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Preface

This ADAMS Quick Start Guide was designed to show you how to perform basic functions

within ADAMS, step by step, in the most direct way. The individual sections are arranged in

a sequence that follows a typical workflow.

Throughout this document, we have used fictitious names for all persons in our screen shots

and examples. Any resemblance to real persons, living or not, is purely coincidental.

Please note, too, that some screen shots may appear different than in your installation due

to browser settings and hardware configuration of your computer.

Revision History

Revision | Date Description of Revision(s)

1.0 08-Apr-2005 Preliminary Version for Lausanne Reference Group

1.2 25-July-2005 Updated Version (Section on Security under revision)
1.3 10-Aug-2005 Added section on Athlete Import File Specifications

1.4 22-Aug-2005 Added screenshots to Security section

1.5 07-Oct-2005 Minor corrections

1.6 21-Sep-2006 Release 1.4

1.5 09-Nov-2006 Release 1.5 update — align version and release number
1.6 06-Feb-2007 Release 1.6 update

1.7 30-Jun-2007 Release 1.7 and 1.7.1 update

2.0 Releases 1.8 through 2.0.1, inclusively

2.1.1 Aug-2009 Release 2.1 through 2.1.1

2.2 Dec-2009 Release 2.2: Athlete Doctor role; Accreditation Number; TUE

documents access rules, notifications and recognition; DCF
form for 10C; ADRVs and Sanctions access rules; Whereabouts

Non-Conformities.
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1 USER SETUP AND GENERAL NOTES

1.1 BEFORE YOU START

Before logging on to ADAMS for the first time there are a few things you need to check.
First of all verify which browser version you are running. ADAMS will work with Microsoft
Internet Explorer Version 5.5 or higher; Netscape Version 6.0 or higher; AOL V 7.0;

or Firefox.

To verify which version you are running, click on Help ZAbout from the browser’s main

menu bar.

If you have a browser version earlier than these, then log onto the appropriate website and

download an upgrade free.

http://www.microsoft.com/windows/ie/default.asp

http://www.mozilla.com/en-US/firefox/

http://browser.netscape.com/releases

Lastly, check that your screen resolution is set to 1024x768 pixels for optimum
performance. This can be set in Display Properties within Control Panel in a Windows

operating environment.

1.2 FUNDAMENTALS

There are a few fundamentals about the operation of the ADAMS site that are worth

mentioning.

The system has been configured to Time Out after a certain period of inactivity. Inactivity is
defined as no movement through the site. This means if you do not submit any data or click
on any of the links for this period of time, the server will assume that you are no longer at
your computer and that it should log you off the system. The current settings is 30 minutes,

and if you are idle for more than that time, then you will need to log in again.
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ADAMS does not support the use of your browser Back button and in most areas of the

site you will discover that it does not work. Therefore it is required that to move around the

site you navigate through the program by clicking on the appropriate links.

To navigate back to your homepage at any point when working within the system, simply

click on the ADAMS logo in the left side of the system banner.

BADAMS

Powered By InjurgZone

When you have finished working within ADAMS and wish to exit the program, click on the
Log Out link in the top right hand corner of the window banner. This will safely exit you
from the system and return you to the Log In page. At this point you may safely close your

browser.

1.3 LOGGING IN

When logging in to ADAMS, always remember to include the “s” in the https part of the site

address, as without it you will be unable to access the site.

The ADAMS URL is https://adams.wada-ama.org.

You will be greeted with the following Log in screen.

BaAabaAamMs

Powered By InjuryZone

/]

Enter your Username and Password and click on the Log in button to enter the site.
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Forgotten Passwords — Your sporting organization’s ADAMS administrator will have to set

a new password for you. Please contact them. (You may be required to respond to a
challenge question.)
Forgotten User Names — Contact your ADAMS administrator or the ADAMS Helpdesk. (See

section on Helpdesk Access)

User Account Locked Out — If you enter your username and password incorrectly three
times the system will lock you out for 60 minutes. For security reasons, you will not see any
indication that your account has been locked out. If you need to log on before this time has
passed then contact your ADAMS administrator or the Helpdesk and they can unlock your

account.

Unique Usernames & Passwords — The system will alert any user that is trying to log on
using a Username/Password that is already in use. The following message will be given to

the user:

ALERT!!

There is currently another session open via this username and
password.

Do you wish to terminate that session?
(Clicking yes will result in the loss of any unsaved data in the other session)

yes no

If you click yes then the other user session will be terminated.

BADAMS

Powered By InjuruZone

Your session has been deactivated because your account has been used on another computer (or browser).

/fa X""‘h @
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Note that this may occur after you have terminated an ADAMS session without properly

logging out; for example, if your computer crashes. If this is the case, simply log in again;

otherwise please contact your ADAMS Administrator or the Helpdesk.

When you first log in to ADAMS the User Homepage loads. It is called MyZone and it

features links that launch some of the systems modules.

The Messages link allows users to receive and review messages and notifications sent either
by other ADAMS users or generated automatically by the system. Users might receive a
message from an Anti Doping Organization or from their sport federation; also the system
will generate notifications to remind athlete users of overdue whereabouts submissions,
Therapeutic Use Exemptions having been approved or rejected, or existing Therapeutic Use
Exemptions soon to expire. There are other examples of notifications cited throughout this

manual; all notifications are accessed via the Messages link in MyZone.

There is also a link to the World Anti Doping Agency’s website and eventually there will be

links to key organizations whose users have access to ADAMS.

1.4 ACTIVITY TABS

As you navigate through the different modules in ADAMS, you will notice that each module
has an ‘Activity’ tab. Activities tabs track the creation of and amendment to each record in
system, so that by clicking on an Activity tab you can get an overview of the history of a
specific record (Example: a TUE or a DCF or a Sanction etc.). The Activity tab only stores
one entry per day and it will reflect the last activity to a record for each day that there was

activity to track.

1.5 USER SETTINGS

The User Preferences window allows you to manage your own password, configure challenge

questions, set your preferred language and enable email notifications.

To access the User Preferences window, either click your name link in the program banner or

via the link at the bottom of the My Zone page.
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save | close |

Security Options My Challenge Questions | Change Password |

Preferred language English v

Email notifications

® use Organization's configuration: Never send email
Onlways send email

O Never send email

You are using ADAMS version R2.0.1-build.4525 built on December 16 2008 10:41:37 AM
Please quote this number when contacting ADAMS support

1.5.1 CHALLENGE QUESTIONS

To configure your challenge questions, click the My Challenge Questions button in the User

Preferences window.

Select an existing question or create your own question and supply the appropriate answer.
Important: Your answers are case sensitive and are encrypted in the database.

create new question |

‘ Mother's Maiden name v

Create the answer

Answer not yet configured

Question

Click the “Create Question” button, enter your question (e.g. Mother's maiden name, Name
of first pet, Street you grew up on, City of birth, etc...) and then enter the answer by clicking
the “Create Answer” button.

I close

Select an exristing question or create your own question and supply the appropriate answer.
Important: Your answers are case sensitive and are encrypted in the database.

create new guestion |

. |M0ther‘s Maiden name v
Question
Create the answer
Answer not yet configured
Create the answer Seymour

Your password is required each time for security reasons

5AVE

1.5.2 PAsSSWORD CHANGE

You can also change your own password from the User Preferences window. It is highly
recommended to change your password from the one that was first issued to you, and the
system may force you to do this the first time you log on or from time-to-time.
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Click the Change Password button in the User Preferences window. The Change

Password window is displayed.

B, Micola

Password

confirm

Changing your password requires you to re-legin to the system

Enter your current password, enter the new password and then confirm it.

Note that your new password must be at least 8 characters in length.

1.6 WHAT To Do IF YOU ENCOUNTER AN ERROR

From time to time you may encounter an error on the ADAMS system. The more information
that can be compiled about the circumstances around the error the easier it is to track and

fix it quickly.

Therefore please take the time to submit the details.

Right-click on the error

N

Select View source

w

Save the .txt file

»

Send an email to adams@wada-ama.org

I

kzone server
SNCoUNtarad an UNexpactad emor

If this persists, please contact your system administrator.

frjury Zone Enar fhatcvar

Mad erre

o Izone development team

200309 11 AD at 064222 AM EDTjava ling Wl cinterException at com mbs webapp template Template ConfigurationF orm validate

(Temgplate Confiperatonl orm java 16%) at org apache strats. ackon RequestProcessor process Vabdate(RequestProcessor java 942) at

crg apache strute action RequastBrocessor procass(RaquestProcassor java255) at com mibe webapp, servier MainServlet process(MainSerdat java D7) at

com mbs webapp, servet MismServiet doGetMamServlet javaB3) ab java servlet htp HitpServlet service (HitpServiet java 740) at

Javaz serviet hitp Hitp Serviet servce(Hitp Servier java 855) at org apache catalna core. “lterChin miterm; r{Appk FiterChan yava247) at
org apache catalina core AppheatonFiterChan doFiter{ Apphe abonFterChain pava 193) at com mbs webapp fes savonV abdityCheckFilter doFiter
(SessionValidity CheckFiter java67) at org apache cotaling cors, ApphcationFiter Chom interalloFiltes{ AppheationFier Chain java 213) at

org apache catalina core AppheationFilterChain doFiber{ AppbeationFilter Chain jrva 193) at com mbs webapp session SignOnFiter doFilter{SignOnFilter java 87}
at org apache. catalina core Apphcagcafiter Chan ntemallDoFilter( AppheaontiberCham java 213) &t ong apache catalna core ApphcanonFiterChain doFilter
(ApphicationFiterChain java 193) at com mbs webapp boense LicenseVabdationFater doFilter(LicenseValidationFiter java 59 at

crg apache cataling core AppBeationFilter Chain internalDe Fiter{ ApplicationFiter Thun java 213) ot org spacks catalia core, ApplicationFter Chain doFiler
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Other information that helps if reported:

Your previous actions - what were you doing just before the error occurred?
How you got to the previous page, were you moving quickly or slowly through the system?

What things you clicked on....see if you can re-create the error.

Also:

What time the error occurred

What Internet browser you use

What operating system (Windows 98, Windows 2000, Windows XP, Linux, etc) you run
The speed of your Internet connection

Your user name (only Username, not Password) and Organization

What part of the screen the message was located in
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2 PEOPLE WITHIN ADAMS

2.1 SEARCHING, CREATING/EDITING ATHLETE DATA

2.1.1 ATHLETE ADVANCED SEARCH

1. You can employ other search criteria by using the Advanced Search function. Click on
the Athlete Advanced Search button.

Search for athletes
I | _find_|

D Man-Athlete anly

athlete advanced search r

MEW PErson | list |

2. Fill in any relevant search criteria.
Note: Two new filtering criteria have been added to help search for shared data:
Shared by: will filter the results to display only the records that are accessible
because the specified organizations have shared access with the target organization.
Accessible using sharing: will filter the results to display only the records that are
accessible because of a share, because of an existing rule (ex: explicit access to an

athlete, your organization is the NADO of the athlete) or it’s either one of those

cases.
| Lol O Yes
ONo
O Either one
rermaove
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3. Click on

a. Search button: the system will search through only the athletes that you
have been granted access to.

b. Search all button: search within the entire system and return a minimal
amount of information. This function is primarily used to see if an athlete
already exists within the system, thereby helping to eliminate the occurrence
of athletes being entered into the system more than once.

Your search results will be returned in a pop out window, and you can navigate to any of the

athlete records by clicking on their link within the search results.
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4. Select your desired athlete by clicking on their Athlete ID in the list displayed.

Athlete Advanced Search

Total results: 31

Create DCF Cr’aata user accounts

Custodial

close

preferred Date of Birth| National
Name

Formed

O ITLIMAFS67E itest_246, Lindsay [l 09-Mar-1363

[ A6 LINAMAS9994 H9V19 LIMA, Nadir WADA Hadir LIMA M 14-Feb-1980

O Aut ITEUFAS4926 LZRZ9 itest_970, Eun Kyung WADA Eun Kyung itest_970 F 01-Dec-1980 SYR
O AuT YIAAMAZ96D3 MI025 VIENMA, AAL WADA AAL VIENNA Ll 09-Dec-1980  AUT
[ BEL ITVAFAS4580 A2qQ7 itest_1694, vanessa WADA Vanessa itest_1694 F 04-Apr-1976  THL
[] BOT ITTHMAD3985 WZR30 itest_2418, Thomas WADA Thomas itest_2418 M 16-Jul-1977  TUV
[] can SETEMAS9285 KBv7 SECD1, Test3 WADA Test3 SECO1 M CAN
[] can BEMOFAGDEAZ 110738 Begin, Monique WADA Monique Begin F 06-Nov-1975  CaN
O CAN TEOLFA98442 ®27s32 testolivia, olivia WADA olivia testolivia F 29-Jul-1977 AN
O FIN ITERMAB2567 GZP30 Itest_789, Ernest WADA Ernest itest_789 Ll 06-Sep-1977  BOL
[] FrA SIAAMAQLZAT 010M24 singapore, Aadi WADA Aadi singapore " 15-Sep-1985 FRA
[] GBR MOLIFA42806 V27014 man, liz WADA GBR-ECA iz man F 17-Oct-1984  GBR
[] GEC ITSYFA92174 12029 itest_1513, Svitlana WADA Svitlana itest_1513 F 02-Aug-1976  BUL
] GEQ ITALFA7Z710 H236 itest_65, Almudena WADA Almudena itest_65 F 26-Mar-1979  BAR
O Gt ITMAFADLS32 HzP31 itest_2237, Marisal WADA Marisol itest 2237 F 07-Jul-1979 CAY
O e SIBAMATI21G EL10N3S Singapore S2, Bailey WADA Bailey Singapore 52 Ll 12-Dec-1990 IND
[] Ksa OLI¥MAZI035 B27533 al, ivia WADA ivia al " 20-May-1961 KSA
[] Ksa IHCAMA43E23 P29U13 ihenk1, cap WADA cap ihenk1 M 20-May-1961 FRA
] MaR ITCLMA99142 Z2pPz8 itest_205&, Claudio WADA Claudio itest_2056 M 14-Aug-1978  ISL
] mow ITSIMASOZ02 WERE itest_608, Sigitas WADA Sigitas itest_608 M 27-Dec-1978 GRL
O wT ITAMFAS9800 S2R20 itest_1332, Amber L, WADA Amber L. itest 1332 F 20-May-1989  GUY
[] FRoM YIAAFA3041E Y9026 WIENMA, AAT WADA AAT VIENNA F 15-Dec-1980  ROM
[J SEN ITOTMAFTIZT B2R23 itest_d27, Otaide Fernandez  WaADA Ctaide Fernandez  itest_427 M 21-Dec-1969 MGL

The athlete advance search result page also allows you to:

create DCF for athletes you do not have
Create multiple accounts:

0 Select the desired athletes
o Click on create user account:

usernames and passwords.

2.1.2 CREATING A NEW PERSON

access to (in red)

a result page is displayed with the list of

To add an athlete to ADAMS you need to create a new record for them. When adding an

athlete and ADAMS displays possible duplicates,

duplicates is displayed.

1. Go to the Search area.

the sport and date of birth of the possible

Search for athletes

| find |

D Man-Athlete only

athlete advanced search |

ne Fson

| list |
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2. Click

on the New Person button. The Demographic tab will appear with a blank

record displayed. By default the system assumes you are adding a new athlete. Bold

fields are mandatory.

a.
b.

C.

> «Q

Last name

First name

Gender: Male, Female, Unknown

IDs: IF, NF and NADO: these IDs are each organization reference number.
International federations of an athlete can now edit the IF ID# field of the
athlete even if they do not have edit rights on the rest of the page. In this
case, only the IF ID# field will be editable. The user can type the ID and then

press <Enter> to save it.

IF ID#

if id number

Similarly, National Anti-Doping Agencies of an athlete can edit the NADO ID#

field in the same way.

HADD ID#

nado id number

The Accreditation # field is blank when creating a new athlete record. This
number can only be set by the ADAMS or Major Game administrator.

Date of birth: format dd-mm-yyyy. This field is not mandatory but
recommended

Preferred name

Former last name: maiden name

Nationality: the athlete nationality. An athlete can have multiple nationalities
Sport nationality: the country for which the athlete is playing. Even with
multiple nationalities an athlete always plays for only one country. Based on
this field the NADO of that country will get automatic access to the record. For
example if an athlete with the French Nationality plays for a UK Team his
sport nationality should be UK.

Disability: to list athlete disability

Disability class: list of disability classes
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r.

Contact details: athlete contact details: phone number and email address. The
email address must be completed to allow the athlete to use the “forgot
password” functionality.
Address information

i. Permanent / Mailing Address

ii. Current address: Athlete daily residence
Note: these checkboxes currently do not trigger any function in ADAMS and
can be ignored.
Sport/discipline: enter the first 3 letters of the sport and the system will
show the list of available disciplines. Sport discipline is now a mandatory field.
If a sport does not have disciplines, please select the same sport name as the
discipline.
The relevant International Federations are automatically listed in the
International Federation dropdown
Relevant National Federations are also automatically listed, and based on the
combination of Sport Nationality and sport|discipline. If they are not, please

send the details to adams@wada-ama.org so that it can be entered.

Test pool

i. Select the relevant test pool: International, National or Other.
Note: National and International level athlete have to comply with the
IST for the whereabouts submission (Quarterly submission, mandatory
daily residence and one hour testing slot)

ii. Select the ranking: risk factor from 1 to 5, 5 being the highest. This
field is used when the system is doing random testing searches (from
the Mission Order page)

iii. Enter the test pool start and end date

Save
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Last name

| * | *

Demographic

User Guide — Sport Organizations
Version 2.2

cancel save

Gender *

@ athlete O Non-athlete

I10C ID+# IF ID# MNF ID#

NADOD ID#

Date of birth Age

Preferred Name

Former last name

| | |

Mationalities * select Disabilities

select

Sport Nationality* Disability Class

Phone type Phone Number
add phone number

Email

Type
Description

Street address

Country | ....................... V|

Town fcity | |

Region | ....................... V|
Postal code/Zip | |

Permanent f Mailing Address O

Current Address 0
{used for Whereabouts)

Phone type Phone Number

Mobile v

L

L

<

Home

Business b | |

2.1.3 MANAGING THE RTP

cancel save

Managing the Registered Testing Pools (RTP) for an athlete has changed. The RTP category

is no longer mandatory. It is now possible that an athlete does not belong to any RTP.

