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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 participants who are taking part in
The Duke of Edinburgh’s International Award programme. It
provides detailed, step-by-step guidance on how they can
use the new 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 Participant App to
access the Online Record Book anytime,
anywhere.

Download on the GETITON
App Store » Google Play
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2. Register to start your Award - If you select Yes, you must insert their email
address so that the system will automatically assign

You can register on the Online Record Book (ORB) as a your account to your Award Leader.

participant, selecting the option Award participant on the

login page, and then clicking on Register, as displayed - If you select No, your account will then be
above on the login page overview. assigned to an Award Leader of your Unit, during

. o . registration approval.
Complete all fields, clicking on the Continue button to

continue through the sections. The browser’s back button Welcome to the Online Record Book
can be used in you want to go back and review/modify the

details inserted You are now registering as an Award participant.

Select Country

Participant Award Staff . Sel
Not Registered? elect -

Participant login
Email @ Award Participant

Award Leader

Do you know who your Award Leader is?

Not Registered?

Register a new account as

@ Award Participant

Award Leader

4. Select the Award Level you're registering
for (age restrictions might apply, please
contact your Award Unit for more
information).

Award Level

What level of the Award are you registering for?

1. Select you Award Unit Country from the

drop down menu What level of the Award are you registering for?

(® Bronze Level

2. Type in your Award Unit name (if you are Silver Level
unsure of the name of your Award Unit, contact Gold Level
your nominated Award Leader).

3. You will be asked if you know your Award m

Leader:




5. Insert your Contact Details. The country
code will be automatically selected.

Contact Details

Email Confirm email

| |

Required field Required field

Secondary Email Confirm Secandary Email

Phone number Phone type

R 44 ‘ Select b
Required fisld Required field
Secondary Phone Number Secondary Phone Type

Gy +d44 Select v

6. Insert your Personal Details:
Personal Details
Title
Select v
First Name Middle Name Last Name

Date of Birth

Date }

Gender
Female
Male

Prefer not to say

Nationality

Select v

Employment Status

Select A

Home Address

Address First Line

Address Second Line(Optional)

City Zip | Post Code
State/Province/Region Country
Select

- You will be asked to provide Parental/Guardian
consent if you are under the age of 18 (unless
otherwise specified in your country’s
regulations). If you are under 18, your
parental/guardian consent details must be
provided in order to submit your registration.

- If you're older than 18 years old, you won’t be
asked to provide parental/guardian consent

Parent [ Guardian Consent
Because you are under the age of 18, we need consent from your Parent/Guardian.

Your parent/guardian First Name Your parent/guardian Last Name

Relatienship to Participant

Required field Required field Required field

Phone Email Confirm email
S 4

Required field

How do you want to apply:
My parent/guardian will confirm consent by email
My parent/guardian consent has already been given to my Award Leader.
My parent/guardian will complete and sign the parent/guardian Consent form

Required field

7. Select your Payment Type. There are
different payment options depending on
your Operators requirements.

Payment Type:
@ Other methaod (pay to Award Leader or Unit)




If you have selected ‘Pay Online by debit / credit card’ you
will be redirected to a payment window at the end of your

registration.

wsamesss ) Participant registration fe

Secure payment jg

Card number*

@ wisa
Expiry month * Expiry year *
MM v Yy v

Cardholder name *

Security code *

[=&= 3 digits on back of your card

8. Set your Online Record Book Login details.

Type in your password & check the box to confirm that
you have read the Terms and conditions.

ORBE RecordBook o

Duke of Edinburgh’s International Award - Participant Confirmation Email

This is an automated email from The Duke of Edinburgh’s International Award Foundation.
Thank you for registering to use e Ouline Record Book.

Pleaze verify your email address by cheking the following link:

.

itips: /rwww. k org/fo/email-c mations?authorizationCode= 248404 78-0604-4 ([0-95 1 d-0

If you have any questions about this cmail or about the progress of your registration, please contaet your Award Leader.

