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Introduction   
 

The International Online Record Book (ORB) is a web platform that allows 

participants to record their  activities and submit their Awards. It also allows Award 

Leaders to monitor participantsô progress and approve submitted Awards. 

This document has been written for participants who are taking part in The Duke of 

Edinburghôs International Award.   

It provid es detailed, step -by -step guidance on how they can use the new Online 

Record Book web interface.  

 

Supported Browsers  
The Online Record Book (ORB) can be accessed using the latest versions of the 

following browsers:  

 

Å Google Chrome  (the system works best in Chrome)  

Å Safari  

Å Firefox  

Å Microsoft Explorer  

Å Edge  

 

Please make sure that ópop-upsô are enabled in your browser for the site. 

  



3 
 

 

I am new to ORB. Where do I begin? How to Register 
 

www.onlinerecordbo ok.org  
 

Login page  for Online Record Book  

 

¶ #1. Under Not Registered  -  Select Award Participant  

  

¶ #2. Then Click óRegister ô  

 

Complete all fields, clicking on the  button to continue through the  

sections. The browsers back button can be used if you want to review/edit details  

 

http://www.onlinerecordbook.org/
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Welcome to the Online Record Book 

 

 
¶ #1, Select your Country from the drop down menu  

 

¶ #2. Start typing the name of your Award Unit  in the box. If you are not in an 
award unit, select Independent Participant for your area of Ontario.  

 
¶ #3. You will be asked if you know your Award Leader  

 

If you select óYesô you must insert their email address.  

 

If you select óNoô, your account will be assigned to an Award Leader in  your 

Unit, during ORB set -up/registration approval.  

 

¶ #5. Click  

 

 

 

 

 



5 
 

Selecting your Award Level 
 

 

 

 

 

 

 

 

 

 

 

 

¶ #1. Select the Award Level (age restrictions apply, please contact your 

Award Unit for more information)  

 

¶ #2. Click  

Contact Details  
¶ #1. Enter a valid email , then confirm /re -enter  

 

¶ #2. Enter your phone number including ñ1ò and the area code .  This will 

change it to the Canadian flag.   

 

¶ #3. From the drop down menu select phone type  
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¶ #4. Click  

Personal Details  

 

If you are under 18, you will prompted to complete parental/guardian consent.  

 

 

IMPORTANT -  if you select óMy parent/guardian will 

confirm consent by email,ô your parents will receive a verification of Parental 

¶ #1. Insert your personal details,  

Complete all  fields  

 

¶ #2. Click óContinue ô 

 

¶ #1. Complete all fields  

 

¶ #2. Click 
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Consent email. NOTE: Parental consent must be given before your ORB 

setup/registration can be approved.  

Payment Details 

 
¶  #1. Select óPay with PayPal ô.  You do not need to have a PayPal account to 

do this.  Choose the option to pay with a Credit Card or Visa Debit Card if 

you do not.  

¶  
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¶ #2. Input your transaction ID from PayPal (please do not enter your credit 
card number!)  

 

¶ #3. click  to send your ORB setup/registration  for approval  

 

 
 

Next Steps 
¶ ORB will send a verification of email to your  email address.  

Click on the link to verify your  email address. N.B. :  Your email 
address must be confirmed in order for ORB setup/registration to 

progress.  
 

NOTE: If within 2 hours you have not received a verification email, contact 
the  Award Unit .  Your Award Unit has the ability to re -send your  verification 
email .  Independent participants should contact the Provincial Award Office.  

 
¶ Once your  email is confirmed, ORB will send a  verification of Parental 

Consent email to your parents, if required.   
Your Parents must click to give consent.  N.B. :  Parental Consent must 
be confirmed in order for ORB setup to progress  
 

¶ Once Parental Consent is confirmed, ORB will notify your Leader to accept 
you into the Award Unit.  

¶ Your payment will be verified and then y ou will receive the following 
notification  once you have been approved by your Award Leader  
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I have an ORB account or How to Log In. 
 

www.onlinerecordbook.org  

Login  page for Online Record Book  
 

 

 

 

 

  

Forgot your  password?  

¶ #1. Enter your email address  

¶ #2. Click  óForgot  your password? ô 

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

 

¶ #1. Click óParticipant Tabô  

 
¶ #2. Enter your email address and Password  

 

¶ #3 Click óLog inô 

http://www.onlinerecordbook.org/
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Setting Up Your Activities 
When you log into the online record book you will see the Award Sections on the 

left side of your home page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ #1. To set up your activities, click 

on the + button next to a section.  