Some organizations no longer have all three types of RTP at their disposal.
¢ National Anti-Doping Organizations (NADO) have the “National” and “Other” testing

pools.

e International Federations (IF) have the “International” and “Other” testing pools.

e National Federations (NF) and WADA have all three testing pools.
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2.1.4 CUSTODIANSHIP

It is now possible for an IF or a NADO to gain custodianship of an athlete through Registered

Testing Pools.

The IF will be granted custodianship of the athlete if they assign the athlete to in their
“International” pool. The athlete must however not be included in any other organizations

“National” or “International” testing pool.

The NADO will be granted custodianship of the athlete if they assign the athlete to their own
“National” pool. The athlete must however not be included in of any other organizations

“National” or “International” testing pool.

After the user has saved the new RTP of the athlete, a message will be displayed informing

the user whether the transfer was successful or not.

Your organization is now the custodian of this athlete
Test Pool

Hame Rank Start Date End Date

[International | 1% | |EE iz

ADAMS could not transfer custodianship of this athlete to your organization.
Contact the custodian if necessary

Test Pool
Mame Rank Start Date End Date
[National | 10+ | |3 | |3
[0 [Other | 1 | | | i

2.1.5 ATHLETE CREATION/ACCESS RULES

Athletes created by a National Anti-Doping Organization (NADO) will automatically have
their Nationality and Sport Nationality fields pre-filled with the Country of the NADO.

International Sporting Federations can only create athletes with a sport that is under the

jurisdiction of that IF.

Finally, International Federations will get access to every athlete in the system that has their
organization selected in the athletes sport identity. This holds true regardless of which

testing pool the athlete belongs to.
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2.2 ATHLETE PROFILE PAGE

The athlete profile consists of 4 tabs:

2.2.1 DEMOGRAPHIC

The demographic tab lists the general athlete demographic information. It is also where you

would enable the SMS functionality.

This page is partially editable by the athlete. See screenshot.

Profile Manage user account | notify | retfire edit |
Originally created 12-Feb-2009 20:24 GMT , by from WADA-AMA
Last updated 21-Feb-2009 22:35 GMT , by from WADA-AMA
Last name First name ADAMS ID# Gender *
adams * | adam 3 TEADMAS 7281 g Male
Demographic Sport/Discipline {1} | Activities (0} I Security
Accreditation# IF ID# NF ID# NADO ID# BP ID#
BRAIELL
Date of birth Age Preferred Name Former last name
Nationalities * Disabilities
CAMNADA
No photo
Sport Nationality* Disability Class
CaMaDa
- atailc
Phone type Phone Number
Ermail
I A
elect address |Residence f (no description) v|
- No phone number associated with this
Type Residence address.
Description
Street address 123 Main
Country CANADA
Town/fcity
Region CQuehec
Postal code fZip
v
nigtify retire edit | @
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2.2.2 SPORT/DISCIPLINE

The sport/discipline tab list the sports practiced by the athlete, and the International
Federation, National Federation, test pool information. Athlete teams and selection lists. The
athlete cannot edit this tab but has read access.

2.2.3 ACTIVITIES

The Activities tab allows you to attach any relevant files or documents to the athlete
demographic section of the system. It also allows to you create any notes that are
necessary. See the section on Adding Attachments.

2.2.4 SECURITY

Demographic Sport/Discipline (1) I Activities (0] | Security

ICF - International Canoe Federation
avenue de Rhodanie 54 Caontact: Antoine Goetschy

Email: antoine.goetschy@canogicf.com
Lausanne Genéwe (fr) SWITZERLAND 1007 Phone: ' +41216120290 (3
Web site: Fax: +41 21 612 02 91

CCES - Canadian Centre for Ethics in Sport

202, 2197 promenade Riverside Contact: CCES ADAME Administrator
Email: info@cces.ca

Ottawa Ontario CANADA K1H 7X3 Phone: [*] +1613 521 3340 (&

web site: http:/fwww.coes ca Fax: +1 613 521 3134

WADA - World Anti-Doping Agency
Stock Exchange Tower Contact: Chaya Ndiaye

800 Place Victoria (Suite 1700) PO, Box 120 Email; chaya.ndiayei@wada-ama.org
Montreal Quebec CAMADA H4Z 1B7 Phone: [*] +1 5149049232 (&
web site: http://www.wada-arma.org Fax: +1 514 904 8748

The Security tab displays a list of the organizations that have access rights to the athlete,
and also indicates which organization has a ‘whereabouts custodial’ role for that athlete. If
the custodial organization changes for some reason, the athlete will receive a system
generated notification, assuming he or she has an ADAMS user account. As well, each time

an organization is added or removed from the athlete’s access list, a notification will be sent.

As well this tab displays any other non athlete personnel who have been entered into
ADAMS as an agent or representative for the athlete. This might be a coach, trainer,
manager, relative, medical practitioner or a dedicated Athlete doctor. Each time an athlete
representative is added to an athlete, ADAMS will generate a notification to the athlete in

question.
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Smith, John
Ermail:].smith@ermail.com
Mobile: 555-1234
Business: 555-6325

User Guide — Sport Organizations

Version 2.2

The names of organization are links that bring up a popup with all the contacts for that

organization.

First name

First name

Phone

Email

2.3 WORKING WITH SMS

Email antoine.goetschy@canoeict.con Fax

Lausanne Genéve (fr) SWITZERLAND 1007

Drganization Primary ADAMS Contact

First name Antaoine Last name Goetschy
Phone +41 21612 02 90 Mobile
Email antoine.goetschy@canceicf.con Fax

TUE authority

First name Antoine Last name Goetschy
Phone +41 21 612 02 90 Mobile
Email antoine.goetschy@canoeicf.con Fax

Mission Order contact

First name | Antoine L mame Goetschy
Phone +41 21612 02 90 Mobile
Email antoine.goetschy@canoeicf.con Fax

Result Managment Authority contact

Last name Antoine Goetschy

Phone +41 21612 02 90 Mobile

Login contact

Last name
Mobile

Fax

+41 216120291

+41 21612 02 91

+41 216120291

+41 2161202 91

print

A new SMS feature added recently to ADAMS makes it simple for athletes to submit

Whereabouts updates using a mobile phone, smart phone, or PDA. While athletes are still

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
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required to enter Whereabouts into ADAMS on a quarterly basis, this new SMS feature

facilitates updates, especially when Internet is not available.

How it works: An athlete enters a short message describing his or her change of plans and
sends this via SMS directly to ADAMS using a “virtual” mobile number. Upon receipt, ADAMS
files this message in the athlete’s Whereabouts calendar as determined by the athlete’s
mobile telephone number. This message will be considered as a change to whereabouts and
will be added as an attachment to today in the athlete’s whereabouts calendar. A “SMS

Whereabouts Notification”*

is automatically sent to the anti-doping organization’s
Whereabouts coordinator indicating that an SMS message has been received from the
athlete. The notification contains a link to the received message. When the Whereabouts
coordinator opens the notification, the athlete’s record will be automatically retrieved and
the corresponding month’s Whereabouts calendar will be displayed on the screen. The
Whereabouts coordinator will update the athlete’s calendar as instructed by the SMS text

message.

2.3.1 ENABLING SMS FOR AN ATHLETE

An athlete can activate and configure his account to accept SMS messages from one or more
mobile phones.
1. Enter in the Contact details of the athlete his mobile phone number and tick the “use
SMS” tick box

2. Save

Phone type Phone Number M
Mohile v| | 15145824062 | e 5MS

Examples of proper telephone numbers:
0O 15145551212 (North America)
0O 334123456 (France)
0O 447781555666 (United Kingdom)

3. A “Test” button appears next to it.

! The notification must be added to relevant users by your organization administrator
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Clicking on the “Test” button will trigger a message to be sent from ADAMS to the athlete’s

mobile phone. The message will instruct the athlete to send a three-digit number to an SMS
number owned by ADAMS. The athlete has a limited amount of time (e.g. 24 hour) to
respond to this message before it expires and another test must be sent. Once the athlete
creates a new message to send the correct code, the configuration is considered valid, and
the athlete may then send Whereabouts updates to ADAMS by SMS.
SMS phone number:

- ADAMS Production (https://adams.wada-ama.orq) :+44 7781 480710

- ADAMS Training (https://adams-training.wada-ama.orq) : +44 7781 480724

2.3.2 DISABLING SMS

The athlete (or ADO) can disable inbound SMS on the account at any time by editing the
athlete profile and un-checking the “Use SMS” checkbox. If this is done, and the athlete
wishes to re-enable SMS, then the validation procedure described herein must be followed
again.

The athlete may re-initiate the validation procedure at any time if they suspect that there

are problems with SMS messages going through the mobile network.

2.4 ATHLETE USER ACCOUNT MANAGEMENT

This function allows an organization to create an athlete and an athlete’s user account (login
credentials) in a single step. Previously, it was necessary for the organization’s

administrator to perform these functions.

A button is provided on the athlete profile page which will allow designated users to create
the user account. The system will suggest default values which may be overridden prior to
creating the account. Note that the username is not case sensitive, but the password is
case sensitive. Both the username and password may contain accented and non-western

characters.

At the same time as the user account is created, a personalized welcome letter to the
athlete will be generated and displayed in English and French. This letter can be saved,
printed, or e-mailed to the athlete by clicking the appropriate button in the PDF viewer. (It
may also be re-printed from the athlete’s security tab in the event that the original copy is

lost or misdirected.).
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ot questions about Therapeutic Uise Exemptions
CCES TUE Asthosity

Canadian Contr for Etfics in Sport
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3953938

tusocresca

Pluase rermember that your usernans snd password are unigua snd meant gy for
wour parsonal use. Keep i securs.

§_ stiscaments

| commems

Dene i Unknern Tane | PreAected Mede: On

Functionality is provided to allow a user to reset an athlete’s locked password, or change his

or her credentials. A “password change” letter will be displayed in this case.

On the first login, the athlete will be required to accept the ADAMS agreement as well as
change his or her password. If the athlete has changed his or her password since any letter
was generated, the letter will display “********” in the password field since athlete-

provided passwords encrypted with a one-way function.
Lastly, ADAMS now supports “bulk” creation of athlete accounts. This feature is useful to
create accounts for athletes that have been imported into the system. Upon completion, a

report is provided which shows all athlete credentials created during the session.

2.4.1 CREATING AN ACCOUNT FOR A SINGLE ATHLETE

Search and select the athlete

2. Click Create User Account

Page 29 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

User Guide — Sport Organizations
Version 2.2

Athlete Profile ate user account notify retire edit |
Criginally created O4-Apr-2006 12:54 GMT , by Leesti, Markin from elyn::

Last updated 11-Apr-2008 12153 GMT , by Mdiave, Chaya from WADA

3. The system automatically generates the username (firstname.lastname), password
and sets the status to Active

4. Click on save

cancel |

Username ¥ | karam birdi
Password | kh11042008
Status * | Active v

generated

5. A PDF welcome letter is automatically generate including your organization basic

contact information

=/ADJAIMIS]

BIRDI,Karam

800 square Victoria

Date: 11-Apr-2008

Montreal Quebec
H4Z 1B7

CANADA

Dear BIRDI,Karam

Welcome to ADAMS

Your ADAMS username is: karam.birdi
And your password is: kb11042008
You can log into ADAMS at: http://adams.wada-ama.org

To reset your password:
Chaya Ndiaye

World Anti-Doping Agency
+1 514 904 8832

+1 514 904 8748

chaya.ndiaye@wada-ama.org

For any questions related to Whereabouts please contact:

2.4.2 RESETTING A PASSWORD

1. Search and select the athlete
2. Click Manage User Account
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3. Enter a new password and make sure that the status is Active.

3
* Y 1
Username™® |karam.hirdi
Password © | newpassword enerated Default password
Status ¥ |,.-:-.,.;1;qu *%- )

4. Save

5. New PDF letter will be generated with the new password.

2.5 ATHLETE CONSENT AGREEMENT

The athlete consent agreement now requires that the athlete “sign” the agreement with his
or her birth date and password. The birth date is simply recorded in the athlete’s activity

grid; it is not compared against the birth date stored in the system.

/5 Ahiete Come mermer Exploors

o = el Asete Comnmm = |y Presag C . Dirihbssared = ™ Tabsbed Breaw_

Sign this consent by typing your birthdate ;

... and entering your password to validate :

Acoan | _Dacsea |

Dene G Internet | On RI0% v

However, the athlete must enter the correct password to accept the agreement and login to
ADAMS.
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3 NON-ATHLETES

In the past non-athletes were created by users of an organization to keep track of any ADRV
or sanctions an individual who is not an athlete (i.e. a coach, a physician, etc.) might have.
These individuals might also be users of the system. However, those user profiles (created

by the administrator) had no connection to the “front-end” non-athlete identities.

We can now associate a user account to a non-athlete entry. This will eliminate the need to

have two separate accounts for the same person.

3.1 CREATING AND EDITING NON ATHLETE DATA

Non-athletes can now be created by administrators as well as by front-end users. Once a
non-athlete is created it will be accessible by both the front-end users and by the

administrators. The user interface has only a few changes for both types of users.

The steps taken to create a non-athlete remain the same. The sport nationality and National

Federation fields have been removed.

To add a non athlete person to ADAMS you need to create a new record for them.
1. Go to the Search area.

Search for athletes

| | _find |
I:‘ Mon-athlete anly
athlete advanced search |
new person | list |

2. Click on the New Person button. The Demographic tab will appear with a blank
record displayed.

3. Ensure that the Non Athlete radio button is ticked. It is set to Athlete by default. If
you select the Non Athlete option then you need to select a Non Athlete ‘type’ from

the offered pick list.
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Search for athletes

Dernographic | Sport/Discipling
| find |
DNon-Athlete anl
! O athlete  ® Non-athlete
athlete advanced search |
User type | + =
T— S | list_|

IF ID# NF ID# NADD ID#

Date of birth Age Preferred Name Former last name

[ 1H ||

Nationalities select Disabilities seject

4. Enter a Nationality for the non-athlete person and then fill in the rest of the
demographic information you wish to have stored in the system, (address details,
phone numbers, email details etc.).

5. If you are happy to keep the record you are creating then click on the Save button
after you have finished entering your data.

More tabs are now displayed.
6. If the person you are entering is a coach then specify the sport and events that they

are involved in within the Sport tab as well as a sport nationality.

Once you have created a non-athlete in the system, you will see that the file tree for them

has fewer options available.

Search for athletes natify | retire | edit |
,—| find Last updated 08-Jun-2005 11:56 AM EDT ., by Boyd, Micola from elynx Medical
Last name First name ADAMS ID# Gender
el el Granger * Gearge * GRGEMNG4399 Male
advanced search
Demographic Sport|Discipling Activities Security |
new person | list |
= Date of birth Age Preferred Name Non-Athlete Type
3 matching records found
Name ADAMS ID# 02-Mar-1977 pel=] Coach
Franklin, Harry FRHAMMNS0111
Granger, George GRGEMNG4399
Patrick, Suzanne EASUPN3SEOL, Nationalities ¥ Disabilities
CAMNADS
Granger, George Mo photo
Mew.... v
Sport Nationality
- ADRVs
f“'E‘uar'n:t\ons
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You can create an ADRV or a Sanction for a non-athlete. For details on creating ADRVs and

Sanctions for non-athletes, view those sections within this guide.

O athlete & Non-athlete

Usertype J MO Participant Type ﬂ J Excluded sports

DCO | | # il
MO Participant

If “DCO” is selected in user types, then the non-athlete can be selected as a Lead DCO in

Mission orders.

If “MO Participant” is selected, then the MO Participant Type and Excluded sports field are
displayed.

The MO Participant Type field is used to sort non-athletes based on their types in the

Participant tab of mission orders.

The Excluded sports field specifies the sports in which the non-athlete should not be

involved in any testing.

4 PASSWORD RESET

This feature will permit to a user/athlete who forgot his password, to request a new
temporary password that will be sent by email.

4.1 PREREQUISITES

1. The athlete must have an email address on his profile:
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Create user account I notify | retire | cancel save |
Last updated 04-Apr-2006 12:54 GMT , by Leesti, Martin from elynx

Last name First name ADAMS ID# Gender *
|BIRDI ] * [karam | * BIKAMAG 3635 Male v
Demographic I Sport/Discipline (1) | Activities (0) | Security |
10C 1ID# IF ID# NF ID# NADO ID#
Date of birth Age Preferred Mame Former last name

[izApr1e77 |0 =0 | I |

Nationalities * select Disabilities select
CAMADA
Mo photo
Upload photo
Sport Nationality* Disability Class
CANADA & |
Phone type Phone Number

add phone number

Email
[ karam birdi@wada-ama.org (

2. Organization users must have an email address to their profile:

a. Login as the organization admin

b. Select User account Management

WADA

Major Garmes

|

User Role Manager

Group manager

History log infarmation

Manage access to athletes and non-athletes

Whereabouts Web Services

c. Search for the user you want to give access to

.Enter first or
ast name of the!
Ser

e 4
son Types User account status SEar

Search first, last name or
ve Person V| ‘ b

|chaya

User type ﬂ - MO Participant Type ﬂ =| Retired active persons?
O Yes
® No
O Either one
/
Person Organization Type MO Participant Type User Account Status !
Mdiaye, Chaya (cndiaye) i A0 Active View /e

d. Enter the user’s email address in the contact details
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*

Last name* First name

[Ndiaye | [chaya

User type ﬂ J

Address user account info

License #
Phone type Phone Number Notes
&dd phone number

Email
|chaya.ndlaye@wada-ama.org Ernail

e. Save

3. Each organization must complete the Login contact information
a. Login as the organization admin

b. Select your organization short name

Administrat

aba |
Major Games
User Account Management
User Role Manager
Eroup manager
History log information
Manage access to athletes and non-athletes

Whereabouts Web Services

c. Go to the Contact tab
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save oancel |
Organisation Info Address

Short Name * [wapa | Street |stock Exchange Tower |
Name |W0rld Anti-Doping Agency | |BDEI Place Wictoria (Suite 1700) P.O, Box 120|
Status Active City [Mantrea |
Default locale en Postal

| | codef2ip [Haz 187 |
Default timezone |EST | Cousy |CANADA v|
Web site btk /e wad a-ama. or

| Dl g | Region | Cluebec V|

User types allowed to login
Administrator business user athlete agent

Organization roles User Rights Contacks Business rules

d. scroll down to the Login contact and enter the information

Login contact

First name [chaya | Last name [Mdiaye |

Phone [+1514 904 g532 | Mobile [ |

Email | chaya.ndiaye@wada-ama.org | Fax | +1 514 904 3748 |
e. Save

4.2 REQUESTING A PASSWORD RESET

1. Click on the Forgot password link

User name | |

Password | |

| login I

Forget Eassworu(

2. Enter your username and email address (must be same email address as in your
profile) and submit. An email will be sent to you with a temporary password. You

will have to change it at your first login.
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Forgot your password? Please enter your username and email to start the password recovery process.
This procedure will only work if your email is registered in your ADAMS profile!

