmed that the
payment will be made later, or that it is not required)

1. From the To-Do List select Registration.
/‘}} Participant Registration
THE DUKE OF EDINBURGH'S
IN"V'ERNJ\'"(]NJ!L.I\WARD(3éJ y
{= ToDoList Registration Activity Approval

Qx Participants

2. Review the details displayed:

4, 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. It can also be amended
post-approval.

5. 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 ticked.

6. The Award Leader has the ability to switch
Parental Consent type from Paper to

Electronically.

7. From the pop up box modify the necessary

details and v | as confirmed.

#589916 - Sarah

Participant@Test-Email.co.uk

(Participant)

A will be displayed, if the action hasn’t Award Start Date
been completed (e.g. payment not received). 10/10/2018 i
A Vv will be displayed when the action is Payment Payment Date
complete (e.g. email address has been Later xv Date &
confirmed).
Transaction ID
First Name Last Name gjs':sh-allon Level ET::l'lrmalion Parent Approval Payment | Confirmed
Sarah (Participant) 04/12/2018 Not required  ~ Later Printable Parental Consent Form
John PaperConsent2Electronic  07/11/2018 v Electronically Later Not required %W | Confirmed
i 110/2018 NIE v ot require ¥ L
Test Link 10/10/2018 ok reuloest paid | Email Confirmed
Sam {Participant) 10/10/2018 Not required Later =~ L . . .
+| Asan Award Participant | am happy to participate in the Foundation Surveys
. . cl Delete Registrati
3. Click on Confirm. ose “
Email . ) N ltisi h k h h
Confirmation Parent Approval Payment Review Action ote: It is Important that you make sure that the
participant confirmed their email from the ORB email
v Not required ~/ Later Confirm that was sent to them.
v Electronically Later ~/ Confirm In case the email is incorrect, you can correct the
email and resend if necessary from the account
v Not required /' S:itd Confirm settings section.

10




10.

Click on Save to save the details.

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

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.

PN000589916

Registration

Date Level

First Name Last Name

04/12/2018

BRONZE

Sarah (Participant)

-

Title Overview 3 Account Sattings -}

s xv ge Organisation Registration Date  State
Curm

19 Brampton 1071072018
Level

Last Name

Middle Name

(Participant]

11.

Click on Approve to finish the registration
approval.

Email
Confirmation

v

Review Action

Parent Approval Payment

Not required ~“ Later ~/

Note: The Approve button will only be active when all of
the registration checks have been signed off.

12.

The participant will be notified immediately
via the Online Record Book.

Please note: Participants are not able to save activity

logs set before their Award start date.

As the Award Leader, you may edit this date

post-approval.

11



9. Manage Section and Activities

Review and approve/ask for revision of any new

activity requests

Before logging their hours, a participant needs to set

their activity and send it to their Award Leader, for

approval. Award Leaders can review the activity details

and either approve the activity request or ask the

participant to revise it and make modifications. The

participant will receive a notification with the outcome.

1. From the To-Do List select the Activity
Approval tab.

2. Click on the tabs displayed below to find the
new activities waiting for approval.

3. Review the activities listed and approve/ask

for revision

Activity Approval IAwardLeader)
Registration Activity Approval SectionSign-off ] | AdventurousJourney  Award Signoff [} Unassigned Participants [
Physical Recreation skills ({8 Service Advanturous Journays Residentiol Project
L] First Name Last Name Level Activity Type Activity Goal Action
1
I BHO00519558 I " tearticipont [N Fercien Lengusges  French Leamm basic French level 1 fspeak, read and wrlteh Revise
Deeail Bronze Level
Award Deils Physical Recreatian skills service Adventurous Journey  Decuments Add Activity
Activity Type Actiity Goal Action
Foreign Lsnguages French Leain by level 1 (speak, read and wiite). Approve Revise
Assessor Details
Title Mame Email Phene Stato
Mrs Afrench afrench@yahoo.com

Any comments made in the dialog box, when asking for
revision, will be sent to the participant along with a

notification.