Kund Regards,

The Duke of Edinburgh's International Award Foundation.

You will receive an email once your registration has
been approved by your Award Leader.

Auviard Participant Appraved
T

P

This is an autemated email that you are receiving from The Duke of Edinlurgh's Tnternational Award Foundation

This email is 10 notify you it your ragistration fo beeome an Award Panticipant s Teen approved

I you Linve iy questions regarding his ewail, please coutact the Award Coordinator ot your Award Unit,

Inviiation to ke part in Award reseurch: The Duke of Edinbuneh's Incrmtionl Award Foundation in London is rmine u slobal survey o lock into e
ellcets of fakine part fu the Award Award participimys tnke s survey when they starl @ ew lovel af e Award mud we would like o nvite you Lo ke

part, tou. The results of L survey Lelp menitor e anpuet of the Award on youne people like you and your conbibution would be very valuable. [T
wou would like 1o luke puat i i survey, ploase follow tbis Link: Oulesmnes Ressurch Suvey

Kind Regards,

Online Record Book Account

Please set a password below to complete the creation of your Online Record Book account

Password Repeat Password

International Terms & Conditions

v Ihave read the Terms and conditions and agree with them.

+| As an Award participant, I give my consent for the Foundation to use my photographs / pictures for promotional purposes.

A verification email will be sent to the email address you
provided during your registration. This email will have a link
to verify your email address. Your email address needs to
be confirmed in order for the application to progress.

N.B If within 2 hours you have not received the email
confirmation, please contact your Award Unit.

Lhe Duke of Ldinburgh's lnlemalional Award Foundation.

Note: If you log on to the ORB and your registration
is still awaiting approval, an error message will be
displayed at the bottom of the screen in case, for
example, you wish to start logging your activities. (a)

(a) Error message displayed

Activity cannot be created until your registration is approved

You will receive a notification on ORB when your
registration has been reviewed and approved by your
Award Leader.

Notifications

New Motifications

Award Registration Approved PR/

nas been anoroved and wou can




3. 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

Participant login

Email

Password

Insert you 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.

4 lineRecord ook ong
Reset Password

Hello

This 13 a0 automated email thal you are recerving rom The Duke of Edmborgh's Totemational Awsrd Toundation.

To reset your password, please click on the Lok below:

https://wwrw onlinerecordboak, org fovpassword-reset Panthori zationCode=2e971e20-60h8 4500

Please be sware thal this link will expire afler 12 hours. T his link expires, yvou will be required (o resel your password again, using the |

If you bave any questions regarding thus emanl o about setting up your Award, please contact vour Award Leader.

Kind Regards,

The Duke of Edinburgh's International Award Toundation.




4. Landing page overview

mmuiﬁmmé :\} © My Award Leader © User Guides l TParticipant]

Bronze Level
Completed 0 f 4

0 Choose Activity +
Skills o
Welcome to Online Record Book
Choose Activity This tool will help yau record your progress during your Award.
Physical Recreation
First you have to set up your an activity. To start, click on ane of the left. If you need some
help with activity setup, ask your Award Leader for assistance.
Choose Activity
& Adventurous Journey

Using the Online Record Book, as a participant you will
be able to:

- Edit your profile

- Choose activities and manage your progress

- Add logs and pictures to existing and approved
activities

- Receive notifications when an activity request, section
and Award has been approved or needs to be modified,
after Award Leader’s review

- View your Award Leader’s contact details



5. Edit profile and settings

If any of your personal details change while you are
doing your Award, you can update this information via
the Online Record Book.

From the landing page, if you click on your name the
following options will be displayed:

a Your name (Participant)
- [ ]

Profile

Settings

Award Summary
Change Major Section

Logout

e Updating your details

Select the option Profile as displayed above

If you want to add a profile picture, click on Edit and
then click on the picture field

You will be prompted to select a picture to be uploaded
Save your updated profile and click on Save to update
your changes

/ EDIT

' Participant@Test-
& Email.co.uk

Email
o +44
Phone

Or CHANGE PASSWORD

| CHANGE EMAIL

4. Click on Edit to update your details
including the option of adding a secondary
telephone number and email address.
Click on save to update your changes.