User name” |cndiaye

Email chaya ndiaye@@wada-arma. org

%

3. Or if you do not have an email address in your profile you can look-up your NADO

or NF.

If you don't know your User Name or don't have an email address in your ADAMS profile,
please contact your sport organization to have your pagsword reset,

Country: | CANADA v
HADO 3) HF O
Hame K Type Country Sport|Discipline
CCES - Canadian Centre for Ethics in 5 [RE e CAMADL
TAL - Test Ado With Lak W Finlel CANADLS
back to login page

Warning message: When a user has to change their password because it has expired, a

message will be displayed at the change password screen.

Your password has expired, Please enter a new one,

Current password
Mew password

Repeat Mew Password

confirm

5 ATHLETE WHEREABOUTS

5.1 INTRODUCTION

Athletes being managed within ADAMS are to submit/create a schedule of their
whereabouts. This ensures that ADO’s are able to access information about the athlete’s

current and future locations and activities. Athlete Whereabouts may be created and
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submitted either by the athlete themselves, a nominated athlete representative or by

another athlete’s Custodian organization user.

The starting point in ADAMS is the creation of an athlete record. The organization entering
the athlete record into ADAMS is called the athlete’s Custodian Organization. Once the
athlete record exists in ADAMS, it will be possible to add, view and manage the athlete’s

Whereabouts details.

As of 1 January 2009 in accordance with the revised World Anti-Doping Code, the rules for

Whereabouts in ADAMS have been adjusted.

» Submission is based on the whole quarter instead of month-by-month.
> All organizations will follow the same rules for entering whereabouts.

» The whereabouts submission rules are enforced for athletes that are marked as
‘International’ or ‘National’ in their Registered Testing Pool (RTP). Only athletes with

no RTP, or marked as ‘Other’ can submit without following these rules.

> All athletes are required to specify a period of one hour each day where they are
available for testing. This one hour testing slot must take place between 6:00 AM and

11:00 PM.

The user interface has been completely re-worked for whereabouts starting in 2009. Any
entries created for the year 2009 before the deployment of ADAMS 2.0

November 2008 are kept in the system and hold their ADAMS 1.9.2 looks. However, all new
entries after 1 Jan 2009 will use the new user interface. Also location descriptors for 2008

are no longer valid for 2009.

Months are now grouped into Quarters and rules of submission are now based on the whole

quarter instead of months.
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E"Whereabouts

B 2009-02, Mot Submitted
“Jun 2009
- May 2009
“ Bpr 2009

1, Mot Subritted

“Mar 2009
- Feb 2009
~Jan 2009
B z008(12)

5.2 NEED TO KNOW

5.2.1 WHEREABOUTS CONTROL PANEL

From the Whereabouts Control Panel an athlete or custodian can submit Whereabouts,
create new location descriptors, populate the calendar and view the modification history.

This panel is also accessible by clicking on the relevant quarter on the athlete tree.

Mew._ . hd

él"whereabouts /
- 20059-03, Not Submitte%
"2DDQ—Q2, Mot Submitte
é"?DDQ—Ql, Resubmission required

“Mar 2009
i Feb 2009

- 2008(12)
B 2007(5)

Click on the blue quarters to see the Panel

This is the starting page for entering and submitting whereabouts data related to a quarter.
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* Please provide & malling address
* Please prowide & daily residence
* Plegse prowide & training location
* Blegse prowds a competition location

2009 Ql Status: Mot Submitted | submit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Doe, Jane DOIAFAI03TS CANADA Fermnale
Sport f Discipline
Underwater Sports | Apnoea

new location descriptar
+ Location descriptor Category Entries in 1

create set this category as not applicable
create set this category as not applicable
create set this category as not applicable
create set this category as not applicable

populate calendar |

From here the user can submit the athlete’s whereabouts, enter new location descriptors or

go to the populate calendar page.

5.2.2 LOCATION DESCRIPTORS

The concept of location descriptors has been modified. Location descriptors are now only

valid for the quarter they are created in. Also, they no longer represent an entry that can be

reused. Instead they contain only information about locations that will be used to populate

the athlete calendar. The location descriptor page no longer contains the time fields.

cancel | save I
Athlete ADAMS ID# Date of birth Sport Mationality Gender
Doe, John DOIOMADZ431 CAMNADS Male

Sport f Discipline
Underwater Sports | Apnoea

calendar Label®

Select l:ategl:irw>K

O Competition - O Training Location I:I O other l:l
O Daily Residence - ® Mailing address -
Address Use address of location: |. ... .. .. ........... v
| Gym

Harme
Country* Postal code fZip
[ ~| | |
Region Telephone
TR > | |
city ¥ Alternate Telephone
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Also the number of categories has been reduced to:

o o o o

Competition

Training Location

Daily (overnight) residence
Mailing address

Other

User Guide — Sport Organizations
Version 2.2

It is possible when you create a new location descriptor to copy address details from an

existing location descriptor. Or once it is created to copy address details onto new location

descriptors to be created.

The existence of a link between copied location descriptors is indicated on the Whereabouts

Control Panel by an ‘anchor’ icon. When the descriptor is expanded, the address description

conf

5.2.

irms this.

Location descriptor Category
iling address
Please provide a daily residence
: Trainin
- stadium ng
Location

Address: Rue De Coubertin montreal CANADA
~ cup selection Competition

Address: H

3 MANDATORY LOCATION DESCRIPTORS

Q1 entries

new location descriptor |

create set this category as not

applicable
create set this category as not

applicable

edit delete

edit delete

The four location descriptors below are mandatory as per the 2009 International Standard

for Testing for each quarter.

Daily (overnight) residence: athlete’s overnight residence where he/she sleeps. This

location type is mandatory for everyday of the quarter.

Mailing address: athlete’s current mailing address.

Training location: athlete’s training location or any regular activity.

o If the athlete is not training for the whole quarter set this category as not

applicable

Competition location: athlete’s competition address.

o If the athlete does not have any competition set this category as not

applicable
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Required for submission!

It is possible to set a mandatory location descriptor as not applicable, as the athletes can for
example not compete for a quarter. In this case the user will be prompted to enter a reason

as to why the category is not applicable for the quarter.

Category Cornpetition [ ]

Reason why is not applicable*

cancel save

If the athlete omits to define a mandatory descriptor, then ADAMS will display a message in

red indicating that the athlete still has to create a location descriptor of that type.

new location descriptar |

+ Location descriptor Category 01 entries

* please provide a mailing address create set this category as not applicable
* Please provide a daily residence create set this category as not applicable
* Blease provide a training location create set this category as not applicable
* Blease prowvide & competition focation create set this category as not applicable

The user can click on the create link to quickly create a location descriptor of the missing

type

5.2.4 ONE HOUR TESTING SLOT

As per the 2009 International Standard for Testing the athlete must for each day in the
forthcoming quarter, indicate one specific 60-minute time- slot where he/she will be
available at a specified location for Testing.

One hour testing slot

start: * |08:00 |end: * 9:00

This period must be within the start and end times of the entry. Furthermore

this one hour testing slot must take place between 6:00 AM and 11:00 PM.

The one hour testing slot is marked by an exclamation point - in the monthly view and

whereabouts details report.

It is not possible to enter a one hour testing slot period for “Mailing Address” entries.

Required for submission!
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Each day in the quarter must contain one testing slot entry. If a day has no one hour testing

slot entry or has multiple testing slot entries, then the whereabouts cannot be submitted.

5.2.5 WHEREABOUTS ENTRY RULES

- Minimum entry length: each entry must be at least one hour long. If the user tries to save

an entry that is less than an hour, then an error message will be displayed.

- Conflicting Entries: time periods for entries cannot overlap. This rule does not apply for
entries in the “Daily (overnight) Residence” or “Mailing Address” categories, as they have no

time periods

5.2.6 SUBMISSION DEADLINE

Whereabouts must be submitted before the beginning of a new quarter.

Four weeks before the start of the next quarter, a message will appear in the MyZone page

ﬁ My whereabouts

2009-01

of athlete users.

Athlete agent users will receive a similar message on their MyZone page.

B Messages
I

No new notifications
No new messages

Mext quarter of whereabouts must be
submitted before 01-Jan-2009

A flag icon has been added in the quick search results for athlete agent users to help them
quickly identify which athletes have un-submitted whereabouts.

2 matching records found

Name ADAMS ID#
Doe, Jane DOIAFAZ1234
Doe, John ITHEFA&7941 51
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5.2.7 WHEREABOUTS ACCESSIBILITY

As per 1 Jan. 2009 there are new restrictions on when a user can view and edit the

whereabouts data of an athlete.

Athlete users and athlete agents
Athlete users (and any athlete agent assigned to them) can view and modify the athlete’s

whereabouts at all times.

If the athlete does not have a user account
The custodial organization of the athlete can view and modify the whereabouts regardless of

the submission status.

Other organizations with access to the athlete can only view the submitted whereabouts of

the athlete.

If the athlete has a user account
The custodial organization of the athlete can view and modify only the submitted

whereabouts of the athlete.

Other organizations with access to the athlete can view only the submitted whereabouts of

the athlete.

However, an athlete can allow their custodian to gain access to their whereabouts details
regardless of whether they are submitted or not. To do this, the athlete needs to change the

option in their preferences.

Access configuration for whereabouts that are not submitted

Since Adams 2.0, without delegation, no arganization can access whereabouts that are not submitted
] deny access to custodial organization

® grant access to custodial organization

It is also possible for an admin of the custodial organization to grant their users access on
whereabouts that are not submitted. This must be done in the user account page of the

athlete in the User Account Management section.
In addition, the admin must specify the reason for granting the organization access.
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Access configuration for whereabouts that are not submitted

O Use athlete configuration: Can NOT access whereabouts that are not submitted
O tan NOT access whereabouts that are not submitted

(® can access whereabouts that are not submitted
Feason to change the accessihility *

Finally, the ADAMS administrator can grant or revoke this right regardless of the options
selected by the custodial administrator and the athlete user.
The ADAMS administrator must also provide a reason for the change in access. (See the

Administrator User Guide for meore details).

5.2.8 AUTOMATIC WHEREABOUTS NOTIFICATIONS

For details also see the on-line Help under the section Messages from the Homepage.

1. Whereabouts notification

Automatic notification of submission is sent to the person who submitted the whereabouts
(athlete, agent, ADO user), every time the whereabouts are submitted. In addition, a
notification is sent to every user of the athlete custodial organization as long as they have
this notification type set up in their profile. If the athlete belongs to a team, a notification is
also sent to the Team Manager. The same for other organizations with access to the athlete

and having included the athlete in their Registered Testing pool.

Furthermore, if the whereabouts for today and/or the day after of an athlete are modified
and a test is planned for one of these 2 days, also the TA (Test Authority), the SCA (Sample
collection Authority) in particular the DCO of the test and the Test Coordinator (even if they

are a 3d party Service Provider) receive an automatic notification.

If the access to the not submitted Whereabouts of the athlete is granted/revoked to/from
the Custodian organization, then users of the custodian organization will receive a

notification.

2. Whereabouts Update notification:

When submitted whereabouts of an athlete are modified, organization users of a planned
test (Testing Authority, Sample Collection Authority including confirmed DCO) will get

notified, provided they have the notification type Whereabouts Update notification set up in
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their user profile from the Admin. Organizations are the Custodian, the IF and NADO and 3d

party Service Provider with access to the athlete. Notifications are sent once per day for

every month modified by an athlete.

3. SMS Whereabouts notification:

When an SMS update is being sent by an athlete, the users of the Custodian organization
are notified, provided they have set up the SMS whereabouts notification in their user

profile.

5.3 CREATING LOCATION DESCRIPTORS

5.3.1 CREATING MANDATORY LOCATION DESCRIPTORS

Location Descriptors are used to record the location of athlete activities that occur on an
ongoing and regular basis. Creating a Location Descriptors saves the user having to define a

new location for each Athlete Whereabouts record for recurring activities.

1. In the athlete tree, click a quarter to access the Whereabouts Control Panel. (Click
on e.g. 2009-Q1).

El-whereabouts
Bl 2009-G2, Mot Submitteg

9-031, Mot Submitted

- Mar 2009
-~ Feb 2009
" Jan 2009

2. From the Whereabouts Control panel click on Create for the relevant mandatory

location descriptor.
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2009 Q1 =» Status: Not Submitted  submit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Test, Whereabouts TEWHMAGEZE5 LMITED KIMGDOM Male
sport f Discipline

Cycling | Road

Location descriptors new location descriptar

+ Location descriptor Category 01 entries i

* Please prowide & malling address créate set this cateqory as not applicable
* Please prowide & daily residence create set this cateqory as not applicable
* Please prowide & training location create set this cateqory as not applicable
* Plegse prowide & competition location create set this category as not applicable

populate calendar

A new Location Descriptor record will display.

Calendar Label®

Select Category*

) Competition . o T'fai"i"g O other
Location

O _Daily (overnight) . '®)] Mailing address .

residence

Address Use address of location: | ................... hd

| | *

Country* Postal code/Zip

[ eieeiiininennnns v | |

Region Telephone

Lttt et eeeaeaae e aaaaeaeas v | |

city™®

Alternate Telephone

Description of Location or Activity (optional)

3. Fill in the label: description of the location descriptor; should be unique within the

quarter.
4. Select a Category
a. Competition: recurring competition address
b. Daily (overnight) Residence: overnight athlete address
Training location: regular location

d. Mailing address: quarter mailing address
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e. Other

" If you are travelling or going on Vacation: use the Daily (overnight)
residence location type
5. Fill in the address: you may Copy the address from an existing location descriptor
using the drop-down list. Once selected, the details will be copied (not editable).
When saved, your location descriptor always keeps the same address as the ‘parent’
location descriptor. Any changes made to the parent will be copied over. You may
break the link by choosing the option ‘......."” from the list and save. The address fields
become editable again.
6. Fill in any other relevant fields.
7. Click Save and go back

8. Repeat these steps for all four mandatory location descriptors.

It is also possible to create a new location descriptor by clicking the New location

descriptor button.

When saving a location descriptor, the user can get multiple choices on what to do after

saving by hovering the mouse pointer over the save button.

cancel | save W

save and go back
save and create entries
ationality Gender
JADLA Male

They can simply save the page and remain on the same location descriptor by clicking save.

If they choose Save and go back, the descriptor will be saved and the user will go back to

the Whereabouts Control Panel.

If they choose Save and create entries, they will be redirected to the Populate Calendar

page with the created location descriptor pre-selected.

5.3.2 NEED ADDITIONAL LOCATION DESCRIPTORS?

Click on [New location descriptor] and repeat steps 3 to 7.
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0 It is possible to copy location descriptors from a previous Quarter; by clicking the

button copy previous quarter’s location descriptors on the Whereabouts control
Panel.

0 Once a descriptor is created you may opt to copy the location descriptor with address
onto new location descriptors at the same time, using the “Use address of location”
drop-down list. E.g. if you create a label ‘stadium’ for a Competition and you want to

link the same address to other descriptors like ‘cup selection’ or ‘medal award’:

You can create new location descriptors from an existing one using the “Linked location”

section at the bottom of the “Whereabouts Location Descriptor” screen.

To create a new location descriptor from here, click the “add linked location” button. Then

enter a label and select the category for the new location descriptor and save the page.

add linked location

Calendar Label® Select Category ™

Cup selection Competition w B

Once saved, ADAMS will automatically create a new location descriptor that is linked to this
one. At any time you can break the link from the (parent) descriptor by clicking the x icon
next. This does not delete the location descriptor, but breaks the link between the two

descriptors.

5.4 POPULATING THE CALENDAR & SUBMISSION

Once a location descriptor has been saved it can be used to populate the athlete calendar
using the Populate Calendar page.

5.4.1 INITIAL SUBMISSION

1. From the Athlete tree, click the desired Quarter

= Whereabouts

2009-Q2, Not Subrnitted
09-01, Mot Submitted
Mar 2009
Feb 2009
“Jan 2009
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2. Create your mandatory location descriptors or set them as not applicable. See the

mandatory location descriptors

3. Click

the populate calendar button on the Panel

2009 01 Status: Mot Submitted _submit
Athlete ADAMS ID# Date of birth Sport Mationality Gender
Training, Whereabouts TRWHMAZ 1215 25-Moy-1923 CAMNADES Male
Sport / Discipline
Cycling | Road

new location descriptor
+ Location descriptor Category 01 entries
* + My Mailing address Mailing address 0 edit delete
* + My overnight address Daily Residence i} edit delete
* + My training location Training Location i} edit delete
* + My competition location Cormpetition 0 edit delete

populate calen |

4. On the Populate calendar page, select the location descriptor from the dropdown

menu.
insert location descriptor
Location descriptor Start time* End time™* All DE'.V Adc! daily One hour testing slot
Location residence
- - start: end:
~
hotel (Daily {overnight) r - [06:00 . [7.00 H
add single entry
January 2009 F] February 2009 il March 2009 F]
Sun Mon Tue Wed Thu Fri Sat || Sun Mon Tue Wed Thu Fri Sat || Sun Mon Tue Wed Thu Fri Sat
1 2 3 1 2 3 4 5 =] i i 2 3 4 5 6 7
4 5 6 7 8 =] 10 8 =] 10 11 12 13 14 8 S 10 11 12 13 14
11 12 13 14 15 i6 17 15 i6 17 18 as 20 21 15 16 17 18 19 20 21
18 19 20 21 22 23 24 22 23 24 25 26 27 28 22 23 24 25 26 27 28
25 26 27 28 29 30 31 29 30 31
| Fopulate calendar and finish I Populate calendar and continue | cancel

5. Enter start/end time the athlete will be at the location.

»

Mailing address and Daily (overnight) Residence location type do not need a

start and end time.