Note

Revise Item?

Dismiss

Please refine your SMART goal by adding a time line and a measurable.

Once the participant has made all the changes and

the Award Leader is satisfied, you can approve. If not,

please click on revise and send back to the participant

with a message.

Activity

Frype Activity  Goal Action
Foreign PO Q7 i rench el 1 speak,read and wite. Goal o aming 10 ncw o cvery week,Leam 20 Erench verbs avery monih. ust bl m
Languages able to pass the | evel 1 oral and written exam by 30 November 2018, Revise

Approve Item?

Note: Adventurous Journeys created by participants also

need to be approved before their start.

Review and approve/ask for revision of any requests

of Section sign-off

Once a participant has completed a section of their

Award and received Assessor approval, the section is

ready for Award Leader sign-off.

1. From the To-Do List select the Section Sign-off
tab.
2. Click on the tabs displayed below to find the

sections waiting for Sign-off.

Section Sign-off "AwardLea
Physical Recreation skills [E3 Service Residential Project
D Fitst Name Last Naime. Level Finished Logs | Assessorapproval Not for Award Leader Action
e n e — o/1zp018 = -
Activity Approval Section Sign-off

n skills

Service

Resi

12




3. Click on View to see logs, Assessor’s report

and Notes
4. Review the activity and its logs
5. Click on Approve or Revise as necessary
Level Finished Logs Assessor approval Mote for Award Leader

BRONZE 06/12/2018 View View o View

Action

Revise Item?

Note

Dismiss Revise

Approve Item?

Dismiss

o Section has been signed off

13



10. Mimic user feature: log-in as one of
your participants to provide system
support

Award Leaders can log-in as one of their participants to
provide support on the system or to see what error a
participant encountered.

This is known as the mimic user feature.

To log-in as a participant, sign-out as an Award Leader
and click on the Participant Tab on the log-in page.

In the email field type in your Award Leader email
address, a forward slash ( /) followed by the
participant’s email address.

Example:
awardleader70@gmail.com/

(Your email address/participant’s email address)

Password: The same password as your Award Leader
login password.

Participant Award Staff

Participant login

Email

(
awardleader70@gmail.com/
! J You

Password

The same password as your Award Leader login
password.

You

Forgot your password?

€ MyAward Leader @ User Guides 2 H [Parciclpant)

FA French
| Completed 26 h {26 B

Bronze Level
Completed 2 {4

You are now logged-in as the participant and are able
to view the full profile, sections, activities and logs of
the participant.

You can now investigate what error a participant
might encounter, guide a participant on the system
or make changes on the participant’s profile.

Any changes you make on the participant’s profile
will reflect in the History Log under your name with
the date, time and description of the changes etc.

Detail Bronze Level

History Log

Date | Time Description

10/12/2018 13:05  Administrator "H (AwardLeader)” has logged in as (Participant)”

Note: Remember to log-out as the participant when
you have finished supporting them.

14
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11. Managing your participants — Profile
Details

Once a participant has started their Award activities,
the Award Leader’s role is to mentor them through
their Award with advice and encouragement.

Via the Online Record Book, Award Leaders are able to
manage either all participants registered to their Unit or
participants assigned to them personally, depending on
the configuration set by their National
Operator/Regional Office.

1. Browsing participant’s details

Qx Participants

2. Select from the menu.
3. Select My participants to view the list of
your participants.

4. Select All participants to view the list of
participants registered to you Award Unit.

5. After clicking on the ID of the selected
participant, you will be taken to their record.

2. Viewing a participant’s profile

Select the applicable participant by clicking on the ID
number.

Select the Detail Tab to view and amend the personal
details of the participant.

My Participants

My Participants All Participants

Level Search Participant Status Aveard State

Select v Select - Selec b

Search function

You can use the filters avaialbe to sort your list of
participants by Award Level, Status and Award State.

You can export the list of participants displayed on screen

to Excel by clicking on the button at the

bottom of the screen.