Participant@Test-
& Email.co.uk

Email

Secondary Email

Phone

sa v +44

Secondary Phone Number

gHE vy +44

SAVE

5. You can also change your password.

Insert your old and new password as requested
in the pop up window.

Click on Change Password to save your settings.

Change Password X

Old Password

New Password

New Password again

CHANGE PASSWORD




e Updating your language settings e View your Award summary

Select the option Settings as displayed below. L Select Award Summary to view an overview of

your progress, goals, start dates, activities and

hours completed.

v

‘ Your name (Participant) 2. You can also download an Award Summary
- report.

Profile

. Award Summary settings
| 01/08/2018 o

Start Da ompletion Date . ‘
Start Date Completion Dat Change Major Section

Award summary | pownioao awarp summary | Logout

Change Major Section @ sl
LO g 0] Ut First activity started Major Hours Completed/Required
No oh/0h
& ol ® e
1. Select your language from the list of
languages available.
2. The page will refresh and the setting will be

changed.
e View the name and contact details of your

Language 1. Select My Award Leader from the landing page
|Eng|ish v
English (United Kingdom) A THE@,{@M} ® My Award Leader
Bulgarian
Czech
2. You will be able to view your Award Leaders
Dutch .
name, email address and telephone number.
English (Australia)
English (Canada) - (AwardLeader) X

= Leader@Test-Email.co.uk
Email
+44

‘. Phone




6. Managing Sections and Activities

Once logged in you will be taken to the landing page
where you will be able to view the four sections of
your Award. If you are a new participant, you will need
to select the activity you’d like to complete as part of
your Award.

To select a new activity:

1. Logintothe ORB and select the section you wish to
add the activity to.

gf‘\? Bronze Level 4.
@) Completed 0/ 4 5.

Choose Activity +

Skills

Choose Activity

Physical Recreation

o Choose Activity +

service

@ Adventurous journey

Preparation and Training

2. Select the chosen activity from the list of activities
available (if your activity is not listed you can choose
Other and type the name of your activity in the text
box available).

New Activity X

Activity Details
Category

Select A\ 4

Goal

3. Insert the required details.

Activity Details
Category

Foreign Languages

Subcategory

French

Goal

Learn basic French level 1 (speak, read and
write). |

X W

4. Add in your Assessor details.

Assessor Details

Title

Mrs.

Name

A French

Email

afrench@yahoo.com

v/ | Choose as Major activity

Major activity means that you have to spend an extended
amount of time on this activity compare to others. For
Gold and Silver the extra time required is six months, for

SETUP

Bronze it is three months.

Save the Activity by clicking on Setup.

Once the activity has been saved, your Award

Leader will receive a notification asking

her/him to review the activity details and to

approve or decline your request.

French
Skills

©

Awaiting Award Leader action.



Note: If your Award Leader wants you to revise your Once approved, you will be able to add activity logs.

activity, you will receive a notification found within the
list of notifications. You can also view a warning French
message next to the activity you need to revise. Skills

6 French
Skills

Note: You can change your major section after all
activities setup have been approved by your Award

A Your activity has been returned by your Award Leader
Leader. Click for more information ’
Click on the warning message to see the reason your Add, Edit or Delete Logs for Activities:

activity needs revision and make the advised

amendments before resubmitting it. Once your activity has been approved by your Award

Leader you will receive a notification and will then be

Revise Message X able record your logs against it.

Please refine your SMART goal by adding a time line and a
measurable.
To add a new log:
1. Click your activity that has been approved.
2. Click on at the bottom of the
screen.
3. Fill in the required details such as date,
duration and description.
4, Add any pictures taken while carrying out
Make the required changes and click on Setup. the activity (optional).
5. Save the newly added log.