» Competition, Training and Other can have an ‘All day’ entry [we allow more

than 1 ‘All day’ entries per day — sequence of displaying in the monthly view:

daily residence, mailing, competition, training, other]

» Time periods for entries cannot overlap (does not apply to entries of category

“Daily (overnight) Residence” or “Mailing Address” as they do not have time

periods.)
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» Disregard ‘Add daily residence’ — for future release

6. Check the One hour testing slot the athlete is available to be tested if applicable

and enter the start time of the slot

» There must be at least one “One hour testing slot” per day to be able to

submit the quarter

» It is not possible to enter a one hour testing slot period for “Mailing Address”

entries.

7. To populate multiple location descriptors at once, click Insert location descriptor

and repeat above steps 3 to 5 to add an extra line.

insert location descriptor |

Location descriptor Start time* End time®* One hour testing slot

Gym (Training Location) v | os:00 | [12:00] start: * [08:00 |end: * 9:00 <]
Home (Daily Residence) |+ | H
------------------ v | | | O B

8. Under Select dates, select the days on the calendar for which the entry is valid.
Click each date individually, or click a Weekday label (e.g. “Sun” or “Mon”) to select
multiple days. Click the checkbox on the right of the month label to select the entire

month. Days that don’t have any athlete entries are displayed in red!

9. Click Create entries and finish to save the entries and go back to the Whereabouts
Control Panel, or Create entries and continue to save the entries and populate the

calendar.
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Athlete ADAMS ID# Date of birth Sport MNationality Gender
Training, Whereabouts TRWHMAZ L1215 25-Mov-1983 CAMNSDA Male

Sport f Discipline
Cyrcling | Road

insert location descriptar |

Location descriptorq Start time* End time®* One hour testing slot
o = 2
|My Mailing address (Maili V| 3 B
|My competition location v| [o9:00] [17:00] F <]
|My avernight address (D v| start:* | 19:00 | end: * | 20:00 ]
|My training location (Trai V| [07:00] [o&:00] F <]
add single entry
4
January 2009 February 2009 March 2009
Sun Mon Tue Wed Thu Fri_Sat || Sun Mon Tue Wed Thu FriSat || Sun _Mon Tue Wed Thu Fri Sat
1 2 3 1 2 3 4 = & 7 1 2 3 4 = & 7

4 S (=] 7 (=] &l 10 (=] &l 10 11 12 13 1< (=] &l 10 11 12 13 1<
11 12 13 14 15 16 17 15 16 17 18 19 20 21 15 16 17 18 19 20 21
15 19 20 21 22 23 24 22§23 24 25 26 I27 I28 22 23 24 25 26 I27 I28
25 2 6 27 2 5 =9 50 51 ] 50 51
Populate calendar and finish ﬂ Populate calendar and continue | cancel |

10. Back on the Whereabouts Control Panel; click Submit to submit the created

whereabouts.

Whereabouts entries created

2009 1 Status: Not Submitted | sub
nthllelte ADAMS ID# Date of birth Sport Mationality Gender
Training, Whereabouts TRWHMAZ1215 25-Mov-1983 CANADA Male
Sport f Discipline
Cycling | Road

new location descriptor
+Location descriptor Category 01 entries
* + My Mailing address Mailing address a0 edit delete
* + My overnight address Daily Residence a0 edit delete
# + My training location Training Location an edit delete
* + My competition location Competition a0 edit delete

populate calendar |

Once whereabouts (re-)submission completes successfully, a Submission history
section appears. It contains snapshots, recordings of the whereabouts at the time of

submission.
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2009 Ql Status: Submitted _resubmit
nthllelte ADAMS ID# Date of birth Sport Nationality Gender
Training, Whereabouts TRWHMAZ1215 25-Mov-1983 CAMNADA Male
Sport f Discipline
Cycling | Road

new location descriptor
+Location descriptor Category 01 entries
* + My Mailing address Mailing address an edit delete
* + My overnight address Daily Residence an edit delete
* 4+ My training location Training Location a0 edit delete
# + My competition location Cormpetition an edit delete

populate calendar
i, mr e Ly

Date/Time User
Z25-Mov-2008 22:09 GMT Ndiaye, Chaya January February March

5.4.2 POPULATING USING THE MONTHLY VIEW

Create your location descriptors

Go to the Monthly view: from the tree select the relevant month

= yhereabouts
B 200902, Mot Submitted
- 2009-01, Submitted

Mar 2009

Feb 2009 /

3. Select a day by clicking its check box, or select a week by clicking the checkbox at its

right, or select all Fridays (for example) by clicking the checkbox at the top of the
column.
4. In the area below the month, click on the Location Descriptor drop-down list and

select the appropriate descriptor to add to the selected days.
l_l vany mnocsxiuci

add to selected days Wwhereabouts details

delete selected days update multiple entries

‘home v

5. Click Add to Selected Days. A form opens where the location descriptor can be
linked to a start/end time and the 1-hour testing slot can be indicated
Click on the Add to selected days button.

Repeat steps 3 to 6 from the previous section

Repeat these steps for the rest of the quarter and go back to the whereabouts control
panel to submit your whereabouts.
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= February 2009 =

Calendar
Sunday Monday Tuesday Wwednesday Thursday Friday Saturday
Ol L Ol L Ol L Ol
[ | = 1= 2 []s []e Oz0O
| home [ | home [
omo0-1z:00 E osmo0-1z:00 B osioo-1zi00 B osi00-1z00 B osoo-1z:i00 B omoo-i1zioo0 B oomoo-1zi00 EE
I dfsf I_dfsf I dfsf I_dfsf I dfsf I_dfsf I dfsf
O = O 2 1o ST 01z Oz O1s O
| home @ E& | heme E&
oson-1z:00 B os:oo-iz:00 B os:oo-izi00 B os:oo-1z00 B oso00-izo00 B osoo-1z:00 E osoo-1z:00 EE
O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf
dis ie iz is is [Jzo Oz O
om00-1z:00 E omoo-1z:00 B osioo-1z:00 B oioo-1zi00 B oso00-1z00 E osoo-1z:i00 B omoo-i1zioo B
O df=f O dfsf O df=f O dfsf O df=f O dfsf O df=f
2=z 2= [z Ozs [ze 2z Czs O
09:00-12:00 [ o9:00-12:00 [ 09:00-12:00 E 09:00-12:00 E§ 09:00-12:00 EJ 09:00-12:00 Ed 09:00-12:00 E3
O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf
- Daily Residence
; add to selected day Whereabouts detail
|NeW Single Entry... V| - .
delete selected day update multiple entrie
Whereabouts Attachments
Starting Date End Date Size Name Description
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5.4.3 MODIEYING YOUR WHEREABOUTS

4= February 2009 g

Calendar 1
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Ll Ll Ll Ll Ll Ll Ll
™ S 1z ]z [1a []s s O z0O
os:00-12:00 B 0%:00-12:00 Ed 0%:00-12:00 B o:o00-12:00 B 0%:00-12:00 B o:00-12:00 E os:00-12:00 E3
o df=f O df=f o df=f O df=f o df=f O df=f o df=f
e 1= 1o [11s [J12 [11z O O
0%:00-12:00 Ed 09i00-12:00 B 09:00-12:00 Ed 0%:00-12:00 EJ 0%:00-12:00 B4 0%:00-12:00 Ed omoo-1z:00 EH
O dfs=f 9 df=t 9 df=t O dfs=f 9 df=t O dfs=f 9 df=t
[1s [11s I [11s ] [1zo Oz O
09:00-12:00 B 0%:00-12:00 E3 09:00-12:00 B 0%:00-1z:00 Ed 09:00-12:00 Ed 09:00-12:00 Ed 0:00-12:00 E3
O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf
[Jzz [1zz [Jza [1z5 [ze [1zz Oz O
| heme B3l  home B4 home B4  home B4 home  Ed|  home 4
09:00-12:00 Ed 09:00-12:00 E3 09:00-12:00 B4 0%:00-12:00 Ed 09:00-12:00 Ed 09:00-12:00 B4 o::00-1z2:00 E3
o dfsf _dfsf o dfsf _dfsf o dfsf _dfsf o dfsf
- Daily Residence
" add to selected days whereabouts details
|New Single Entry.. Vl - - -
delete selected days update multiple entries
Wwhereabouts Attachments
add an attachrment |
Starting Date End Date Size MNanne Description

1. Go to the Monthly view, select a day by clicking its check box, or select a week by
clicking the checkbox at its right, or select all Fridays (for example) by clicking the
checkbox at the top of the column.

2. To delete all entries in the selection of multiple days, click Delete selected days. To
delete only one entry, click the blue X.

3. Click Update Multiple entries to update the time and the one-hour timeslot of
multiple entries at once. It invokes a popup where you can search for the entries you

want to edit, by specifying various criteria.

Starting Date End Date Start time End time

[1Jan-2009 | 31dan-2009 |

Location descriptor Select Category Calendar Label One hour testing slot
.................. v | ] “Etther one v
search
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Clicking the search button will display a list of entries matching the specified criteria.

Note: You will only see the athlete entries. Team entries cannot be found this

way.

Starting Date End Date Start time
01-lan-200% | 03-lan-200%9 |
Location descriptor Select Category Calendar Label
,,,,,,,,,,,,,,,,,, v T S

search

il Title Start time - End time Time slot
Thursday, 01-Jan-2009

F Daily Residence Home - =[10:00]

[F1 raining Lacation Gyrn 17:00 - 21:00

End time

One hour testing slot
Either one >

Location

555 Main St. Montreal CANADA
123 Center Lane Montreal CANADA

Friday, 02-]Jan-2009
F Daily Residence Home - =[10:00]

555 Main St. Montreal CANAD A

Saturday, 02-Jan-2009

[F Daily Residence Home - =[10:00]
[F raining Lacation Gyrn 17:00 - 21:00
Start time End time One hour testing slot
O Yes
[ 1] [ ] O No
() Mo change
Apply 2009-01

555 Main 5t. Montreal CANADA
123 Center Lane Montreal CANADA

You can then change some or all of the entries by following these steps:

i Use the checkboxes to select which entries you want to change

ii. Enter the desired start time and end time

iii. Select a radio button pertaining to the one-hour testing slot values

iv. Click the Apply... button

“Mailing address” entries are excluded from the search results because

they don’t have start/end times and they don’t qualify as one-hour testing

slots. Therefore they cannot be updated in this screen.

4. Repeat these steps for the 3 months of the quarter if desired

5. You must resubmit your whereabouts once you are done with your

modifications!
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m " Whereabouts entries created . _ .Supmlt_ted
Calendar ti ]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
O O O O O O O
[]1 Oz O=0
09:00-12:00 Ed 09:00-1z2:00 E@ o%:00-12:00 EH
O dfsf o dfs=f O dfsf
O s O s O e Oz O = O = O O
| home E heme [
0g:00-02:00 Ed 0s:00-0%:00 Ed 02:00-09:00 Ed 02:00-0%:00 E 0=:00-09:00 E 02:00-09:00 E os:00-0%:00 ER
T-test T-test T-test T-test T-test T-test T-test
09:00-12:00 [ 09:00-12:00 Ed o0%:00-12:00 Ed 09:00-1z2:00 E o=:00-12:00 E 0=:00-12:00 E 0s:00-12:00 E
O dfsf o dfs=f O dfsf o dfs=f O dfsf o dfs=f o dfsf
i iz iz [Jis is e Oaz O
omoo-1z:00 B 09i00-12:00 B omoo-1zioo0 B osi00-1z2i00 B omoo-1zio0 B omioo-1z:i00 B osioo-1zio0 ER
2 dfsf o dfsf 2 dfsf o dfsf 2 dfsf o dfsf 2 dfsf
! ] [zo Oz M 2z M Czz M Ozs O
0%:00-12:00 Ed 0%:00-12:00 Ed o%:00-12:00 B4 0%:00-12:00 B 0%:00-12:00 [ 09:00-12:00 B 0%:00-12:00 EH
2 dfsf o dfsf 2 dfsf o dfsf 2 dfsf o dfsf 2 dfsf
a5 Ces ez Ces ] Czo Oz O
0%:00-12:00 B4 0%:00-12:00 Ed o%:00-12:00 Ed 0%:00-12:00 B 0%:00-1z:00 [ 09:00-12:00 E 0%:00-12:00 EH
< dfsf < dfsf < dfsf < dfsf < dfsf < dfsf < dfsf
. Daily Residence
. add to selected days whereabouts details
|New Single Entry... V| " - —
delete selected days update multiple entries

6. Click on Resubmission required. The system brings you back to the whereabouts

control panel

Page 58 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org


mailto:adams@wada-ama.org�

SIADAM(S] e

trol Panel

The quarter has been modified since the last submission. Please
resubmit it!

2009 Ql Status: Submitted " resubmit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
BERBOFAGG 447 26-1an-1979 UMITED KIMGDOM Fermale

Sport f Discipline
Dancesport | Latin

new location descriptar

+ Location descriptor Category 01 entries

* + This category has been set as not applicable Mailing address - edit delete
* + home Daily Residence an edit delete
* + This category has been set as not applicable Training Location - edit delete
* + dfsf Cornpetition g9 edit delete
populate calendar
Date fTime User
18-Dec-2008 21:55 GMT Betty, Boop January February March

7. Click resubmit. The error message will disappear and you will see a new snapshot on

the Submission History section with today’s date.

itrol Pane
2009 1 Status: Submitted | resubmit
Athlete ADAMS ID# Date of hirth Sport Nationality Gender
BEROFAGGS4T 26-Jan-1979 UNITED KIMGDOM Fernale

Sport f Discipline
Dancesport | Latin

new location descriptar

+ Location descriptor Category 01 entries

* + This category has been set as not applicable Mailing address - edit delete
* + home Daily Residence an edit delete
* + This category has been set as not applicable Training Location - edit delete
* + dfsf Competition g9 edit delete

populate calendar

Date/Time

19-Dec-2008 16:10 GMT January February
|1.8—Dec—2008 21:55 GMT January February

Note:

Modifications after submission are tracked by the system.

The labels are:
- M: stands for Modified. This label will be applied to all days that were modified after

submission
- MT: Modified Today. Means that the athlete modified today, his whereabouts for

today.
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MT [z O] 2z 2=
o dg-1:00B  o09:o0-10:00E
Gt Location
Cescriptar

Hanuary 23rd
whereabouts
entrigs wers
modified after
zubmission

whereabouts
entries were
madified on

5.4.4 SINGLE ENTRIES

It is still possible to create single entries for locations which will not be used often in a
quarter (one-off entries). Single entries are not stored as a location descriptor and cannot be
copied from one quarter to another. In the Populate Calendar page, there is a section for

single entries.

<]
Calendar Label* Start time* End time* One hour testing slot
Select Category®
I{:} Mailing address I{:} Daily Residence () Training Location I(:) Competition (O Other
Address® City™* Telephone Alternate Telephone
Country* Region Postal codef2ip
v | v

Description of Location or Activity {optional)

If the single entry section is not displayed, click the add single entry button to have it

displayed.

add sinale entry |

Single entries follow the same rules as location descriptors. Just like descriptors, once the
entry is completed you can click on create entries and finish to save the entries and go back
to the Whereabouts Control Panel. Or you can click the Create entries and continue button to

save the entries and return to a blank Populate Calendar page to create new entries.

It is also possible to create a combination of entries from location descriptors and a single

entry for the days selected.
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5.5 WHEREABOUTS AUDIT TRAIL

This functionality allows users with the appropriate right to track the changes made to

whereabouts entries.

The audit trail is not immediately available, the data is imported daily therefore should you

need some immediate data send an email to adams@wada-ama.orq.

The feature is very resource consuming therefore must not be used at all time.

Organizations interested in that feature must send a request to adams@wada-ama.org.

5.5.1 CREATING THE AUDIT TRAIL BUSINESS ROLE

1. Login as you organization administrator

2. Select User Role Manager

Administration Ca

Wy DA,
Major Games
Uszer Account Management
Group manager
History log information
Manage access to athletes and non-athletes

Whereabouts Web Services

3. Click on New user role

_—# Mew User Role

User roles

4. Select the Yes for the Whereabouts audit trail

TUE Medical ¥iew Access ® (2]
Whereabouts Audit Trail (.4 G}/
Save

6. Go back to the administration home page by either clicking on Administration or on
the ADAMS logo

7. Select User account Management
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Major Games

P

User Role Manager

Group manager

History log information

Manage access to athletes and non-athletes

\Whereabouts Web Services

8. Search for the user you want to give access to

.Enter first or
ast name of the| 2
Search first, last name or son Types User account status sear
chaya ve Parson V| \ M
User type ﬂ 0 MO Participant Type ﬂ 2| Retired active persons?
O Yes
® No
O Either one
/
Person DOrganization Type MO Participant Type User Account Status K
Mdiaye, Chaya (cndiaye) i A0 Active View /e

9. On the user account tab edit the business role and select the user role you just

created

ct Items ‘ SaVE | cancel |

Available Items Selected items

Whreabouts Importer ~ add Whereabouts and TUE Audit trail;
Corrector 2 ¥ |

Team Manager Fermove

Default DCO

Whereabouts only =

Unlimited reporting add all

Athlete User Account Manager

wWaDA staff general rermnove all
OCa

Rale & hd

10. Save

5.5.2 VIEWING THE WHEREABOUTS AUDIT TRAIL

Login as a user with that right
Search for an athlete

Expand his whereabouts calendar

P W DN PR

Select a date
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6

June 2007
Calendar N 25 (2)
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
O O O O ]
1 2 0O
) F) s & z g 2 O
10 11 1z 13 14 15 16| O
17 18 13 20 21 22 23 O
24 25 26 22 MT DL# [J23 =0 O
Travel B R1 R1

Paris Mantreal Montreal

Travel Primary Residence

5. A new window with the whereabouts details will open and click on Audit Trail

Period covered by this repart:
28-Jun-2007 / 28-Jun-2007

print Audit Trail close

. . . I
Accessible whereabouts informations
Karam BIRDI
Sport: Aquatics
Gender: Male
Generated on: 28-Jun-2007
: Start
Suitable for | ., time Category Location n':j';:"]‘:rs J,e‘:'r"'iﬁg:i"n':"’ -
End time Y
Thursday, 28-Tun-2007
Current Pritary 800 seuare Victoria, Montreal, Quebec,
Suttable all da : ’ '
Address ¥ |:|Res1dence CANADA

The system will display the following information of available:

- Initial value of the entry
- The changes made
- Entry deletion if any

- Who made the changes

TEAM WHEREABOUTS

Team Daily (overnight) Residence entries are now counted towards the “one daily residence

per day” rule when submitting whereabouts.