Detail Bronze Level History Log

Title

Select v
First Name Middle Name
Heyns
Last Name
(Participant)
Email
Change
Secondary Email
Phone Number Phone Type
@3> +441234567890 Home xw

Secondary Phone Number Secondary Phone Type

v +44 Select v
Date of Birth
01/11/1999 s
Note
Address
Address First Line
Address
Address Second Line
State/Province/Region City
State City
Post Code Country
Zip Testing Country - NAO xw

15




3. Edit a participant’s profile details

Once you have navigated to a participant, you can edit any
of their details by clicking in the fields available and
overwriting the information displayed.

Add Postal Address

Other Information

Hationality
British ww
Gender
Male xw
Employment Status
Casual Hw
Previous Level (not ORE) Where
Select -

«'| Participant agrees that we can use his/her profile picture for prometion

You can edit the following profile details:
e Photo
o Title
e First name
e Middle name
e lLast name
e Email address
e Secondary email address
e Phone number
e Secondary email address
e Date of birth
e Address
e Postal address
¢ Nationality
e Gender
e Employment

Click the g e [l button displayed

at the bottom of the page to save your changes.

o' Participant has been updated

Note: The Participant's History Log will show who
performed the changes.

4, Edit your participant’s account settings

Overview

Age Organisation Registration Date State

19 Brompton 16/11/2018 Current
Level

Once you have navigated to a participant’s profile, choose
the & Acountsetings ™ gntion to make any modifications
such as:

Change Participant's Status
Send confirmation email again?
Recover Password

Next level invitation

Delete Contact

Once the option is selected, confirm your choice by

clicking on

6. Change the status of a participant

As an Award Leader you can mark a participant’s Award
either as Current or Archived by navigating to their
Award. From the workflow bar displayed in the Award
detail tab, click on the option Archived.

Overview 5 Account Settings

Age Organisation Registration D§ Change Participant's Status

19 Brompton 10/10/2018 Ny - N X
Send confirmation email again?

Eevel Recover Password
Next level invitation
Delete Contact

State
Archived Xw ‘

Close Change State

16



7. Send password recovery email to participant

1. To send the password recovery to a participant, click
on Account Settings in the participant’s profile.

2. Select Recover Password.

3. Click on Confirm.

4. The participant will receive an email to reset his/her
ORB log-in password.

{0 Account Settings

g Change Participant's Status

Send confirmation email again?

Recover Password

Next level invitation

Delete Account

Send password recovery email?

CIDse m

17



12. Managing your participants — Award Payment
Deta i I S Form of Payment Date of Payment
. . - id - /11/ &
Once a participant has started their Award activities, o * e
the Award Leader’s role is to mentor them through Transaction ID
their Award with advice and encouragement. Paid by Cash | Payment Confirmed
Via the Online Record Book, Award Leaders are able to
manage either all participants registered to their Unit or 3. Change of Award Leader

participants assigned to them personally, depending on

the configuration set by their National To change a participant’s Award Leader:

Operator/Regional Office. a. Look for the Leader section and click on
Change.
.. . Qverview Award Settings
1. Editing Award details
Award State Award Leader Sign-off date
Awaiting Organisation 17/12/2018

Select the applicable Award Level tab: il

T
RepelDetals Pyl tecredly ey, | Bocumers ! Name Email Phene Number

Leader@Test 4441234567890
Ean s (AwardlLeader) Email.co.uk
e :m” 5 Overview
Parent [ Guardian Consent ! i”lénp
ol Leader Change
Leader
e ' ' o T Name Email Phone Number
- Leader@Test- +441234567890
(AwardLeader) Email.co.uk
b. From the pop-up select the participant’s new
Detail Bronze Level History Log X X
Award Leader from the list available.
Award Details Physical Recreation Skills

2. Award Payment

To change an Award payment status, navigate to the
participant’s profile page and insert the status and date
of the payment, confirming the payment and saving the
modification.

Note: If paid through the Payment Gateway, you won't
be able to edit this.

Click on save after you have made changes.

Last Name

ID First Name

tEStawardom)’S@gmaiLcom

(o Press

Leader change.