Activity Details
Add Log X
Category

Description of your progress

Foreign Languages Xw
Subcategory
French Xw
Date Duration (Hours / Mins)
Goal ~
Date [l hh  f_ ) mm

Must be able to pass the Level 1 oral and
ritten exam by 30 November 2018,

Assessor Details

Title

Mrs. xv ADD LOG

10



Once you start adding logs you will notice that the 3. Or select Delete to delete the log, as

progress bar will move based on the number of hours necessary.
4, Confirm your choice.

completed.

French Log Details X

Completed 6 h / 26 h

# EDIT B DELETE
Lesson 26

L 6

G B 02/07/2018 ®© 1h 0min

™ 12/02/2018 @ 1h Omin

Are you sure?

To edit/delete a log:
1. Click on the log you would like to edit. cancel &
2. Select Edit to edit the log, amend the

information and click on Edit Log to save the

changes.
Log Details X Editing your Activity details

1. From the landing page click on the chosen
g/ EDIT B DELETE Section.
. Select the tab Overview.
Lesson 6 3. Click on the option Edit Activity.
Y S—— 4, Modify your Activity details and click on
Save to save your new details.

Description of your progress
o

Lesson Zd

# EDIT ACTIVITY + ADD ADDITIONAL ACTIVITY

Activity Details Assessor Details

Date Duration (Hours / Mins)
Work as volunteer at RSPCA to care for o F. Cat
~ Pl
02/07/2018 | 0 i e animak. o

f.cat@gmail.com
Email

[ 03/06/2018

Start Date

EDIT LOG

11



" et tromyou dovce.
the file from your device.

Activity Details 5. Type in the Title and Description of
the attachment.
Goal
6. Click on Add File to upload your new
Work as volunteer at RSPCA to care for animals. §
file.
File Upload X
Assessor Details
Title Title
Miss xw
Name
Description
F. Cat
Email
f.cat@gmail.com

Managing your library

You can link files (pictures, reports, presentations etc.)
to any of your four Award sections:

L From the landing page click on the chosen Note: File sizes are limited to 10mb per file.
section.

2. Select the tab Files.

3. Click on the option Upload File.

UPLOAD FILE

You can upload any files (10mb or smaller) you want to share with your Award Leader here.

service_assisting organi... 10/12/2018

.pdf

12



Completing a Section Once the assessor has approved the report,
you can forward to your Award Leader for

Once you have finished logging the hours for a Section, approval.

the system will prompt you to send to your Assessor
for approval.

French
Completed 26 h / 26 h

Approved!

OVERVIEW

Your Report has been approved! You can
now submit it to your Award Leader for
approval. You can also add a personal note
below.

Lesson 26

(™ 02/07/2018 (© 1h Omin

L 25 g
o Note for Leader (optional)

| |
Lesson 24

£ 18/06/2018 1h Omin
SEND FOR APPROVAL

Lesson 23
Or, if you already have an approved assessor report,

™ 25/06/2018 © 1h Omin

You can send now your Activity to Assessor for approval.

you can attach it and send to your Award Leader with

a message.
Congratulations! :
Congratulations!
Your Activity is finished. You can now
submit it to your Assessor for approval. You Your Activity is finished. You can now
can also add a personal note below. submit it to your Assessor for approval. You

can also add a personal note below.

Note for Assessor (optional)
Note for Assessor (optional)

SEND FOR APPROVAL
SEND FOR APPROVAL

I already have an assessment

I already have an assessment

13



Already Assessed! X

Your Activity is finished. You can now submit it to your
Assessor for approval. You can also add a personal note
below.

Note for Leader (optional)

SEND FOR APPROVAL

Note: Only MS Word or PDF image files can be uploaded.

After you have received approval from the assessor or
send the assessors report to your Award Leader, you
can now send the Section for approval by your Award

Leader.