To create and submit Athlete Whereabouts for a group or team of athletes, you would use

the Group Whereabouts feature from the MyZone Homepage.
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': ‘ Groups management

There select Whereabouts Team/Group Management and consult the on-line Help.

Search for athletes Groups management

[ | _find |

[non-Athlete only Selection List Management

athlete advanced search |

new person | list | Whereabouts Team/Group Management

Registered Test Pools

Competition L evels

Group Combination Search

7 NON-ATHLETE WHEREABOUTS

ADAMS allows anti-doping organizations to keep records of non-athlete individuals.

With the exception of the administrator, any active person of an organization can be
configured as a non-athlete. For example, it is possible to create a user account in ADAMS

for a DCO, a Team Manager or a doctor and configure their profile as a non-athlete.

Non-athletes can also enter their whereabouts in ADAMS. There are a few differences
between athletes and non-athletes whereabouts:
- whereabouts SMS updates, Web Service and importing are not supported for non-
athletes;
- the whereabouts entry/submission rules of their custodian organization are not
applicable to non-athletes, except that the current address is used as default;

- non-athletes can submit their whereabouts;
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- they do not receive notifications;

- they cannot be part of a whereabouts team.

There are a few major differences between athletes and non-athletes in ADAMS:
- non-athletes do not participate in Registered Testing Pool;
- when applicable, the non-athletes can only view ADRYV, sanctions and whereabouts in

their tree structure.

8 PRINTING A COPY OF THE WHEREABOUTS

Once an athlete’s whereabouts have been created, you can generate a printed copy.
1. In the athlete’s Whereabouts tree, click the desired month.

MNewy... hd

= TUES(3)

E'"Whereahauts

“2009-03, Mot Submitted
~2009-02, Mot Submitted

Elzo02-¢1, Submitted

""" Mar 2009

-~ Feb 2009

2. On the Athlete Whereabouts screen, under the calendar, click the Whereabouts

details button on the month you wish to print.

whereabouts details |

3. From the Whereabouts Report Criteria window, enter the date range for the print
out you wish to generate, and select the desired type of data: details only, or

calendar and details.
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outs report criteria

Starting Date
01-Aug-2005 =

Expiry Date
31-AUg-2005 )

Athletes *

Mark, Gilbart

view cancel

Click on the View button.

The Whereabouts Details window is displayed with the requested information.

To print a copy of the displayed report, click the print button or press Ctrl+P on
your keyboard.

9 ATTACHING DOCUMENTS

9.1 ADDING AN ATTACHMENT

ADAMS also allows you to attach documents to the whereabouts calendar month by month.
For example, you may want to attach a team training or competition schedule.
1. In the athlete Whereabouts tree, click the desired month.

ey, v

# TUES(3)

E'"Whereabu:uuts

' 2009-03, Mot Submitted
' 2009-02, Mot Submitted
Ez009-01, Submitted

""" Mar 2009

" Feh 2009/

Jan 2009

2. On the Athlete Whereabouts screen, under Whereabouts Attachments, click the

Add an attachment button.

add an attachrment |

Starting Date End Date Size Name Description

Page 66 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

SIADAM(S] e

3. In the Attach File for Whereabouts window, click the Browse button.

This will attach a file to one or more days in an athlete's
whereabouts calendar (for example: a team itinerary).

Description of Attachment

| |[ Browse...

Please select the date range that the attached file references.

Starting Date Expiry Date
01-Aug-2005 & 01-AUg-2005 |
Attach & Continue | cancel |

4. Navigate to the file you wish to attach and select it, then click the Open button.

Choose file

Laook jn: | -9 IZone Sample Files j - &F E-
e B Li wuan Bsurgery_Template
Bé ﬁMartin Corry Achilles Tendon lE_’]Thls is a sample schedule docurnent
My Fecent W medical_test_Template
Daocuments @ medication_Templake
T E& Neck % Ray B2 Tim Don
B redpath E& Torn acL
Desktop W Revised Template EZ Torn ACL MRI
: EZ Rotatar Cuff IE_I]treatment_Template
.-) E{ Rotator Cuffl E:us football
My Documents E:Rugby playerl E:women's basketball
ERugby player 2 Ewomen's basketballz
— ﬁRugby player 3 ﬁWrist Kray 2
5}! ﬁSample Athlete ﬁWrist WRay
iy Camzttss E:Shoulder wRay Eﬁ;ma Xuanze
B2 sun wen EExrarscap
- < |

ty Metwork File name: |This iz a test Doument attachment j Open I
Flaces
Files of tupe: |1 Files (%] -] Cancel

5. Back on the Attach File for Whereabouts, select the Start Date and Expiry Date.

6. If required, you can enter a description in the Description of Attachment text box.
7. Click on the Attach and Continue button.

See in the Activities tab:

add an attachment |

Starting Date End Date Size Name Description
8 23-May-z005 27-May-2005 19456  This is a test Dournent attachrnent.doc work Schedule

9.1.1 VIEWING ATTACHMENTS

1. In the Whereabouts Attachments section, click the name hyperlink of the desired
file.
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Starting Date End Date Size MName ‘/ Description
@21-lan-2009 21-Jan-2009 35 A0AMS Test Attachment. txt Description added later

H
@z21-lan-2009 22-Jan-2009 13824 ADAMS Test Attachrnent - Excel.xls Test attachrnent, Excel format <]
2. The corresponding attachment file is displayed in a separate window, according to
your browser’s settings.
9.1.2 EDITING THE ATTACHMENT INFORMATION
1. In the Whereabouts Attachments section, click the paperclip icon to view the
attached file information.
Wte End Date Size Mame Description
1} n-2009 Z1-lan-2009 35 ADAMS Test attachrment.txt Description added later <
@z1-lan-z009 22-lan-2009 13324 ADAMS Test Attachrnent - Excel.xls Test attachment, Excel format <]
2. The Update Attachment Information window is displayed.
Update Attachment Information
Please select the date range that the attached file references.
Starting Dat\‘e)K Expiry Date)K
21-Jan-2009 [ 22-1an-2009 | 05
Description of Attachment
| This describes the attachment
save | cancel |
3. You can change the Starting Date, Expiry Date and/or Description of Attachment.
4. Click the Save button.
9.1.3 REMOVING ATTACHMENTS
Warning: Removed attachments cannot be restored!
1. In the Whereabouts Attachments section, click the close button (B) of the file to
be removed.
Starting Date End Date Size Mame Description -.,_*
fz1-Jan-z009 Z1-Jap-z009 35 ADAMS Test Attachrnent.txt Description added later E
fiz1-lan-2009 22-Jan-2009 13824 ADAMS Test Attachrment - Excel.xls Test attachrent, Excel farmat =]
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2. The Remove Whereabouts Attachment confirmation window is displayed.

You are about to remove a whereabouts
attachment, once it's removed, it will NOT be
restored.

Are you sure to continue?

oK | Cancel |

3. Click the OK button to remove the attachment, or Cancel to keep it.

10 WHEREABOUTS ACTIVITIES GRID

The Notes & Activities tab in the Monthly calendar view displays significant ‘activities’ on
the whereabouts calendar for that month. ADAMS logs changes to Whereabouts and the
status of the submission (submitted, modified, etc.) in the Activity grid. Athletes can reject

Whereabouts entries entered by a Team Manager which will automatically create an activity

in the grid.
February 2009
add activity Filtered by: E
Reference date Activity Type Posted by Last updated +
01-Feb-2009 & month [Feb 200591 modified on 30-Jan-  Group Whereabouts mohanlal, 30-Jan-2009 +
2009 14:08 GMT Modified henk 14:08 GMT
01-Feb-2009 f§ month [Feb 2009] modified on 18-Dec-  Whereabouts mohanlal, 18-Dec-2008 +
2008 between 16:00 GMT and 16:02 GMTMaodified henk 16:00 GMT
01-Feb-2009 f§ month [Feb 2009] modified on 03-Dec-  Whereabouts lal, mehan  03-Dec-2008 +
2008 between 20:24 GMT and 20:25 GMTModified { Athlete )  20:24 GMT

11 GROUP MANAGEMENT

11.1 WHEREABOUTS TEAM / GROUP MANAGEMENT

The Whereabouts Team / Group Management function allows the NADO user to add athletes
to a team and then manage the Whereabouts of the entire team in ADAMS. A new “team
contact” tab has been added next to the athlete tab which allows specification of the main

contact for the team in the event that the team or specific athletes need to be located.
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11.1.1SEARCHING FOR AN EXISTING TEAM

1. Enter the team name

2. Click on the magnifying glass

create cancel

Enter the group name or leave blank for all groups,

[ cawi |,4"

11.1.2EDITING A GROUP

1. Search the team
2. Click on Edit

create cancel
Enter the group name or leave blank for all groups.
| canoe] |~
Creation Date Team/Group Name Team/Group Description #
27-Feb-2007 Canoe Team edit B

3. Enter the desired information
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Team/fGroup Name*

|Canoe Team

Team/Group Description

Last updated 11-May-2007 12:29 GMT , by MNdiaye, Chaya fram wabDa

You can edit
the team name

and description

Access list
[T public Access
Who has access

cancel save

To restrict the
access to the

Ndiaye, Chaya
Birdi, Karam

Sport/Discipline

team to specific
users

Team managers

=

select |

Canoe f Kayak | Flatwater

Pick

sport/discipline

Select the team
managers (must
be created first)

Athletes Contact Activities (0}
Add Athlete | Advanced search Add ( using the

Athlete search or
Advanced search)

[select all Athlete Sport-Discipline or remove athletes

O Antoine, Goetschy Canoe / Kayak - Marathon

O Beaurnon, Paul Canoe / Kayak - Flatwater e

il Bicard, Mauricio Canoe / Kayak Male

O Bloggs, Jon Canoe / Kayak - Flatwater Male

il Bored, Fredis Canoe / Kayak - Slalom Male

O Chaya, Ndiaye Canoe / Kayak - Flatwater Fernale

il Fewang, Ellen Canoe / Kayak Fermnale

O Fieldheirn, Mils Olav Canoe / Kayak Male

il France, Marie Canoe / Kayak - Flatwater Fermnale 2

Remove athletes

11.1.3CREATING A TEAM

2. Click Create

administration side for allocation to the Team Manager.

1. Select the Whereabouts team/Group management

Selection List Managerment
whereabouts Tearn/Group

Manauem/

Reqistered Test Poals
Cross groups
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=k agement ' create cancel
Enter the group name or leave blank for all groups.

\ |#

3. Enter:
a. Team/Group name
b. Team/Group description
c. Pick the access level: Public means that all users from your organization will
be able to view and edit the team. If you need to restrict the access:
i. In tick the Public access box
ii. Select the users who should have access to the team

iii. Save

Access list Remove the
public access

Fublic &ccess level

Who has access

MNdiaye, Chaya

save cancel

Possible users

Selected items

Andersen, Rune ~ fGave Chera
Bi. kK1 5 )

. . PRl
Boghosian, Thierry Irdi, Karam
Bouhaddi, Kenza

Coach, Test R

Cui, ¥ing

Dielen, Tom b M
Donzé, Frédéric
February, Month

Frey, Nicale add all
Garnier, Alain

Grenier, Matalie M
Ivanova, Victoria

kalsi, Jes

Kim, Keun-Youl

Koehler, Rob v

d. Pick the team sport/discipline: enter the first 3 letters of the sport and the
available list of discipline will display for you to choose.

e. Enter the team contact information on the contact tab.

f. Save

g. Search for the relevant athletes via the Athlete search or Advanced search
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E cancel save
Last updated 11-M=y-2007 20015 GMT , by Hdiay=, Chaya from WADA

Team/Group Name™ Access list
Baskethall Team [ public Access
Team/Group Description Who has access select
Group Description Ndiaye, Chaya
Sport/Discipline Team managers
|# | selest |
Basketball | Basketball
Athletes Contact Activities(0)
Aﬁﬂthlete | Advanced*rch
[select all Athlete Sport-Discipline Gender
O Chaya, Ndiaye Canoe / Kayak - Flatwater Fernals
O BIRDI, Kararm Aquatics - Swirnmming Mals
Remave athletes

h. After creating the team manager (see below for instructions) go back to the
team and add the team manager to the group
i. Save

11.1.4CREATING A TEAM MANAGER

1. Login as your organization administrator

2. Select User Account Management

Ay

WADA

Majar Games

User Account Management

User Role Manager

Group manager

History log infarmation

Manage access to athletes and non-athletes
Whereahouts Weh Services

Corrector log information

3. Click New User
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Search first, last name or username  person Types User account status search
‘ | active Parson o[ ~
User type | & - MO Participant Type | & = | Retired active persons? Non-athlete persons?
Yes O ves
[ O Ne
O Either one @® Either one
Person Organization  Type MO Participant Type User Account Status

VA

Create Athlete User new athlste agent user new asthma doctor user new user |

4. Enter:

a. Last name

c

First name
User type: select Team Manager
Username

Set status to Active

- o Q O

Re-enter the password

Enforce password reset

= (o]

Notification type: select the Message

Business role: Default Team Manager

j. Save
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save cancel

Last name™ ‘ First name ¥
Manager ‘

| | Baskethall Team

Usertypeﬂ -
Team manager

Address Create account

* ‘_ ~
Password | LTI | l{
x rce change password when the user logs in?
Repeat p a* | |

# The current password cannot be reused.
s Password length must be at least 8 characters

*

Username

Email notifications

®use Organization's configuration : Always send email
Ol d il Web Services [] Administrator [
ways send emai

C never send email

User can view records for athletes

in the following groups Notification Type Business roles
Default Te Manager

Basketball Team

Athlete Demographic Motification
Message

Whereasbouts Motification

11.1.5MANAGING THE ACCESS TO TEAM/ZGROUP WHEREABOUTS SECURITY

After setting up your Team/Group Whereabouts you can set them as private groups to

restrict the access and assign team managers. The system defaults to a public access
1. Edit the Team/Group whereabouts you want to manage
2. Uncheck the “Public Access” Tick box

3. On the “Who has access” list select the coaches or users you want to allow access
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Whereabouts Team/Group Management caneel
Last updated 17-J2n-2006 16:33 GMT , by Birdi, Kararn from WADA
Team/Group Name* Access list
Ski Canada [ Fublic Access

Team/Group Description

Who has access select |
Ndiaye, Chaya

Add Athlete Adwanced search
O select all Athlete Sport-Discipline Gender
O L1, F1 Table Tennis Male
[ L2, F2 Table Tennis Male
O L3, F3 Table Tennis Male
[ L4, F4 Table Tennis Male
O Smith, Tom Aquatics - Diving Male
Remove athletes

4. Save.

11.2 REGISTERED TEST POOLS

This function allows for searching (or advanced searching) of athletes. Once displayed, it is
fairly easy to add one athlete or many athletes into one of the specified selection pools. This

function can also be used to remove athletes from a registered testing pool.

Note that all ADAMS athletes must appear in at least one RTP.

If an organization has access to an athlete and has put them in a Registered Testing Pool,
their users with the Whereabouts Submission notification type will receive an automatic

notification whenever the athlete submits their whereabouts.

Selection List Management

Whereabouts Team/Group Management

Registered Test Pools
Competition L evels \

Group Combination Search
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cancel

Name Mo. of Athletes Description

International a7 edit
Mational 22 edit
Other 4587 edit

11.2.1EpIT RTP

1. Click Edit

Name No. of Athletes Description {
International a7 edif
Mational ZZ edit
Other 4557 edit

export cancel
Add Athletes to the Pool "International™
add Athlete | Advanced search |
Athletes in the Pool "International™
~
87 athlete{s) in current test pool
filter | remaove \
4T Start End Other test
Athlete Sport/Discipline GenderDatE Date Rankpuuls
r 05-Jul-  05-Jul-
1Swimmer, Dive  Aquatios | Free Diving Male 5o Siee o ed
e B Aquatios | 5 - 05-Jul- 05-Jul- d
wimmer, Dave Agquatics | Swimming ale 2006 >007 ed
r alicia, lim Bowling | Ten-pin Female gg—nzug— gg—DJ;n— 5 National ed
r Asia, Abby Aguatics | Diving Female 1 Mational ed
r Asia, Amelia Aquatics | Diving Fernale 1 Mational ed
= o
< | =

11.2.2ADDING ATHLETES TO AN RTP

Edit the RTP
2. Do either an Add Athlete or Advanced search to add athletes
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export cancel

Add Athletes to the Pool “International”
Add Athlets Advan:iﬁ search
Athletes in the Pool "International™
~
87 athlete(s) in current test pool
T e Lremase
— Start  End Other test
Athlete sport/Discipline Gender)" pate  RamK ool

r . 05-1ul-  05-Jul-

1Swimmer, Dive  Aguatics | Free Diving Male  Lone zagr L ed
r 05-Jul-  05-ul-

2 Swimmer, Dave Aguatics | Swimming Male  5ode zagr b ed
™ alicia lim Bowling | Ten-pin Female 2272087 24180 o pagonal  ed
I sia, Abby Aquatics | Diving Female 1 Mational  ed
I hsia, amelis Aquatics | Diving Female 1 Hational  ed

~
£ | &

3. Enter the athlete name
4. Select the athlete

5. Click Add to Test Pool
search for athletes: |chaya search

closs
add to Test Poal
Total results: 1
Preferred Date of Birth| National
Name

CHNDFAB2957 Chaya, Ndiaye Ndiaye Chaya F Feb 14, 1980 CAN WADA CaN

Total results: 1

add to Test Pool

11.2.3EXPORTING YOUR RTP LIST

1. Click on Export

cxport cancel |

Add Athletes to the Pool "International”
Add Athlete | Advanced search |

2. Select Save

File Download X

Do you want to open or save this file?