Email

to save the Award

18




4. Browsing a participant’s Award details

To view a participant’s Award details:

1. Navigate to the participant’s record.
Select their Award Level tab to view the list of the
sections available.
3. Switch between tabs to see specific information
about the sections such as:
- Award progress
- Progress of the sections (status)
- Activities setup
- Assessor’s details
- Logs
- Documents
Assessor Details
Activity Detail Logs
5. Editing a participant’s Award details

Once you have navigated to a participant’s Award, you
can edit any of the details by clicking in any of the fields
available and overwriting the information displayed.

Physical Recreation

Iujitsu

Assessor Details

Title Name
Mr G Judo

Activity Detail

Activity Type

Gym/ Personal Programs xw

Activity

Cydling xw

Goal

Achieve level 5 by November 2018,

6. Setting up activities and multiple activities on
behalf of a participant

To set up an activity on behalf of a participant:

1. Navigate to your participant’s Award Section.
Select Section and click on Add Activity,
select an activity from the drop down list.

3. Complete the required details.

4. Press Create at the bottom of the page to
save the new activity.

New Activity

Activity Section

Physical Recreation X ¥
Activity Type

Court / Field Sports X ¥
Activity

Cricket X v

Goal

Required field

Major

Cancel Pending changes...

7. Adding logs on behalf of a participant
To add logs on behalf of a participant:

1. Navigate to your participant’s Award Section.

Add log

2. Click on the option displayed

underneath the list of logs already in the
system, if any.

3. Insert the details required such as
description, date and duration.

4, Click on Save to add your log.
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Note: You cannot add pictures as the Award Leader, only
the participant can do this.

Add Log

Date Duration

9. Deleting logs on behalf of a participant

To delete a log:

Description

Clus‘: n

Your changes will be saved and the next time your
participant accesses the participant web, the log will
appear against their selected activity.

8. Change logs on behalf of a participant
To edit a log:

1. Click on the log you would like to edit.
Edit the details displayed, as necessary.
3. Press Save to save your changes.

1. Click on the log you would like to delete.
2. Click on Delete.

3. Select Confirm to confirm your choice.
Edit Log
Date Duration

05/08/2018 o0 T 00

Description

9

c{ose “

Would you like to delete this log?

=)

Edit Log
Date Duration
05/08/2018 o T oo

Description

9

CIose “

10. Delete/Restore activities on behalf of a
participant

As an Award Leader, you are able to delete or restore
activities only if multiple activities have been set up for a
Section.

To delete an activity:

1. Navigate to the participant’s Award Section.
From the Section tab select the Activity you
would like to delete.

Deleted

3. From the flow-bar click on .
4, Confirm your choice, click on Change.

The activity will be removed from the participant’s
ORB profile.
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Title

Change to Deleted

CIose ﬂ
Description

Please note:

A Activity can be deleted only in state SETUP or IN Activity Section

PROGRESS.

Select hd

Choose file | No file chosen

To restore the activity navigate to the participant’s

. . Restore Activity
Section and click on .

Close

Note: The file size is limited to 10mb.

Jujitsu Cricket
12. View a participant’s history
You can view a participant’s history including any

modifications or approvals made:

This activity is deleted. You can restore it by clicking the button below.

History Log

1. Click on the tab within the

participant’s profile.
2. The participant’s history will be then displayed.

11. Add a document on behalf of a participant

Datail Bronze Lewel History Log
To add a document to the participant’s Award: S P
11/12/2015 10053 tawerdLeader’ hes changed the state of the activity *, for the participant (Participant]”, to Deleted.
. Documents ) . T I
1 i CI ic k on th e ta b i W20 TE: adminktaner “awardlaader)” has lagger in & Farticipant)
WIAI0R 1551 Selministratoe [funaardl cadee)” has logged in as " [Participant)”
2 Cl i c k O n U pload FI le 10/12/2018 L1:00 {pwszsdLeader) did nod sign ol e aulivily with a vole:
weeme s R :.ﬁue‘_\i!.ead_eu: s changed the state ofthe sctivity ", foa the particigent *
3. Insert the title and description. i AT
4, Select the activity the document refers to

from the dropdown list available. 13. Generating a participant’s Award Summary
5. Choose file and click on at the report

bottom of the page. You can download a PDF containing all of your

participant’s Award information such as activities and
logs.
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To download a participant’s Summary report:

1. Navigate to your participant’s Award.

¢ Award Settings ~~

2. From the tab Award detail click on

. Generate Report ‘ .
3. Clickon _ and confirm your

choice.