You can now send your Activity to your Award Leader for approval.

Your Award Leader may request a revision first.

@ Leader approval request has been sent ‘

Once the Section has been approved by your Award
Leader, you will receive a notification on the Online
Record Book.

Awaiting Award Leader Sign-off,

New notifications

o 07/12/2018
Activity successfully completed o
Your activity has been approved by your Award Leader.

French v
Skills

14




7. Setting up multiple Activities per Section

While doing your Award, as a participant you can
- . Activity Details
choose up to three activities per Section of the Award.

If you would like further information on choosing Category

multiple activities for a Section, please contact your Select v

Award Leader.

Goal

To set up an additional Award activity within a Section:

1. Log into the ORB and click on the active
activity within the Section that you would like
to add the new Activity to

2. Click on the tab I:I Assessor Details

Title

. + ADD ADDITIONAL ACTIVITY
3. Click on

Select v

Assisting Organisation Caring for Neglected Animals e.g. RSPCA Name
L Completed 11h /13 h
LOGS OVERVIEW ILES
—_— SETUP

# EDIT ACTIVITY + ADD ADDITIONAL ACTIVITY)|
/

Actiw[y Details Assessor Details
Once the activity has been saved, your Award Leader
Waork as volunteer at RSPCA to care for o F. Cat
M animals. will receive a notification to approve or decline your
Goal
= fcat@gmail.com request.

e 03f06f2018 Emal

Before adding an additional activity, please discuss first If your Award Leader declined your activity request

with your Award Leader you will receive a notification with an explanation as

to why it was declined so that you can make
Complete the activity details. amendments and resend for approval.

If you are selecting more than one
activity, please discuss this with your

Award Leader first N.B: The hours logged for individual activities within a

Section will be combined and added towards the
completion of your Award.

You can still only log 1 hour per week.

CANCEL ADD ACTIVITY

15



8. Downloading your Award and Section

Summaries

Downloading your Award Summary

If you would like a printed copy of your Award

progress, you can download your Award Summary at

any time.

To download your Award Summary:

Click on your name at the top of the page.
From the drop down menu select Award Summary.

DOWNLOAD AWARD SUMMARY

Click on
The PDF file will be automatically downloaded.

(Participant)

Profile

Settings

Award Summary

Change Major Section

Logout

Award Summary

= 01]'011'2018 &)

tart Date Completion Date

I DOWNLOAD AWARD SUMMARY I

/_\ (Participant)
THE DUKE OF EDINBURGH'S ‘% ) Testing Country - NAQ
INTERNATIONAL AWARD

Start date:

Bronze Level award started on 01 - January - 2018

01 - January - 2018

Completion date:

Assessed by AL:

(AwardLeader)

Award Leader Signoff

Comments:

Assessed by NAA:
Award Office Signoff

Comments:

Skills
First Log Hours Hours
Status Major | Entry Completed | Required
Awaiting Office 08 - January -
Sign-off Yes 2018 26 2
French
Goal: Learn basic French level 1 (speak, read and write).
Goal of learning 10 new words every week.
Learn 20 French verbs every month.
Must be able to pass the Level 1 oral and written exam by 30 November 2018.
Assessor: A French

| Date Duration [ Description
08 - January - 2018 p1:00 Lesson 1
15 - January - 2018| p1:00 [ Lesson 2
22 - January - 2018| g1-00 | Lesson 3
29 - January - 2018 p1:00 Lesson 4
05 - February - 2018/ g1:00 Lesson 5
12 - February - 2018| p1:00 [ Lesson 6
19 - February - 2018/ p1:00 Lesson 7

16




Downloading your Section Summary @ skl

Once you have finished |Ogg|ng the hOUI’S for a Section, First activity started Major Hours Completed/Required
you can send it for Assessor approval either by email or Ll AE Yes G

by downloading and printing it to give to your Assessor Foreign Languages - French

H . B B Awaiting Office Sign-off Learn basic French level 1 Mrs A French
in person. If you prefer to give it to your Assessor in o (speak, read ond write), O Name

Goal of learning 10 new
words every week. Learn
~ 20 French verbs every
month. Must be able to
pass the Level 1 oral and
written exam by 30

person, follow the below steps.