E MName: rtp.zip
Type: WinRAR ZIP archive

From:  adams-preview.presagia.com

Open ] [ Save Cancel

while files from the Internet can be uszeful, some filez can potentially
harm your computer. |f you da nat trust the sowrce, do not open ar
save this file. What's the risk?
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3. Browse to location you would like to save the ZIP file
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11.3 GROUP COMBINATION SEARCH

ADAMS supports a more easy and powerful way to move athletes from one group to
another, to add multiple athletes to a group, or remove multiple athletes from a group,

whether the group is a team, selection list, or registered testing pool.

mbinati i cancel
Inside of the groups Outside of the groups Athlete Sport Nationality
select | = select | = select |
First name Athlete Sport - Discipline
| | S -

Last name

-
add in | remaove from |group| .................. \i write message
Total results: 525
[J athlete Sport/Discipline Gender Test pools f::‘z}:t'tmn
[ Testwww, Autamatedww Skiing | Alpine Male Cther
[ Mastrantonio, Heather Skiing | Alpine Fernale COther
[Nadams, James Skiing Male Cther
[Bon Jovi, Joan Basg_etball | Winirrstgy iiimg | PE Female International
Mordic
[ kon, michihira Skiing | Alpine Male Cther
[Nwass, danes Skiing | IPC Alpine Female Cther
[ schild, adrian Skiing | Snowboard Male COther
[ svindal (421328), Aksel L, Skiing | Alpine Male Other
[Citest 1961, Alain Skiing | Snowboard Male COther -

The "Group Combination Search" section provides an athlete search across the various
groups of an organization. It also permits adding/removing selected athletes to/from any of

the groups. A typical use case might be:

e Select athletes who are in the "international” testing pool, but who are not in the
"Olympic selection list" and from the result, facilitate the integration of the found

athletes (or a subset of them) into the selection list.
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Some groups have business rules on which type of athletes can be part of them. Selection

lists, by design, can even contain duplicate athletes or placeholders. The transfer function
will silently avoid impossible transfers.

Note that in this section, as with team Whereabouts on the calendar, athlete’s names are
preceded by a character which indicates which type of group they are in:

C- Competition Level (National, International, Other)

R- RTP

T-Team

S-Selection List

As this is a powerful and potentially dangerous function, a special permission has been
created which must be granted by an organization’s administrator to a specific user. This
permission is not granted by default.

Groups mar

Selection List Managerment
wheresbouts Team, Group Management
Registered Test Pools

Cross groug§1

cancel
Inside of the groups Outside of the groups Athlete Sport Nationality
salectl j select j select j
First name Athlete Sport - Discipline
| | |# &l

Last name

searc“
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11.4BULK MESSAGES

It is possible to send a bulk message — a message to many athletes at once — using the
Group Combination Search feature.

11.4.1SENDING A BULK MESSAGE

1. Select Groups Management from My Zone, and then click Group Combination Search.

Selection List Management

Whereabouts Team/Group Management

Registered Test Pools

Competition Levels

Group Combination Search /

2. In the Group Combination Search screen, enter the search criteria and click Search.

The corresponding list of athletes is displayed.

cancel
Inside of the groups Outside of the groups Athlete Sport Nationality
select | = select | = select |
First name Athlete Sport - Discipline
| #
[ Last name
search
-~
Vi write message
al results: 525
Athlete SportfDiscipline Gender Test pools EEnETTDD

Levels
[ Testwww, sutormatedwie Skiing | Alpine Male Other

3. Select the desired athlete(s) to whom the message will be sent by clicking the
checkbox on the left of the athlete name in the list, or select all athletes in the list by
clicking the Athlete checkbox.
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4. Click the write message button.

5. Enter the message subject and text, and then click the send button.

Sroup Participation M

addin | _remave from |gruup| .................. "1
Subject| | send

Total results: 525

=
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12 THERAPEUTIC USE EXEMPTIONS (TUE)

A TUE is a form used by athletes to ask an Anti-Doping Organization (ADO) permission to

use a prohibited substance.

As of January 1%, 2009, in accordance with the revised World Anti-Doping Code, the
provisions in ADAMS for the Therapeutic Use Exemption (TUE) have been adjusted. The
Abbreviated TUE (ATUE) form will cease to exist as per December 31, 2009. Two new
forms are added: the Declaration of Use (DoU) and the TUE for Asthma (AST). These will
eventually supersede the ATUE. The Standard TUE form is still in place and will be renamed

into TUE.

An organization can decide whether or not to require prescribing physician details to be

entered into ADAMS. Please review the Administrator User Guide for more details.

The TUE authorizing individual will default to Organization’s TUE contact as configured by the

organization administrator.

12.1.1 ATHLETE DOCTOR

The purpose of the Athlete doctor role in ADAMS (formerly: Asthma TUE doctor) is to help
athletes enter TUE information. These users have limited access to athlete data, but they

can be granted access to enter TUE data on behalf of athletes from any organization.

The Athlete doctor needs to be first created as an organization user from the ADAMS
Administration, with an ADAMS user profile and a user account. For details on how to create

these, please see the ADAMS Administration User Guide.

Security Tab
Once an organization administrator has given the doctor access to an athlete, an entry will

be added to the Security tab of the athlete’s demographic page.
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Smith, John

Ermail:].smith@ermail.com
Mobile: 555-1234
Business: 555-6325

MyZone Page

Within the MyZone page, Athlete doctors only have access to the Message center.

B Messages
[ 1¥

Mo new notifications

MO new messages

To modify your preference, please click here

You may update your preference at any time by clicking your name at the top right of the window

Accessing TUE Information

Athlete doctors can access TUE, TUE for Asthma and DoU forms like other organization
users. First they must search and select the athlete for which they need to access the TUE
form. Then they can either select an existing TUE document, or create a new one using the
drop-down list box.

Athlete doctors may not be able to view or modify some of the fields on the form, such as

the ADO Reference number for example.

12.2 DECLARATION OF Use (DoU)

[Quoted from the STANDARD FOR TUE 2009]:

It is acknowledged that some substances included on the List of Prohibited substances are
used to treat medical conditions frequently encountered in the athlete population. For
monitoring purposes, these substances, for which the route of administration is not

prohibited, will require a simple declaration of use. These are strictly limited to:
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Glucocorticosteroids used by non systemic routes, namely intra-articular, peri-articular,

peritendinous, epidural, intradermal injections and inhaled route.

The declaration should mention the diagnosis, the name of the substance, the dose

undertaken, the name and the contact details of the physician.

In addition, the athlete must declare the use of the substance in question on the Doping

Control Form.

Athlete users can create a Declaration of Use form themselves by selecting this form from

the dropdown menu in the athlete tree section. Athlete users can view all DoU’s from their
athlete tree. Athlete doctors and users of the custodian organization of the athlete can also
create a Declaration of Use form on the athlete’s behalf:

12.2.1CREATING A DECLARATION OF USE

1. Go the file tree section.

Abbreviated TUE

TUE for asthma

Declaration of Use

DCF

Anti-Doping Test

ADRY

Sanction

YWhereabouts MNon Conformity

2. Select Declaration of Use from the New drop down list.
3. Complete all required fields (identified with *): see the section TUE Fields
descriptions for more details
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_cancel | _ save |

Athlete ADAMS ID# Date of birth Sport Mationality Gender
Adams, Adam TEADMASTZ281 CAMNADA Male
Sport f Discipline
Cyeling | Road

ADAMS DOU ID # ADO DOU Reference #

Date Documents Received

L 1=

Additional notes

SportlDiscipIine*
| Cycling | Road |'..J

Sporting l:lrganization>K Registered Testing Pools

| [ Y 4

Status

Mot Declared

Please specify a reason for the change of status. This reason will appear in the generated al:ti\.'it\|l'.>'<
Mew record

Declaration of use
details

Motifying Medical Practitioner

Diagnosis Information

Last Name First Name Qualification & Medical Specialty

| | | | | |
Address

| |
Country Region City Postal codefZip
L A o | | |
Telephone Work Telephone Home Telephone Mobile Telephone Fax

| | | | | | |
Email

Medical Information

]
Specific name of drug  prohibited Substance™ Dosage™®
ST R L Eevevreve Y sedisuened
Freameney 6f AOmsrERED ROUt? ?f . Expected Duration of Starting Dates of
Administration Treatment Medication
[ |[ as needed ¥ [ S | i

Medical information

Conditions and Comments
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I. Fill in Date document received (date when the hard copy file was received)

I1. Fill in the relevant Sport/Discipline as needed. Enter the first 3 letters and press on the

magnifying glass.

I1l. Select the Sporting Organization from the pick list. Enter the first 3 letters and press on
the magnifying glass. This is the organization to which you are submitting the DoU.
IV. The Registered Testing Pools dropdown lists all RTP’s the athlete belongs to. Select the
relevant one for the DoU.
V. Notifying Medical Practitioner: fill in the Medical Practitioner’s Last Name, First Name,
Qualification & Medical Specialty, Address, Country, Region, Telephone and email

address. Provide at least one telephone number. [The Sporting organization has the option to make
certain fields mandatory — first/last name, country, city, telephone work]

V1. Medical information:

a. Specify the medication: fill in the Specific name of drug

b. Select the relevant Prohibited Substance from the dropdown list

c. Fill in the dosage and select the unit

d. Enter the frequency of administration

e. Select the route of administration

f. Optionally enter the treatment duration and the date(s) of administration

using the Calendar [the calendar icon is for selecting a single date to add to
the list and the ‘-* button for removing a date]

Dates of administration

15-Mar-2009 |
22 Mar-2009 -

g. Indicate conditions and comments, if any

VIl. Diagnosis Information tab, Medical information (optional)

Declaration of use

details Diagnosis Information

Diagnosis Diagnosis description

| Other, please specify *4 |
Medical Exam f Test Performed

Additional Information
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a. Pick a diagnosis in the Diagnosis pick list (the most common diagnosis are

listed.) If your diagnosis is not in the list pick “Other, please specify” and
enter the diagnosis in the Diagnosis description field.

b. Enter the Medical exams/tests performed and any additional information.
4. Submit the DoU by selecting the Status Declared and press the Save button.
(Specify a reason to keep a trace). You may also keep/set the Status to Not

Declared and then press the Save button to complete your DoU later.

12.2.2 ACCESS TO A SAVED DECLARATION OF USE

A DoU can have one of the three status values: Not Declared, Declared and Cancelled. The

possible status transitions are:

Not Declared -> [Declared |Cancel]
Declared -> [Cancel] (Medical Information section fields are locked in this status)

Cancel -> [] (All fields are locked in this status)

Athlete users
Athletes can view all Declaration of Uses created for them regardless of the status.
They can only edit a Declaration of Use if the status is “Not Declared”.

If the status of the Declaration of Use is “Declared” the athlete can only “Cancel” it.

Athlete doctor users

Athlete doctors can view all Declaration of Uses, regardless of the status, for the athletes
assigned to them. They can also create them.

They can only edit a Declaration of Use created by the athlete or themselves, if the status is
“Not Declared”.

If the status of the Declaration of Use is “Declared” the athlete doctor cannot “Cancel” it.

Organizations with access to the athlete

1. If the organization created the Declaration of Use:

- They can edit the Declaration of Use if it is “Not Declared”.
- When the Declaration of Use is “Declared”, they can edit all the fields except the

Medical Information Section fields (e.g. Substance).
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- When the Declaration of Use is “Cancelled” they can only view the Declaration of Use.

2. If the organization did not create the Declaration of Use:

- They can only view the Declaration of Use if it is “Declared” or “Cancelled”
3. WADA
- WADA users with access to the athlete can view all Declaration of Use’s regardless of
status.
- If WADA created the Declaration of Use then it follows the same rules as other

organizations.

12.2.3RENEWING A DoOU

1. To renew an existing (Declared) DoU you can create a clone of the original DoU and
then edit the relevant date details for the next DoU period. This saves having to fill in
a new form for the same DoU. Click the Renew button from within the relevant

declared DoU.

ADAMS DOU ID # ADD DOU Reference #

DU-1986881 fensw

audit trail

2. The existing DoU opens, then change the dates to reflect the new period of cover
going forward and click the Save button. This will create the renewed DoU entry

within the system.

12.2.4DELETING A DoU

Users who have the corrector role can delete cancelled TUEs and DoUs. However, such

records cannot be deleted if they are linked to an AAF or ATF.

To delete a cancelled DoU:

Select an athlete, and then go to the file tree area.
Click the plus (+) sign next to TUEs to expand the list.
Click the desired DoU from the list. The DoU is displayed.

In the TUE screen, click the Correct button.

o r W

A Corrector dialog box is displayed. Click the Delete the Declaration of Use radio

button, and then click Next to delete the cancelled DoU.

o

Enter a reason for deleting the DoU, and click Save.

The DoU is deleted.
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12.2.5DoU NOTIFICATIONS

When an athlete user changes the status of a DoU to “Declared”, a notification is
automatically sent to themselves, their doctor, their custodian organization and any

organization with access to the TUE, including WADA.

When an athlete doctor user changes the status of a DoU to “Declared”, a notification is
automatically sent to themselves - and any other doctor with access to the athlete -, to the
athlete, their custodian organization and any organization with access to the TUE, including

WADA.

When an organization user changes the status of a DoU to “Declared”, a notification is
automatically sent to themselves - and users of any other organization with access to the

athlete, including WADA -, to the athlete and to their doctor.
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12.3TUE FOR ASTHMA (AST)

[Quoted from the STANDARD FOR TUE 2009]:

Minimal requirements for the medical file to be used for the TUE process in the case of asthma
and its clinical variants: The file must reflect current best medical practice to include:
a. a complete medical history
b. a comprehensive report of the clinical examination with specific focus on the
respiratory system
c. areport of spirometry with the measure of the Forced Expiratory Volume in 1 second
(FEV1)
d. if airway obstruction is present, the spirometry will be repeated after inhalation of a
short acting Beta-2 Agonist to demonstrate the reversibility of bronchoconstriction
e. in the absence of reversible airway obstruction a bronchial provocation test is required
to establish the presence of airway hyper-responsiveness
f. exact name, specialty, address (including telephone, e-mail, fax) of examining

physician

The Medical file for a TUE for Asthma can have two status’ in ADAMS: “File for approval” or

“Medical file to be submitted in case of AAF”.

Medical file status*®
File for approval ® Medical file to be submitted in case of AAF

Athlete users can create a TUE for Asthma themselves and view all AST’s created by/for
them. Users of the custodian organization of the athlete have the option to create a TUE for

Asthma form on the athlete’s behalf.

A TUE for Asthma can only have the medical file status “File for approval” if the athlete is in
the international pool of an International Federation (IF).

Medical file status™*
(® File for approval
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12.3.1CREATING A TUE FOR ASTHMA

1. Go the file tree section.

TUE

Abbreviated TUE

TUE for asthma

Declaration of Use

DCF

Anti-Doping Test

ADRY

Sanction

YWhereabouts Mon Conformity

2. Select TUE for Asthma from the New drop down list.

3. Complete all required fields (identified with *): see the section TUE Fields
descriptions for more details
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L ceneel | | save |

Athlete ADAMS ID#

Adams, sdam

Date of birth

TEADMASTZ2E1

Gender
rMale

Sport Nationality
CANADA

Sport / Discipline
Cyweling | Road

ADAMS TUE ID #

ADD TUE Reference &

Date Documents Received

=

Ad onal notes

Effective Date

Rejection Date

=

=

Sport|Discipline *

Next competition and date

\ Cycling | Road

|+ \

Sporting Organization™

Registered Testing Pools

|~ \

Authorizing Body +

Medical file status™

O File for appraval
Status ¥ Sub Status

O Medical file to be submitted in case of AAF

\ 4|

4

Please specify a reason for the change of status. This reason will appear in the generated activity. *

Mew record
TUE De: Diagnosis support

Notifying Medical Practitioner

Last Name First Name

Qualification & Medical Specialty

Address
Country Region City Postal code/fZip
Telephone Work Telephone Home Telephone Mobile Telephone Fax

Email

1

Medical Information

Prescribed Methods of Use
O crisis Prevention

[ Before Exercise

[ paily Taken

Specific name of drug

Prohibited Substance

*

Dosage™

o .. 4

Frequency of Admi

* Enpiry Date

I:H as neaded | M [

------ | [

Medical information

Conditions and Comments

N80 Chief Medical Officer

Last Name

First Name

Notified?

TUE Decision
Name of TUEC Representative(s)

Application Complete

Date Received

Im

TUEC Decision Note

Previous TUE Request(s)

Previous TUE Requested?

Date (If Applicable)

ic |
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I. Fill in Date document received (date when the hard copy file was received); and

the Effective date (effective start date of the TUE for Asthma)

I1. Fill in the relevant Sport/Discipline as needed. Enter the first 3 letters and press on

the magnifying glass.

1. Fill in the Sporting Organization from the pick list. Enter the first 3 letters and press
on the magnifying glass. This is the organization to which you are submitting the
TUE for Asthma. For international RTP-athletes, the only organizations that can be
selected for a given athlete are the international federations that are specified in
the sports tab of the athlete. For all other athletes, any organization can be

selected.
IV. Only specify the event/date under Next competition and date if it is relevant

V. The Registered Testing Pools dropdown lists all RTP’s to which the athlete belongs.
Select the relevant one for the TUE for Asthma. International RTP-athletes must

submit the File for approval to their IF.

V1. Enter the Authorizing Body information: click the plus (+) sign to display the

details.

Medical file status®

C File for approval O Medical file to be submitted in case of AAF
Status™ Sub Status

W W

Please specify a reason for the change of status. This reason will appear in the generated activitv.*
New record

VIIl. Enter info regarding the Medical file status and the status of the AST

The status that a TUE for Asthma can have depends on the value of the Medical

file status radio button.

o If “File for approval” is selected, then the statuses available are: Not
Submitted, Incomplete, In Process, Submitted, Approved, Rejected, and
Cancelled. [These statuses then follow the same rules as those of a normal
TUE].
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o If “Medical file to be submitted in case of AAF” is selected, then the

statuses available are: Not Declared, Declared, Cancelled, [The statuses in this

state follow the same rules as those of a DoU]

VIII. On the “TUE Details” tab:

a. under “Notifying Medical Practitioner” (the doctor signing the form), fill in the

Medical Practitioner’s Last Name, First Name, Country, Region and Work

Telephone. [The Sporting organization has the option to make certain fields mandatory —

first/last name, country, city, work telephone]

b. under “Medical Information”:

Vi.

Vii.

viii.

indicate the Prescribed methods of use: prevention of the crisis only,

before the exercise only or daily taken [only one option to select]
fill in the Specific name of drug.

select the relevant Prohibited Substance from the dropdown list.
Fill in the dosage and select the unit.