4. A PDF file will be automatically downloaded
for you to save.

Award Details Physiesl Recroation skills Service Adventurous Journey | Decuments Add Activity|

egistration Date Start Date .
Overview S Award Settings
01/01/2018 =

Award state Generats Report

Please confirm

Close Generate Report

14. Submitting a section on behalf of a participant

As an Award Leader, you can submit a section for Award
Leader sign-off on behalf of your participant.

N.B. It is recommended that all logs have been added and
the section is complete based on minimum time
requirements and minimum hours required.

To change the status of a section to Award Leader Sign-
off:

1. Navigate to your participant’s Award Section
Change the status of the section from In Progress to
Assessor Approval by clicking on the Assessor Approval
button in the workflow bar.

If approval is received via the email
generated by the ORB and sent to the Activity
Assessor, the workflow bar will move
automatically to Section sign-off once
approval is given.

If assessment has been received in hand, you
can move the workflow bar manually to
Section sign-off once you have uploaded the
report in the documents section tab.

The section will be displayed in the To-Do List of your

Award Unit under Section sign-off tab.

The Section must be reviewed before sending to

Award office approval. This can be done via the To-

Do List (a) or moving the workflow bar to Award
office sign-off, after navigating to the participant’s
section (b).

(a) Approval via the To-Do List

Section Sign-off

AwardLy

gned Part [ 5]
ame Level Finished Logs  Assessorapproval Note for Award Leader action
s Vew | i v | vew & -
(b) Approval via the workflow bar
Detail Bronze Level History Log
Award Details Physical Recreation skills Service o

Award Leader Sign off

Award Details Physical Recreation skills ) Service Adventurous Joumey Dod
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13. Adventurous Journey overview

By using the Online Record Book, Award Leaders will be
able to:

e Create and manage new Adventurous Journey
Events

Fill from template

Journey Details

Name.

Journey Category

select

Mode of Transport

select

Assessor

Title

Select

Email

Name.

Phone

e Create and manage new Adventurous Journey
Libraries

From the menu on the left select Adventurous Journey.

N

THE DUKE OF EDINBURGH'S , )
INTERNATIONAL AWARD %

{= ToDolist
Qx Participants

QJ Leaders

Adventurous Journey

A
g] User Guides
E3 Reports

My Organisation

Creating a new Adventurous Journey Event
To create a new Adventurous Journey Event:

1. Select New Adventurous Journey Event.
Add all details of Journey and give the Al a
name to make it identifiable to you and your
participants.

3. Press Save to save your changes.

My Adventurous Journey Events

Search Joumey Category

(AwardLeader!
! eader] —

New Template New Adventurous Journey Event

Participants

My Events All Events

Journey Type

Select v Select -

Hame Journey Categary Journey Activity Journey Type Award unit Startate EndDate Crestedby

Naresults

Supervisor
Journey Type Jurney Activity
Title Name
select
select
Suitable for Level
Email Phone
Select b
Goal
Dates
Start Date End Date
Date x| Date £
Required field Required field
Address
Location Country
Select -
Required field
Other Location Information

Inviting participants to an Adventurous Journey Event
To invite participants to an Adventurous Journey Event:

1. Navigate to the Adventurous Journey you
would like to modify:
- Journeys created by you will be displayed
under My Events tab.
- Journeys created by contacts in your Unit
will be displayed under All Events.

2. Click on the Event ID

3. Click on thetab ™™™ |

4, Click on the button displayed
on the right.