 

¶ #1. Choose a Category  

 

¶ #2. Choose a subcategory that best describes the 

activity.  

 

¶ #3. Set a GOAL.  Please be specific about your goal 

and explain what you will be doing to achieve it.  

 

¶ #4. Complete your Assessor Details. You must have 

an assessor who can verify your participation in this 

activity.  This can be any adult who is qualifie d or 

experienced in the activity.  Please do not choose 

parents or family members as your assessors!  

 

¶ #5. At the bottom it will ask if you would like to use 

this section as your Major. The Major only applies 

to Bronze participants, or those who have 

entered directly  at Silver or Gold. You choose one 

section as your major.  

 

You can change your major later by going to the drop 

down arrow beside your name in the top right hand 

corner of the screen.  

 

¶ #6. When you are finished setting up your activity, 

click on the SETUP button  

 

This window will open  
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Notes - Setting Up Your Activities  
You will see  this  icon      next to your  section activity. ORB is waiting for you  Award 

Leader to approve your activity . It must be approved  before you can start logging.   

Please email your Award Leader if you have not received approval or revision 

instru ctions after 1 -2 business days.  

Once the activity has been approved,  ORB will notify you.  All notifications     appear         

at the top right of your page (next to your name). The       will be red when you 

have a new notification and the + ADD LOG butt on will now be present on the 

bottom right hand corner of your screen.  

An a dditional activit y can only be added  once your leader has approved the 

first/initial activity.  

Once the first activity has been approved + ADD ADDITIONAL ACTIVITY will appear  

If you click on + ADD ADDITIONAL ACTIVITY, you will receive this message before 

you can proceed  

 

When you click + ADD ACTIVITY you will set up a new activity the same way you 

did previously.  

You can add an additional activity to service and physical rec reation  to a maximum 

of three.  
 
Once an activity has been added  and approved , it cannot be deleted.  

 
You require an assessor for each activity.  

 
You should choose 1 activity for the SKILL   
 

You must discuss with your leader if you need to change your SKILL  activity  
 

The Award offers the flexibility of adding an additional  skill once only  per Award 
Level if something has occurred to make your f irst choice no longer practical or 
possible.  

 
The hours logged for all activities in one section are counted togethe r.  
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Logging Activities  
#1. Using the + ADD LOG button at the bottom right hand side of the screen, you 

can start adding your logs .  
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This window  will appear:  

     

 

Remember that you must log the required number of hours AND weeks to 

complete a section.  You will see your total number of hours/weeks on the 

top of your screen when you open the activity.  

 

Editing or Deleting Logs  
#1. Simply click on the log you want to change and this screen will appear.  

¶ #1. Write a description of the 

activity performed  

 

¶ #2. Choose the date and the 

amount of time spent on the 

activity  

 

¶ #3. Y ou can add a photo if you 

like  

 

¶ #4.  C lick ADD LOG button  

 

¶ IMPT: your first entry will be 

counted as 1 hour  

 

¶ Then you can log 1 hour every 7 

days, 2 hours every 14 days, 3 

hours every 21 days or 4 hours 

every 28 days. To a max of 4 

hours every 28 d ays.  
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If you select EDIT. This window will appear:  

 

 

 

 

 

 

¶ #1. Click on the EDIT LOG 

button  

 

You can now edit any 

missing or incorrect 

information  

 

 

¶  

 

¶ #1. Select EDIT or DELETE  

  

If you choose DELETE, ORB 

will ask  ï Are you sure?  

 

If you click YES, then that 

log will be deleted.  

 

¶ #2. Continue to add logs 

each time you do your 

activity  until the section 

is completed  
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Section Complete and Assessor Approval 
You will receive this message  

 

 

 

  

 

Assessor Approval is now required  

 

¶ If you click the óSend for Approval ô, your 

assessor(s) will receive an email  from ORB 

to provide verification and assessment of 

your activity  

 

No need to scan or upload any document 

using this option  

 

If your assessor do esnôt receive the email, 

your Award leader has the ability to re -send  

the email.  

 

 

 

 

 

 

 

 

¶ If you click  óI already have an 

assessment ô this window will open 

prompting you  to upload the file . 

This option is asking for a paper 

assessment  

 

 

¶ If you donôt have a paper 

assessment y et, simply close the box 

by clicking on the X and see next 

steps on how to get a paper 

assessment  
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Downloading a paper assessorΩǎ report  
¶ Navigate to the drop down arrow by your name in the top right corner and 

choose AWARD SUMMARY.  