Fill in the frequency of administration (accepts decimal values)
Select the route of administration.

Enter an expiry date (expiry date of the TUE for a medication).
Under Conditions and comments indicate any.

You may consult the guidelines page on Therapeutic Use Exemptions

by clicking the Medical Guidelines hyperlink.

c. Optionally under NSO Chief Medical Officer the name of the National sporting

organization Chief Medical Officer and whether this person was notified

d. Optionally under TUE Decision additional information on the decision (TUE

committee may not be relevant for the TUE for Asthma)

e. Optionally under Previous TUE Requests any historical information

IX. On the “Diagnosis support” tab:

a) Pick a (mandatory) diagnosis in the Diagnosis pick list (the most common

diagnosis’ are listed.) If your diagnosis is not in the list pick “Other, please

specify” and enter the diagnosis in the Diagnhosis description field.
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b) Enter any additional information.

TUE Details Diagnosis support |

Medical Information

Diagnosis* Diagnosis description*

| Other, please specify v{ |

Additional Information

Medical history

Has the athlete had any asthma symptoms during childhood? O ves O No
If not, at what age did the symptoms necessitating the present request occur? I:I
Has the athlete had any other allergy symptoms? Oves ONo

{Antecedents, medication used, allergy or not, etc})

Clinical examination

({Complete clinical report with specific focus on the respiratory system)

Spirometry (BTPS)

This test is not sufficient enough to confirm the diagnosis and must imperatively be completed by a
bronchial reversibility test or by a provocation test.

Spirometry (BTPS) absolute value % predicted
FYC{L)

FE¥1{L}

FE¥1/F¥LC %

FEF25-75 (L/sec)

Please attach a peak flow if available.

Comments

Asthma tests
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Medical history: answer at least the mandatory questions

d) Clinical examination: optionally add any details on the clinical report targeting

e)

more particularly the respiratory system.

Enter details on Spirometry: All the fields in the table (except the comment
field) are mandatory when the TUE for asthma is in the status: Submitted, In
Process, Approved, Rejected, Declared. In addition, the label of “% predicted”

is a link to a help file.

Link Asthma tests: for TUE’s for Asthma having the medical file status File
submitted for approval a link Asthma tests is provided in the Diagnosis
support tab. The user can enter the results of the tests used to determine the

use of prohibited substance declared in the AST.

TUE Details Diagnosis support Activities (1) WADA Dnly Activities(0)

Diagnl:lsis)K Diagnosis desu:riptin:ln)'c

Other, please specify » |asthma

Medical Exam f Test Performed

Additional Information

Clicking on the link opens a form that contains a list of TESTs. If a user has
the right to edit the AST, then asthma tests will be editable. If the user only
has the right to view the AST, then they can view the asthma tests but are not

allowed to edit them. It is possible to indicate which TEST was conducted.
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All of the various tests are in a single pop up. The individual sections can be
expanded or hidden by clicking the “Fill in” links.
——

Bronchial challenge tests to justify the use of betaZ-agonists

At least one of the tests indicated below must be selected. Only tests performed after August 2004 will be taken into
consideration by the independent panel.

Bronchodilator test Fill in

Eucapnic voluntary hyperpnea test Fill in
Laboratory exercise or field exercise Fill in
4.5% Saline Test Fill in

Mannitol Test Fill in

Methacholine test Fill in

N.B. : The results of bronchial provocation tests using pharmacological agents other than methacholine (e.g. carbachol,
histamine or adenosine monophosphate) will not be accepted.

save close

The Asthma Tests are required as per Standard, they can either be filled out
on-line or attached as file in the ‘Add Medical info’ section of the ‘Diagnosis

support’ tab.

Asthma tests save close

Bronchial challenge tests to justify the use of beta2-agonists

Flease =elect the test conducted

[] Bronchial reversibility test Fill in

[] Eucapnic veluntary hyperpnea test Fill in
[] Laboratory exercise or field exercise Fill in
[] 4.5% Saline Test Fill in

[] Mannital Test Fill in

[[] Methacheline test Fill in

Well-controlled asthma

As per the Medical Information to Support the Decisions of TUEC, an athlete with known, but well-controlled asthma recording
a negative rezult to the bronchial provocation test(z), can seek approval for the use of inhaled betaZ agonists on the basis of
case review. The following documentation can be included in the medical file:

Consultation notes with treating respiratory physicians
Hospital emergency department reports

Haospital admission summaries for acute exacerbations
Age of onset

Description of athlete's symptoms

Trigger factors

Medication use

History of atopia

Physical examination findings

Results of allergy testing

Results from negative proveocation test(s) results

save close | &
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A TEST is considered complete if the ‘conducted’ checkbox is ticked and there

are only non-empty values in all its fields [otherwise ‘partially complete’ will be
indicated].

*

Required as per Standard, either complete online or attach the file in the "activity"” section of the
"Diagnosis support™ tab

® Eucapnic voluntary hyperpnea test is completed
® Bronchial reversibility test is partially completed

X. Fill in any other available information.

N.B.: if the medical file status is ‘Medical file to be submitted in case of AAF’ then
these fields (medical history, clinical examination, asthma tests, spirometry) are

no longer marked as ‘Required as per Standard’.

4. Click the Save button. Once a TUE for Asthma is saved, it is possible to generate a

PDF application form, which can be saved or printed. To do this, click the Generate
Application Form button.

Generate Application Form |
ADAMS TUE ID # ADO TUE Reference # -
AST-33141 Generate TUE Receipt |

FENEW |

After saving a TUE for Asthma for the first time, the Activities tab will be enabled. You
can attach any files or documents via the Activities tab.[NOT the confidential

MEDICAL files!! As this Activities tab is viewable by all organizations with access] For
full details see the section on Attaching Files in ADAMS.

TUE Details Diagnosis Information Activities(1)
Last Name ¥ First Name ¥ Qualification & Medical Specialty
smith john
Address

12.3.2EDITING A TUE FOR ASTHMA

1. Select an athlete, and then go to the file tree area.

2. Click the plus (+) sign next to TUEs to expand the list.
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3.

Click the desired AST from the list. The AST is displayed.
In the TUE screen, click the Edit button. The AST is redisplayed in Edit mode.
Make the appropriate changes. If you change the Status you must fill in the reason

for the change in the Reason field.

The Status can have different values:

- Not submitted (default): data entry is still in progress and AST not yet submitted

- In process: AST received and being reviewed

- Incomplete: application incomplete and sent back to athlete for more details

- Submitted: formal submission

- Approved: approved by approval body. Authorization body fields and date are
mandatory. [No longer possible to add new medications, only edit/delete existing
ones]

- Rejected: AST application was rejected. Rejection date becomes mandatory. [No
longer possible to add new medications, only edit/delete existing ones]

- Cancelled: AST application is cancelled. Nothing is editable thereafter. Only
activities may be added.

You may also opt to select a Sub-status reflecting the present situation

Possible Status transitions are:

Initial > [Not Submitted|Submitted|In Process|Rejected|Approved|Incomplete|Cancelled]
Not submitted - [Submitted | Cancelled]

Submitted - [Incomplete | In Process | Cancelled]

In Process > [Approved | Rejected | Cancelled]

Approved > [Rejected | Cancelled]

Incomplete > [Submitted | Cancelled]

Rejected - [Approved | Incomplete | Cancelled]

Cancelled - [ ] Locked AST, not editable anymore

If “Medical file to be submitted in case of AAF” is selected, then the statuses

available are: Not Declared, Declared, Cancelled

Each time the Status of the AST is changed, the athlete will automatically receive a

notification.

Click on the Save button.
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12.3.3APPROVING A TUE FOR ASTHMA

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired AST from the list. The AST is displayed.

In the TUE screen, click the Edit button. The AST is redisplayed in Edit mode.
Change the status to Approved.

Enter a comment in the Reason field to explain the change in status.

N o o~ ®DNPE

Fill in the Authorizing Individual’s last name and first name (configurable from Admin
such that the details are automatically prefilled from the Contact page)

8. Fill in the Authorizing Date.

9. Fill in the Effective date and the Expiry date.

10. Click on the Save button.

Last Mame* First Name®* Authorizing Organization® Authorization Date*
[Borden | [ames uct || g-aprzons v O
Status* Sub Status

Approved v ......................... V

Please specify a reason for the change of status. This reason will appear in the generated aCtiUit?.*

Reason for Status change here...

12.3.4GENERATING AN AST RECEIPT

1. When an AST has had its status changed to Approved and has been saved, the

system will offer you the option to generate an AST Receipt hard copy.

Generate Application Form |

ADAMS TUE ID # ADOD TUE Reference #

AST-23141 Generate TUE Receipt |

renew |

2. Clicking the Generate TUE Receipt button will generate a PDF file within the work

area of the system. This can be printed by clicking the PDF Printer icon.
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o~
TS b e AL 5
A7 33141
@@@ spEEAn et e
CERTIFICATE OF APPROVAL FOR THERAPEUTIC USE - ASTHMA
CERTIFICAT D'AUTORISATION D'USAGE A DES FINS THERAPEUTIQUES - ASTHME
{)File Approvad; Dossier approuve
(MFile avaitable for consulta tion Dossier disponible pour conswation
Athlete Details/Renseignements sur I'athléte
Surname/fom de famille Givan Mamej Préncm GendarjSexs
Adams Adam male
Date of Birth/Date de naissance  Sport/Spovt Disciplina/Discipline
Ice Hockey Ice Hockey
Competition Nama Ragizterad Testing Paal
[hiom de i3 compétition fGroupe cibie
Medical Infor /@ i &
The Athlete has recelved approval for the wse of the prohiibed substances(s) listed below under the
conditions stipulated In this document, [/ Caffids 3 oy FRUMsanon o uTilse @ (Fes) Substaioers)
daterditeds) cifdels) cf dessous selw oy fles) ) dans oo
Diagnesis/ agnostic: Asthma
Effective date/Date dentrie en viguour: _ 25-Feb-2009
Erahibited Substance/ Susst formoteral
Desag ! Dossge Framjuarc i Sriguence Poutes Vol Start of trestmest End of trestsant
SOl du tredtement S du tradbemaent
2 inhalaticn{a) as nesded Lesgiation z8-Feb- 2009
Comment(z)/Commentairafs): b
Done & Unknown Zone

12.3.5REJECTING AN AST

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUE’s to expand the list.

Click the desired AST from the list. The AST is displayed.

In the TUE screen, click the Edit button. The AST is redisplayed in Edit mode.

o pr wNPE

Change status to Rejected.

6. Select the appropriate Sub Status item.

Status® Sub Status

| v

Delegated to Authorizing Organization for approval
o Reverse by ADO

el Reverse by WADA

Under appeal to CAS as 2nd appeal instance by WADA
Under appeal to CAS/Natl. appeal body

Under review by ADOQ

Under review by WADA

W,IQDA Review requeste? b\ly' Athlete

TUE Details

Last Name
[

7. Fill in the Reason field.

Status ¥ Sub Status
|Rejeu:ted M |Reverse by WaDa, M

Please specify a reason for the change of status. This reason will appear in the generated activity.*

RFeason for rejection here....

8. Fill in the Date of Rejection.
9. Click on the Save button.
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12.3.6RENEWING AN AST

1. To renew an existing (Approved) AST you can create a clone of the original AST and
then edit the relevant date details for the next AST period. This saves having to fill in
a new form for the same AST. Click the Renew button from within the relevant

approved AST.

Generate Application Form
ADAMS TUE ID # ADO TUE Reference #

AST-33141

Generate TUE Receipt

FENEW |

2. The existing AST opens, the authorization fields are blanked out, then change the
dates to reflect the new period of cover going forward and click the Save button. This

will create the renewed AST entry within the system.

12.3.7CANCELLING AN AST

An existing AST can be cancelled by the custodian organization. NOTE THAT THIS
ACTION CANNOT BE UNDONE.
1. Select an athlete, and then go to the file tree area.
Click the plus (+) sign next to TUEs to expand the list.
Click the desired AST from the list. The AST is displayed.
In the AST screen, click the Edit button. The AST is redisplayed in Edit mode.

Change status to Cancelled.

e

A confirmation warning dialog box is displayed. Click OK to cancel the AST.

12.3.8DELETING AN AST

Users who have the corrector role can delete cancelled AST’s. However, such records cannot

be deleted if they are linked to an AAF or ATF.

To delete a cancelled AST:

Select an athlete, and then go to the file tree area.
Click the plus (+) sign next to TUEs to expand the list.
Click the desired AST from the list. The AST is displayed.

In the AST screen, click the Correct button.

o h W N

A Corrector dialog box is displayed. Click the Delete the TUE for Asthma radio
button, and then click Next to delete the cancelled AST.
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6. Enter a reason for deleting the AST, and click Save.
7. The AST is deleted.

12.3.9ACCESS TO A SAVED TUE FOR ASTHMA

Athlete users

They can view all of their TUE’s for Asthma regardless of their status and of who created it.
They can edit or cancel TUE’s for Asthma that are "Not Declared”, "Not Submitted" or
"Incomplete”. When the status is “Incomplete”, they can edit everything except the Medical

File status. If the form is in any other status, the athlete can only view the form.

Athlete doctor users

Athlete doctors can view all TUEs for Asthma, regardless of the status or medical file status,
for the athletes assigned to them. They can also create TUEs for asthma for their athletes,
for both types of medical file status. (With the exception of International RTP athletes, for
which the medical file must be submitted for approval.)

They can edit a TUE for Asthma created by the athlete or themselves, if the status is “Not
Submitted” or “Not Declared”. They can also edit a TUE for Asthma if the status is
“Incomplete”, regardless of who created it (the athlete, themselves, or the Anti-Doping

Organization).

Organizations with access to the athlete

1. If the organization created the TUE for Asthma:

- If the TUE is "Not Declared" or "Not Submitted”, they can edit the whole form.
- If the TUE is "Submitted", "Incomplete" or "In Process", they can edit the whole page
except Medical file status.
- If the TUE is "Declared", "Rejected" or "Approved", they can edit everything except
Medical file status and the Medical Information section. Those fields will be read only.
- If the TUE is “Cancelled”, all fields are locked.
2. If the organization did NOT create the TUE for Asthma:

- They cannot view TUE for Asthma forms that are "Not Declared” or "Not Submitted".

- The can only view the TUE for Asthma when it is in any other status.
3. WADA

- WADA users with access to the athlete can view all the TUE for Asthma regardless of

their status.
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- If WADA created the TUE for Asthma then it follows the same rules as other

organizations.
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TUE Details Diagnosis support |

Medical Information

Diagnusis”< Diagnosis dest:ri|:ttiun:’k

| Other, please specify \1 |

Additional Information

Medical history*

Required as per Standard, either complete online or attach the file in the "activity" section of the
"Diagnosis support” tab

Has the athlete had any asthma symptoms during childhood? Oves ONo
If not, at what age did the symptoms necessitating the present request occur? l:l
Has the athlete had any other allergy symptoms? O ves ONo

{Antecedents, medication used, allergy or not, etc)

Clinical examination*

Required as per Standard, either complete online or attach the file in the "activity" section of the
"Diagnosis support” tab

{Complete clinical report with specific focus on the respiratory system)

Spirometry (BTPS)*
Required as per Standard, either complete online or attach the file in the "activity"” section of the
“Diagnosis support” tab

This test is not sufficient enough to confirm the diagnosis and must imperatively be completed by a
bronchial reversibility test or by a provocation test.

Spirometry (BTPS) absolute value % predicted
FYC{L)

FEY1{L)

FEY¥1/F¥C %

FEF25-75 {(L{sec)

Please attach a peak flow if available.

Comments

Asthma tests *

Required as per Standard, either complete online or attach the file in the "activity" section of the
“Diagnosis support” tab

_concel | _ save | @
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12.4TUE (TUE)

TUE’s (formerly Standard TUE) are used for substances that are not pre-approved by an
ADO or WADA.

12.4.1APPLYING FORA TUE

1. Select an athlete, and then go to the file tree section.

2. Select TUE from the New drop down list.

TLE

Ahbreviated TUE

TUE for asthma

Declaration of Use

OCF

Anti-Doping Test

ADRY

Sanction

Whereabouts Mon Conformity

3. The TUE screen is displayed. Complete all required fields (with *): see the section

TUE Fields descriptions for more details.
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_cancel | _ save |

Athlete
Adarmns, Adam

ADAMS 1D # Date of birth

TEADMAST2E1

Sport Nationality

Gender

COMNAD Male

Sport / Discipline
Ice Hockey | Ice Hockey

‘ ADAMS TUE ID #

ADD TUE Reference #

Date Documents Received

L I®

Effective Date

L 1@

Rejection Date

L =

Summary

sport|Discipline ¥

Nexrt competition and date

| Ice Hockey | Ice Hockey

| P \ |

Sporting Drganization®

Registered Testing Pools

Authorizing Body +

status*® sub Status

| Not Submitted

o |

‘‘‘‘‘‘‘‘‘‘‘‘‘ e

Please specify a reason for the change of status. This reason will appear in the generated activity.*

MNew recard

TUE De

Diagnosis Information

Notifying Medical Practitioner

Last Name First Name

Qualification & Medical Specialty

Address

Country Region

City Postal code/Zip

Lo o |

A I |

Telephone Work

Telephone Home

Telephone Mobile Telephone Fax

Email

L 1

Medical Information

Specific name of drug Proh

ited Substance™

Dosage®

|# o [ M | add substance |

Frequency of Administration Route of Administration™

Expiry Date

I:H as required ¥ [

‘‘‘‘‘‘‘‘‘ T

[ziFeb-zoin |

Medical quidelines

Conditi: and Ci 5

NSO Chief Medical Officer
Last Name

First Name Notified?

TUE Decision
Name of TUEC Representative(s)

Application Complete Date Received

I |

Previous TUE Request(s)

Previous TUE Requested?

Date (If Applicable)

i

@

__cancel | __ save |
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4.

Fill in Date document received (date when the hard copy file was received); and the
Effective date (effective start date of the TUE)

Fill in the relevant Sport/Discipline as needed. Enter the first 3 letters and press on
the magnifying glass.

Fill in the Sporting Organization from the pick list. Enter the first 3 letters and press
on the magnifying glass. This is the organization to which you are submitting the
TUE.