5. Only participants on the Award level will be
displayed. Select those participants you wish to
invite.

You can narrow the selection of participants
by typing in their names.

6. Click Set participants to save your
changes.
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iy Events Al Events Adventuraus Journey Templates New Template Hew Adventurous Journcy Event
Search Journey Category Journey Type

Select v select - “
0 Name Journey Category Journey Activity Journey Type Aweard Unit Start Date End Date Created by Participants
80813 AJEwentfor Training  Practioe Cycling Expedition Bromplun OT/12/2015 | 08/12/2018 (AwordLeader]) 0

You can choose to remove participants selecting the
option Remove.

Once you have linked participants to an Adventurous
Journey Event, they will be notified and the Event details
will be displayed on their profile.

Detail Participants Additional Files

Additional Files
ploaded by Date Section Assessor report Action
Mo resalis
Section Assessor report Action

Adventurous Journey

Title

Report 1

Description

Report 1

Close

o FirstName Last Name Goal Finished Assessor approve Observations Actions

PHEn002025 John way Details

PhsonpTTEI Vogesh Sharma Details

Search by email, first or last name

i
Start typing.] v
2595 John mail@johnccmay.net m
S688T Yogesh info@SysAdmin101.com
172492 Sylvia testaward00+114@gmail.com
578216 Sarah (Participant) Robson_Participant@Test-Email.co.uk m
580202 Einstien 5g3+jwhMl@gmail.com m
se0136  Olivia 593+jwhF @gmail.com m

Close

Adding files to an Adventurous Journey Event

To add files or documents to and Adventurous Journey

Event:

Navigate to the Adventurous Journey you
would like to add files to.

Select the tab Additional files.

Click on Upload file.

In the pop up, give the file a title and
description and search for the document you
wish to upload.

Select Upload.

You canview, edit and delete files by selecting.
Edit and View more.

Deleting an Adventurous Journey Event

To delete an Adventurous Journey:

1. Navigate to the Adventurous Journey you

would like to modify.

¢ Adwventurous Journey Settings

2. Clickon
3. From the pop-up click on Remove and
confirm your choice.

Adventurous Journey Settings

: Removel

Close

You must remove or re-assign all participants first, or

you will see the warning message.
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Creating a new Adventurous Journey template

To create a new Adventurous Journey Event:

A Adventurous Journey

Select from the menu.
Select New Template.

Fill all details of your template

W e

Press Save to save your changes.

All templates are found with the Adventurous Journey
Templates tab and can be used when creating a new
event:

| An  Adventurous Journay

1. Select from the menu.

Select New Adventurous Journey Event.

2.
3. Click on the option displayed

at the top of the screen.

4. In the pop-up displayed click on the template
you would like to use from the list of
templates (a).

5. The template will automatically populate your
new Event.

(a) Pop-up displayed

Delete an Adventurous Journey Template
To delete an Adventurous Journey template:

1. Navigate to the Adventurous Journey
Template you would like to modify.

Adventurous Journey Template Settings

2. Click on
3. From the pop-up click on Remove and
confirm your choice.

Adventurous Journey Template Settings

Remove

Close

Journey Category Journey Type

Select - Select - ﬂ

1D Journey Category Journey Activity Locatlon

1 Bushwalking Expedition Lake District

Close
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14. Review and approve/ask for revision for
any requests for Award sign-off

Once a participant has completed all sections of their
Award, the Award is ready for Award Leader’s sign-off.

From the To-Do List select Award Sign-off Tab.
Click on the participant requesting the sign off

3. Review participant’s personal details from the tab
Details.

4. Click on the tab nominated as the participant’s Award
level.

5. Review Sections and logs moving between the Section
tabs.

6. From the tab Award Detail, click on Approve or Revise,
as necessary.

Submitting an Award on behalf of a participant

As an Award Leader, you can submit an Award for
Award Leader sign-off on behalf of your participant

It is recommended that all logs have been added and

all sections are complete based on minimum time
requirements and minimum hours required.