 

This window will open  

UǇƭƻŀŘƛƴƎ ŀ ǇŀǇŜǊ !ǎǎŜǎǎƻǊΩǎ ǊŜǇƻǊǘ 

 

 

 

 

 

 
 

Below each section is a grey button that says DOWNLOAD SUMMARY FOR 

ASSESSOR.  Click here for section summary  

 

 
¶  Once your assessor completes your report, Scan as a PDF  or take a JPEG pic  

 
¶ Click on the relevant award section .   

 
This window will open  again.          

¶ Click óI already have an assessmentô  
 

 

 

 

This window will 

open again, 

prompting you to 

upload your 

paper file   

IMPT: DO NOT USE THE FILE TAB TO UPLOAD YOUR 

ASSESSMENT. ORB WILL CONTINUE TO ASK YOU TO UPLOAD IT 

USING THE METHOD OUTLINED ABOVE  
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Once your assessor give approval, you will receive this message. Now it is 

time to send it to your award leader for approval  

¶ Click SEND FOR APPROVAL  
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Setting up the Adventurous Journey ς Preparation and Training  

 

 

¶ Click on Preparation and Training  
 

 
  

This window will open.    

¶ Click activity  
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This window will open .   

¶ Select the date each training activity was completed  

¶ Tick the box  

At the bottom of you will see  this box.  If you did additional training, add it here  

¶ Click UPDATE  

This message will appear .   

   

¶ Click SEND REPORT  (it has now gone 

to your leader for approval)  
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Your Overview Screen will look like this:  

 

 

Once your Preparation and Training Section has been Approved, your Activity 

Screen will look like this:  

 

You will also see a checkmark next to Preparation and Training on the left -hand 

sidebar.  Your Journey should also show 1/3 completed.  

 

Note: In the Overview Section it will still show Awaiting Award Sign -off, since this is 

only one part of the whole Adventurous Journey sect ion.  
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Setting up the Adventurous Journey ς Practice Journey  

 

 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

On the left side of your page, under the Adventurous J ourney  

¶ Click + next to Practice Journey  

This window will open  

¶ Complete all fields  

 

¶ Click Set up  

 

¶ You will get a message 

that reads, óNew 

participant event has 

been addedô 
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My Practice Journey is complete 
 
 
 

 

 
 

 
 
 

 

 
 

 
 

On the left side of your page, under the Adventurous J ourney  

¶ Click Practice Journey  

 

 

This window will open  

¶ Click Report  

 

This window will open  

¶ Click SEND REPORT  
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This window will open  

¶ Complete Journey Observations  

 

¶ Upload your report ï please see 

p. 27 for details about what to 

include in your report.  

¶ Click SEND FOR APPROVAL  

 

 

 

This window will open  

¶ Click SEND FOR APPROVAL  

 

You will get this message  

 

 

Recommendation: Do not click  
I already have an assessment   
Otherwise, you will need to get a paper 

approval from your supervisor and 
upload it.  
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Once approved by your supervisor/assessor, you will receive the messages 

below. It is now time to send it to your Award level for approval.   

My Qualifying Journey is complete 
 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
  

 

 
 

 
 

 
 

 
 

     
 
 

 
 

 
 
 

 

On the left side of your page, under the Adventurous J ourney  

¶ Click Qualifying  Journey  

¶ Click Report  

¶ Click Send Report  

¶ Complete Journey Observations  

¶ Upload your report ï please see p. 27 for details about what to 

include in your report.  

¶ Click SEND FOR APPR OVAL 

 

You will get this message  

 

 

¶  

 

 ¶ Practice Journey  

 

¶ Click SEND F OR APPROVAL 

 

 

¶ Qualifying J ourney  

 

¶ Click SEND G OR APPROVAL 
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Setting up the Adventurous Journey ς Qualifying Journey 

 
 

 
 

 
 
 

 
 

 

 

 

 
 

On the left side of your page, under the adventurous journey  

¶ Click + next to Qualifying  Journey  

 

This window will open  

Å Complete all fields ï 

remember that you must 

have BOTH and Assessor 

and a Supervisor.  They 

may be the same person.  

Å Click Set up  

Å You will get a 

message that reads, 

óNew participant 

event has been 

addedô 

 

 

This symbol means your 

activities  are awaiting 

leader approval  
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Once approved by your supervisor/assessor, you will receive the messages 

below. It is now time to send it to your Award level for approval.   