To download your Section Summary: i

1. Click on your name at the top of the page. I I
From the dropdown menu select Award
Summary. 8. Should you need to download your

3. Scroll to the Section you would like to Assessor Report again, you can do so at any
download the Assessor Report (Section time by going to your Award Summary and
Summary). selecting the summary within each section

and clicking on

DOWNLOAD SUMMARY FOR ASSESSOR

(Participant)

A (Participant)
P rGﬂ I E THEI%UTW{'WRE{GEB% ) Testing Country - NAQ

Bronze Level award started on 01 - January - 2018

Settings Skills

Status Major E:::ymg g::;nr;md :::ﬁred
Award Summary Avaiing Offce |, | 8- January - | 2
Change Major Section French

Goal: Learn basic French level 1 (speak, read and write).

Goal of learning 10 new words every week
Learn 20 French verbs every month.

|_ D g D u t Must be able to pass the Level 1 oral and written exam by 30 November 2018.
Assessor Report

| Certify That as the Assessor of this activity that the participant has met the requirements. Please comment on
the participants improvement/ performance/ commitment.

DOWNLOAD SUMMARY FOR ASSESSOR

Click on
5. The PDF file will be automatically
Downloaded. Namme: S
6. Upload it to the ORB. Cuatoation
7. Send it to your Award Leader via the ORB. experonce
Signed: Date: 07 - December - 2018

17



9. Setting up your Adventurous Journey

To set up your Adventurous Journey (Practice and

Qualifying) and record Preparation and Training

activities click on the Adventurous Journey section

from the list of sections available on your landing page.

=/ Bronze Level
%)

Completed 3 / 4

@ Frgnch v
Skills

Jujitsu
Physical Recreation

Assisting Organisation Caring fo... .

Service

@ Adventurous Journey

Preparation and Training

+

Practice Journey

+

Qualifying Journey

Preparation and Training:

To record your Preparation & Training activities:

1.

Click on the Preparation and Training option
from the Adventurous Journey Overview.
Click on Activity tab.

Record your Preparation & Training activities
and tick the activities as you complete them.
You can add a new activity if not yet listed
(optional).

Press Update.

Once all Preparation and Training activities have been
recorded you can send them to your Award Leader for
approval by clicking on Send Report from the Activity
tab.

Preparation and Training
Completed 0/ 3

ACTIVITY

Preparation and Training Activities

Appreciating the culture within the journey's environment

Date a

Camp craft, including food and cooking

Date ]

Competency in the mode of travel

Date G

First Aid and emergency procedures

Date Jaa)
Navigation
Date A

Understanding of the Adventurous Journey

Date (@]

Understanding the impact of the journey on the environment

Date 8

Added Preparation and Training Activities
Here you can add an extra Preparation and Training Activity.

ADD ACTIVITY

UPDATE

Preparation and Training
Completed 0 / 3

You can send your report to your Award Leader.

SEND REPORT

18




Your Award Leader will review your Preparation and
Training activities and approve/return them to you for
review. You will receive a notification which will appear
within the list of notifications. (&

@ Adventurous Journey
A

Preparation and Training v
Practice Journey +
Qualifying Journey +

To create your Practice / Qualifying Journey:

1. Click on the Adventurous Journey Section from the
landing page.

2. Click on Practice or Qualifying Journey option from the
Adventurous Journey Overview, according to the
Journey you would like to create.

3. Insert your Journey details on the pop-up windows
below.

4. The mandatory fields will show.

5. Press Setup to finish setting up your Journey.

Location

Jeurney Type
Select - select Country

Select v

Name

Mode of Transport

Select -

Journey Geal

10.