The Award must be reviewed before sending to
Award office approval. This can be done via the To-
Do List (a) or moving the workflow bar to Award
office sign-off, after navigating to the participant’s
Award. (b).

(a) Approval via the To-Do List

Award Sign-off (AwardLeader

......

D FirstName © | LastName i t Lavel istrati Weeks Completed | Required  Wote  Action

Award Details Physical Recreation Skills Service Adventurous Journey | Documents

You can either approve or revise the Award:

m

Approve Item?

Action

Note

premise

FitHame Gctfome  tman

.....

Note: If you complete this action as the Award
Leader, it will show in the History Tab accordingly.
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15. My Organisation Review

You can browse your Award Unit details and contacts
by clicking on My Organisation from the side menu bar.

To Do List

,ﬂ,l Participants

Overview

International Region
Europe, Mediterranean, Arab
States (EMAS)

Created at Active Participants

14/08/2017 51

Authorising Contact

First Name

Yogesh

Email
ys@gmail.com

Lead coordinator

First Name

Shan

Email
00+ys@gmail.com

National Award Authority
Testing Country - NAO JWH

Total Participants
51

Middle Name

Phone

Middle Name

Phone

State
Active

Active Leaders
20

Last Name
Leader

Add Coordinator

Last Name
Leader

5V Leaders
AN Adventurous Journey
E] User Guides
3 Reports
{é} My Organisation
My Organisation
Organisation Details Contacts Payment
MName
Type
Open Award Centre Xw
Phone Number Fax
e SEv
Website Facebook

www.intaward.org

Billing Address

Address First Line

Award

Address Second Line

State/Province/Region

England

Post Code

City

London

Shipping Address

Address First Line

Address Second Line

State/Province/Region

Post Code

City

Same as Billing
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Editing your Award Unit’s details/logo

To change any details about your Award Unit:

1. Click on the field you would like to change and
overwrite the information displayed.

2. Click on “ at the bottom of the screen
to save your changes.

3. To change your logo, click on the LOGO area.

4. Select and open your logo image when
prompted.

5. Click on “ at the bottom of the screen

to save your changes.

Editing the Authorising contact / Award Coordinator

To edit your Unit’s authorising contact or Award

coordinator:

1. Navigate to your Organisation’s details tab.

2. Click on the change button displayed where
the authorising contact or coordinator
contact’s details are displayed.

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

4. Click on Set to set the new authorising contact
or coordinator.

To add multiple coordinators click on the

Add coordinator

option displayed and select the
organisation you would like to add the coordinator to.

In the Contacts tab, you can view the list of contacts in
your Organisation.

To view more information about the contacts listed, just
click on the contact’s ID. Their profile page will then
appear if this option has been enabled by your NAO /
RO.

Adding new contacts

You can add new contacts within your Award
Unit:

Contacts

1. Click on the tab within
:’;? My Organisation

2. Select the option .

3. Fill all contact information necessary

from the pop-up displayed.

4, Click on m to finish creating

your new contact.

My Organisation - Contacts

—
1. The new contact details page will be
displayed.
2. Clickon *“** within the Role section.
3. From the Role dropdown displayed on the

pop-up menu select the correct role to the
newly created contact.

4, Click on Add to add the role to the new
Contact.

Contact Information Address

The new user will receive an email notification with
link to verify the email address and set their
password.
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Payment Tab

My Organisation

Organisation Details Contacts Payment

Name

Type

Open Award Centre Xw

Phone Number Fax

5= v o v

Website Facebook

www.intaward.org

The Payment Tab will indicate the payment types being
used by the Award Unit.

My Organisation - Payment

Organisation Details Contacts Payment

Global payment method
Online Mastercard payment option for award. false
Customisation for sub/operating authority/NAO
Online PayPal payment option for award. Customisation true
for sub/operating authority/NAQ
Need to Insert transaction ID for payments outside the false
ORB (Customisation for sub/operating authority/NAO)
Direct payment option for award. Customisation for true
sub/operating authority/NAO.
Exempt payment option for award. Customisation for false

sub/operating authority/NAO
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