My Qualifying Journey is complete 
 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
  

 

 
 

 
 

 
 

 
 

     
 
 

 
 

 
 
 

  

On the left side of your page, under the Adventurous J ourney  

¶ Click Qualifying  Journey  

¶ Click Report  

¶ Click Send Report  

¶ Complete Journey Observations  

¶ Upload your report ï Please see the Adventurous Journey Report 

Requirements for details about what to include  

¶ Click SEND FOR APPROVAL  

 

You will get this message  

 

 

¶  

 

 ¶ Practice Journey  

 

¶ Click SEND F OR APPROVAL 

 

 

¶ Qualifying J ourney  

 

¶ Click SEND G OR APPROVAL 
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Setting up the Residential Project  
 

 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

 
 
 

 

Under Residential Project Choose 

Activity  

Å Click +  

This window will open  

¶ Click SET UP RESIDENTIAL PROJECT  

This window will open  

¶ Complete all fields  

 

¶ Click SETUP  

You will receive this message   
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My Residential Project is complete  
 
Under Residential Project  Section  
¶ #1. Click on Report Tab  and this window will open  

¶ #2. Complete your observations   
¶ #3. Upload your report  

¶ #4. C lick SEND FOR APPROVAL 
 

 
 

 
 

 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

Once approved by your 

assessor, you will receive  
this  message  

 
I t is now time to send it to 
your Award leader  for approval  

 
¶ Click SEND FOR 

APPROVAL 
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Completing Your Award Level 
Once you have completed all of the required activities, there are a number of steps 

that your application must go through in order to be approved:  

1.  Before submitting your application, please make sure that your account 

reflects a VALID email address and mailing address.  

2.  Each Activity must be assessed by your ass essor and their report must be 

added to your application.  

3.  Your Adventurous Journey report must be completed and uploaded to the 

ORB 

4.  Once all sections have been approved, your Award Leader will assess each 

section.  If there are any issues or omissions foun d by your Award Leader, 

they will let you know.  

5.  Once your Award Leader has approved ALL of the individual sections of your 

Award, you must submit the entire Award for their approval.  

6.  The Award Leader will check over your completed application and then send  

it forward to the Award Office if they approve it.  

7.  The Ontario Office will then assess your application.  If the Assessment 

Committee finds any errors or omissions, they will let you know.  Here are 

the time guidelines for assessment and processing:  

¶ BRONZE Applications ï assessed by the Award Leader, Ontario Award 

Office Assessment Committee ï processing and assessment time is 

approximately four to six weeks.  During our busiest times, this may 

be longer.  

¶ SILVER Applications ï assessed by the Award Leader,  Ontario Award 

Office Assessment Committee, Ontario Award Officers ï processing 

and assessment time is approximately six to eight weeks.  During our 

busiest times, this may be longer.  

¶ GOLD Applications ï assessed by the Award Leader, Ontario Award 

Office A ssessment Committee, Ontario Award Officers, National 

Program Director ï processing and assessment time is approximately 

eight to twelve weeks.  During our busiest times, this may be longer.  
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Recognition of Your Award Achievement 
BRONZE Award Achievers ï both pin and certificate are sent to the Award Unit (or 

directly to participants in the case of Independent Participants).  Presentation is 

arranged by the Award Unit at the local level.  

SILVER Award Achievers ï the pin is sent to the Award Unit (or direc tly to 

participants in the case of Independent Participants).  Presentation of certificates is 

organized at the Provincial level.  The Lt. Governor of Ontario usually makes these 

presentations.  There are one or two ceremonies per year in Ontario.  Partici pants 

will be notified by email about ceremonies.  

GOLD Award Achievers ï the pin is sent to the Award Unit (or directly to 

participants in the case of Independent Participants).  Presentation of certificates is 

organized at the National level.  Presentatio ns can be made by the Governor 

General of Canada or sometimes a member of the royal family.  There are one or 

two ceremonies per year in Ontario.  Participants will be notified by email about 

ceremonies.  
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Moving to the Next level  
 

 

 
 

From the victory screen  

¶ #1. click on óStart next Levelô 

You will be re -directed to fill in your new registration  
 
¶ #2. Press óContinueô to complete your registration 

 
¶ #3. Insert the level youôre registering for 

 
¶ #4. Review your contact details  

 

¶ #5. Review your personal details  
 

¶ #6. Select your payment type  
 
¶ #7. Click óFinishô to complete your registration 

 

Your Award Leader will review your application . You will receive a 

notification  once your regi stration has been approved by your Award 

leader.   