@ Adventurous Journey
L]

Preparation and Training d
Practice Journey c
Qualifying Journey +

Your Award Leader will need to check and
approve your Adventurous Journey details or
return them to you for review. You will receive a
notification within the list of notifications.

You will need to send your Adventurous
Journey for Supervisor/Assessor Approval once
the Journey is complete.

Click on the tab and press

You will be asked to insert your Journey
Observations and any relevant documents
(optional) before sending it for approval:
The Supervisor is responsible for signing off
Practice Journeys.
The Assessor is responsible for the certification
of the Qualifying Journey.

Once you have received Supervisor/Assessor
Approval, you will be able to send the Sections of
your Adventurous Journey to your Award Leader
for sign-off.

19



Practice Journey
Completed 1 /3

REPORT

Describe your observations from your journey in a few sentences.

Journey Observations

SEND FOR APPROVAL

You can now send your Adventurous Journey to your Award Leader for approval.

Send for approval

Journey Observations

Example

Files

Attached file 1

.pdf

Supervisor Approval

Before sending your Journey to Award
Leader, you first need approval from your
Supervisor. If you want, you can add a note
here.

Mote for Supervisor (optional)

SEND FOR APPROVAL

L already have an assessment

@ Adventurous Journey

Preparation and Training v

<

Practice Journey

Qualifying Journey +

Adding an additional Practice Journey

Before undertaking your Qualifying Journey, you can
complete more than one Practice Journey if needed.

To record the details of your additional Practice
Journeys:

1. Click on the Practice Adventurous Journey
already created in the system.

2. Click onthe T *PPADDITIONALIOURNEY | £ram the

Overview tab.

3. Insert your Journey details in the pop-up
Window.

4. Press Setup to finish setting up your Journey.

5. Your Award Leader will need to check and

approve your Adventurous Journey details or
return them to you for review. You will then
receive a notification within the list of
notifications.

20



10. Completing your Award

In order to complete your Award, your activities must
be consistent and meet the minimum time
requirements as laid out in the Award Framework. If

. Congratulations!
you are unsure about these requirements, please

contact your Award Leader. You have completed all sections of your
Award. You can now submit it to your
After logging all activities, your section will reach Award Leader for approval. You can also

] . add a personal note below.
completion and you will be able to:

Note for Leader (optional)

SEND AWARD FOR APPROVAL
After your Award Leader have approved all the

Sections, you will be able to send your Award for Award approval request has been sent to
approval to your Award Leader. your leader

- Send the section to Assessor for approval via email.
- Upload a certificate or any documentation given to you
that proves you completed that Section.

=7\ Bronze Level
2/

Completed all activities After your Award Leader has signed-off your Award, it
is automatically send to your Award Office for final
review.

ﬁ French s
skills

Awaiting Award Office Sign-off.

Jujitsu
Physical Recreation

Assisting Organisation Caring fo... . .
O service v When the Award office has signed-off your Award,

you will receive an email notification.

@ Adventurous Journey

Preparation and Training v

AN

Practice Journey

Qualifying Journey v

You can send your Award to your Award Leader for approval
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11. Starting the next level of your Award

Once your Award has been signed off by your Award

Office, you can choose to start your next Award Level

(if you are a Bronze or Silver Award holder). If you are

interested in participating in the next level of the

Award, please contact your Award Leader for advice.

1. From the victory screen click on Start next
Level.
2. You will be redirected to a webpage to fill in

your new registration (see section 1.1).

3. Press Continue to complete your registration:

Insert the level you're registering for
Review your contact details

Review your personal details

Answer the profile questions asked (if
applicable)

Select your payment type

Click on Finish to complete your
registration

Your Award Leader will review your application and

you will be notified once your registration has been

approved.

O

Award completed!

Congratulation. Your Bronze Level Level
award has been approved!
If you want, you can already start next level.

START NEXT LEVEL

You have now completed your Bronze Level Award. Would you like

to start the next level?
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