Only specify the event/date under Next competition and date if it is relevant

The Registered Testing Pools dropdown lists all RTP’s to which the athlete belongs.
Select the relevant one for the TUE.

Enter the Authorizing Body information: click the plus (+) sign to display the text

boxes.

10. On the “TUE Details” tab:

a. under “Notifying Medical Practitioner” (=doctor signing the form), fill in the
Medical Practitioner’'s Last Name, First Name, Country, Region and Work

Telephone. [The Sporting organization has the option to make certain fields mandatory —

first/last name, country, city, telephone work]

b. under “Medical Information”:
i. fill in the Specific name of drug.

ii. fill in the relevant Prohibited Substance. Fill in at least 3 characters of
the prohibited substance name and search for the relevant substance

from a database by clicking on the magnifying glass.
iii. Fill in the dosage and select the unit.
iv. Fill in the frequency of administration (accepts decimal values)
v. Select the route of administration.
vi. Enter an expiry date (expiry date of the TUE for a medication).
vii. Under Conditions and comments indicate any.

viii. You may consult the guidelines page on Therapeutic Use Exemptions

by clicking the Medical Guidelines hyperlink.

c. Optionally under NSO Chief Medical Officer the name of the National sporting

organization Chief Medical Officer and whether this person was notified
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d. Optionally under TUE Decision additional information on the decision of the

TUE committee (in particular in case of a rejection)
e. Optionally under Previous TUE Requests any historical information

11.0n the “Diagnosis Information” tab:
a) Pick a diagnosis in the Diagnosis pick list (the most common diagnosis are
listed.) If your diagnosis is not in the list pick “Other, please specify” and

enter the diagnosis in the Diagnosis description field.
b) Enter the Medical exams/test performed and any additional information.

12.Fill in any other available information.

13. Click the Save button. Once a TUE is saved, it is possible to generate a PDF
application form, which can be saved or printed. To do this, click the Generate
Application Form button.

ADAMS TUE ID # ADO TUE Reference #

T-1893083 | STUE-12345|

| Generate Application Form |

After saving a TUE for the first time, the Activities tab will be enabled. You can attach

any files or documents via the Activities tab. For full details see the section on

Attaching Files in ADAMS.

Activities(1)

TUE Details Diagnosis Information

Last Name ¥ First Name ¥ Qualification & Medical Specialty
smith john
Address

12.4.2EDITING A TUE

Select an athlete, then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired TUE from the list. The TUE is displayed.

In the TUE screen, click the Edit button. The TUE is redisplayed in Edit mode.

o ;> wnNPRe

Make the appropriate changes. If you change the Status you must fill in the reason

for the change in the Reason field.
The Status can have different values:
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- Not submitted (default): data entry is still in progress and TUE not yet submitted

- In process: TUE received and being reviewed (TUE has a long lifecycle).

- Incomplete: application incomplete and sent back to athlete for more details

- Submitted: formal submission

- Approved: approved by TUE committee or approval body. Authorization body fields
and date are mandatory. [No longer possible to add new medications, only
edit/delete existing ones]

- Rejected: TUE application was rejected. Rejection date becomes mandatory. [No
longer possible to add new medications, only edit/delete existing ones]

- Cancelled: TUE application is cancelled. Nothing is editable thereafter. Only
activities may be added.

You may also opt to select a Sub-status reflecting the present situation

Possible Status transitions are:

Initial > [Not Submitted|Submitted|In Process|Rejected|Approved|Incomplete|Cancelled]
Not submitted > [Submitted | Cancelled]

Submitted - [Incomplete | In Process | Cancelled]

In Process > [Approved | Rejected | Cancelled]

Approved > [Rejected | Cancelled]

Incomplete > [Submitted | Cancelled]

Rejected > [Approved | Incomplete | Cancelled]

Cancelled - [ ] Locked TUE, not editable anymore

Each time the Status of the TUE is changed, the athlete will automatically receive a

notification.

6. Click on the Save button.

12.4.3APPROVING A TUE

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired TUE from the list. The TUE is displayed.

In the TUE screen, click the Edit button. The TUE is redisplayed in Edit mode.
Change the status to Approved.

Enter a comment in the Reason field to explain the change in status.

N o ok~ wDNPE

Fill in the Authorizing Individual’s last name and first name (configurable from Admin
such that the details are automatically prefilled from the Contact page)
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8. Fill in the Authorizing Date.

9. Fill in the Effective date and the Expiry date.
10. Click on the Save button.

User Guide — Sport Organizations
Version 2.2

Last Name*

First Name*

Authorizing Organization®

Authorization Date™*

[Borden | [ames | luct \v| B-apr-eons (v [E
Status ¥ Sub Status
|ﬁ1\pproved [V] | ......................... [V]

Please specify a reason for the change of status. This reason will appear in the generated aCtiUit?.*

Reason for Status change here...

12.4.4GENERATING A TUE RECEIPT

1. When a TUE has had its status changed to Approved and has been saved, the system

will offer you the option to generate a TUE Receipt hard copy.

Generate Application Form

ADAMS TUE ID # ADD TUE Reference #

Generate TIUE Receipt

T-1886235 V1234

FEnew
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2. Clicking the Generate TUE Receipt button will generate a PDF file within the work

area of the system. This can be printed by clicking the PDF Printer icon.

P==a

== @0 D e
rnISaves i’cnpy of the ﬂle| £ Sign - |© W7

@%,

®

® [ |

|

-
L]

o — TUE No./fiuméro de ALUT ’
: EADAMS g |
= ADO NofNumérs dADD =
E vizaa
'E CERTIFICATE OF APPROVAL FOR THERAPEUTIC USE
:E CERTIFICAT D'AUTORISATION D'USAGE A DES FINS THERAPEUTIQUES
y Athlete Details/Renseignements sur Fathidte
% Surname’Nom de familile Glven Hame'Prénam
o delta alpha o
el Dake of Birth/Date de naissance Sport/ Sport Dizcpline/Discipline
E 14-Jan-1985 Tce Hockey University
E - Competition Name Registered Testing Pool
/ {Mom de la compétition fGroupe cibie
o]
E Medical Information/ RE'H‘EEJFIIEH‘IEI"S médicaux
(] Thie Athlete: has recelved approval for the use of the prohibited substances|{s] listed below under the
E conditions stipulated In this document. J Lsrhidte a recw Fautorsation o'utilser & [les) substancegs)
s Infordites) chtders) cl-dessows sefow fa (hes) condition(s) shioula(s) dams ce document.
o
Clagnosis Diagnostic: Narcolepsy
| Sleaphockeying
Effective date/Dete dentrde en viguewr:  19-Jan-2009
| EBrohibited Substance’ Substance inferdiis; Aloohol (Labatt) | i

=

1af 1 o

=5

12.4.5REJECTING A TUE

1. Select an athlete, and then go to the file tree area.
2. Click the plus (+) sign next to TUE’s to expand the list.
3. Click the desired TUE from the list. The TUE is displayed.
4. In the TUE screen, click the Edit button. The TUE is redisplayed in Edit mode.
5. Change status to Rejected.
6. Select the appropriate Sub Status item.
Fejoesd 0 [
# TUES() Please specify a reason for thtet s i

- Location Descriptors{1)
H-whereabouts{3)

DCFs
Tests

TUE Details Diagnosis Inform|

Reverse by WaADA

Under appeal to CAS as 2nd appeal instance by WaDA
Under appeal to CAS/Natl. appeal body

Under review by aDo

Under review by WwaDa,

WaDa Review requested by Athlete

Etivity.

FBiBFs

~Whereabouts Non Conformities Last Name ¥

First Name ¥ Qualification & Medical Specialty

- ADRVS [smith | [1ahn

- Sanctions IAddress

7. Fill in the Reason field.

Page 114 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

[; ] [A ‘ [ D] [A} ‘ M][S ] User Guide — Sport Or?/aer;lszls':llozng

status* Sub Status

Rejected V Reverse by WaDA V

Please specify a reason for the change of status. This reason will appear in the generated actiuity.*

RFeason for rejection here....

8. Fill in the Date of Rejection.
9. Click on the Save button.

12.4.6 RENEWING A TUE

1. To renew an existing (Approved) TUE you can create a clone of the original TUE and
then edit the relevant date details for the next TUE period. This saves having to fill in
a new form for the same TUE. Click the Renew button from within the relevant

approved TUE.

Generate Application Form

ADAMS TUE ID # ADO TUE Reference #

T-1886235 [wiza4 | Generate TUE Receipt
renew

2. The existing TUE opens, the authorization fields are blanked out, then change the
dates to reflect the new period of cover going forward and click the Save button. This

will create the renewed TUE entry within the system.

12.4.7CANCELLING A TUE

An existing TUE can be cancelled by the custodian organization. NOTE THAT THIS
ACTION CANNOT BE UNDONE.
1. Select an athlete, and then go to the file tree area.
Click the plus (+) sign next to TUEs to expand the list.
Click the desired TUE from the list. The TUE is displayed.
In the TUE screen, click the Edit button. The TUE is redisplayed in Edit mode.

Change status to Cancelled.

o 0k w N

A confirmation warning dialog box is displayed. Click OK to cancel the TUE.

12.4.8DELETING A TUE

Users who have the corrector role can delete cancelled TUEs and DoUs. However, such

records cannot be deleted if they are linked to an AAF or ATF.
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To delete a cancelled TUE:

Select an athlete, and then go to the file tree area.
Click the plus (+) sign next to TUEs to expand the list.
Click the desired TUE from the list. The TUE is displayed.

In the TUE screen, click the Correct button.

a > wDN

A Corrector dialog box is displayed. Click the Delete the TUE radio button, and then
click Next to delete the cancelled TUE.
Enter a reason for deleting the TUE, and click Save.

The TUE is deleted.

12.5 ABBREVIATED TUE (ATUE)

[Quoted from the STANDARD FOR TUE 2009]:

As a transitional provision ATUE’s delivered prior to December 31, 2008 shall remain
governed by the 2005 TUE Standard. These ATUEs shall remain valid after January 1, 2009
until the earliest of: (i) the date on which they are cancelled by the competent TUEC
following review in accordance with art. 8.6 of the 2005 TUE Standard; (ii) their expiry date
as mentioned on the ATUE; (iii) December 31, 2009

Abbreviated TUE cannot have an Effective or Expiry date past December 31, 2009.
Any date past December 31, 2009 will be automatically erased and an error message will be

immediately displayed.

Date Documents Received Effective Date Rejection Date

I | [ 1@ I | :::
Abbreviated TUE's effective date cannot be later than 31/Dec/2009

Frequency of Administration Route of Administration™ Expiry Date

|:| as required M| L o w | |E|

Ebbresdated TTTE's substance expiry date cannot be later than 31/Dec/2002

Abbreviated TUE’s look like (normal) TUE’s, however they have one major difference. They
are used for a selected list of commonly administered medications, and are approved for use

once the TUE form has been submitted.
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12.5.1 APPLYING FOR AN ABBREVIATED TUE

1. Go the file tree section.

TUE
Abbreviated TUE

TUE for asthma

Declaration of Use

DCF

Anti-Doping Test

ADRY

Sanction

Whereabouts Mon Conformity

2. Select Abbreviated TUE from the New drop down list.
3. The Abbreviated TUE screen is displayed. Complete all required fields (with *): see

the section TUE Fields descriptions for more details.

cancel ‘ Save |

Athlete ADAMS ID# Date of birth Sport Nationality Gender
Adarmns, Adam TEADMAS?281 CANADS Male

Sport f Discipline
Cycling | Road

ADAMS TUE 1D # ADD TUE Reference #

Date Documents Received Effective Date Rejection Date

[ m | = | =

Additional notes

sport|Discipline Next competition and date
[ cyling | Road |+ | |
Sporting l:lrganizatinn>K Registered Testing Pools

| |# L |

status ¥ Sub Status
| Mot Subrnitked \'1 \ ....................... \'1

Please specify a reason for the change of status. This reason will appear in the generated al:ti\.'itwf.)k
MNew record

I. Fill in Date document received (date when the hard copy file was received); the

Effective date (effective start date of the Abbreviated TUE, before 31-12-2009)

I1. Fill in the relevant Sport/Discipline as needed. Enter the first 3 letters and press on the

magnifying glass.
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I1l. Fill in the Sporting Organization from the pick list. Enter the first 3 letters and press on

the magnifying glass. This is the organization to which you are submitting the

Abbreviated TUE.
IV. Only specify the event/date under Next competition and date if it is relevant

V. The Registered Testing Pools dropdown lists all RTP’s to which the athlete belongs.

Select the relevant one for the Abbreviated TUE.

V1. Enter the Authorizing Body information: click the plus (+) sign to display the text

boxes.
4. On the “TUE Details” tab:

a. under “Notifying Medical Practitioner” (=doctor signing the form), fill in the
Medical Practitioner’s Last Name, First Name, Country, Region and Work

Telephone. [The Sporting organization has the option to make certain fields mandatory —

first/last name, country, city, telephone work]

Last Name First Name Qualification & Medical Specialty

I | | | | |
Address

I |
Country Region City Postal code/Zip
. M R v | K |
Telephone Work Telephone Home Telephone Mobile Telephone Fax

I | | | | | | |
Email

I |
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Specific name of drug Pprohibited Substance® Dosage™®

....................... Vl 0 |V| Add Substance |

Frequency of Administration Rgute of Administration* Expiry Date

| as needed

.. v =

Medical quidelines

Conditions and Comments

Add Medication

b. under “Medical Information”:

Vi.

Vii.

Viii.

fill in the Specific name of drug.

Select the relevant Prohibited Substance form the dropdown list. The

substances listed are valid only for an Abbreviated TUE.

Fill in the dosage and select the unit.

Fill the frequency of administration (accepts decimal values)
Select the route of administration.

Enter an expiry date (expiry date of the ATUE for a medication, before

31-12-2009).
Under Conditions and comments indicate any.

You may consult the guidelines page on Therapeutic Use Exemptions

by clicking the Medical Guidelines hyperlink.
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Last Name First Name Notified?

| | v

Name of TUEC Representative(s) Application Complete Date Received

| 7 | =

TUEC Decision Note

Previous TUE Requested? Date (If Applicable)

o m

c. Optionally under NSO Chief Medical Officer the name of the National sporting

organization Chief Medical Officer and whether this person was notified

d. Optionally under TUE Decision additional information on the decision (TUE

committee is not relevant for an Abbreviated TUE)
e. Optionally under Previous TUE Requests any historical information

5. On the “Diagnosis Information” tab (mandatory):

Diagnusis* Diagnosis description

[Lupus v

Medical Exam / Test Performed

Additional Information

a) Pick a diagnosis in the Diagnosis pick list (the most common diagnosis are
listed.) If your diagnosis is not in the list pick “Other, please specify” and

enter the diagnosis in the Diagnosis description field.
b) Enter the Medical exams/test performed and any additional information.

6. Fill in any other available information.

7. Click the Save button.

After saving an Abbreviated TUE for the first time, the Activities tab will be enabled. You can
attach any files or documents via the Activities tab. For full details see the section on
Attaching Files in ADAMS.
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TUE Details Diagnosis Irformation Activities(1)

X *

Last Name First Name Jualification & Medical Specialty

=mith john
Address

Once the Abbreviated TUE is saved, it is possible to generate a PDF application form, which

can be saved or printed. To do this, click the “Generate Application Form” button.

ADAMS TUE ID # ADO TUE Reference #
T-32048 | |

Generate Application Form |

12.5.2EDITING AN ABBREVIATED TUE

o pr NP

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired TUE from the list. The ATUE is displayed.

In the TUE screen, click the Edit button. The ATUE is redisplayed in Edit mode.
Make the appropriate changes. If you change the Status you must fill in the reason

for the change in the Reason field.

The Status can have different values:

- Not submitted (default): data entry is still in progress and ATUE not yet submitted

- Incomplete: application incomplete and sent back to athlete for more details

- Submitted: formal submission

- Approved: approved by approval body. Authorization body fields and date are
mandatory

- Rejected: ATUE application was rejected. Rejection date becomes mandatory

- Cancelled: ATUE application is cancelled. Nothing is editable thereafter.

You may also opt to select a Sub-status reflecting the present situation.

Possible Status transitions are:

Initial > [Not Submitted| Submitted| Rejected| Approved| Incomplete| Cancelled]
Not submitted - [Submitted | Cancelled]

Submitted > [Approved | Incomplete | Rejected | Cancelled]

Approved > [Rejected | Cancelled]

Incomplete > [Submitted | Cancelled]
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Rejected - [Approved | Incomplete | Cancelled]

Cancelled - [ ] Locked TUE, not editable anymore

Note: Each time the status of an ATUE is modified the relevant athlete will receive a

system generated notification of the status change assuming they have an ADAMS

user account.

6. Click on the Save button.

12.5.3APPROVING AN ATUE

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired TUE from the list. The TUE is displayed.

In the TUE screen, click the Edit button. The TUE is redisplayed in Edit mode.
Change the status to Approved.

Enter a comment in the Reason field to explain the change in status.

Fill in the Authorizing Individual’s last name and first name.

Fill in the Authorizing Date.

© © N o 0k~ wDdhPE

Fill in the Expiry date.
10. Click on the Save button.

Last Name* First Name®* Authorizing Organization® Authorization Date*
Garnier | |alain | [WADA-AMA - World Anti-Dd ' |24-Feb-2009 | F

Status ¥ Sub Status

Approved S I P v

Please specify a reason for the change of status. This reason will appear in the generated al:tivity.*

ok

12.5.4GENERATING AN ATUE RECEIPT

1. When an ATUE has had its status changed to Approved and has been saved, the

system will offer you the option to generate an ATUE Receipt hard copy.

Generate Application Form

ADAMS TUE ID # ADO TUE Reference #

T-1886235 | w1734 Generate TUE Receipt
renew

Page 122 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

=/AJDJAIMIS]

User Guide — Sport Organizations
Version 2.2

2. Clicking the Generate TUE Receipt button will generate a PDF file within the work

area of the system. This can be printed by clicking the PDF Printer icon.

= e Al

N

oy

O/ Ix

r==n

RN

|—|:|Sa\rES f )G of the ﬁ'el Z Sign ~ |- X7

o | ®

~ [ | £

o TUE No./Numdéro de AUT g
= T-1888235 ~
5 ADO NofMuméro FADD —
g viz2as
'E CERTIFICATE OF APPROVAL FOR THERAPEUTIC USE
g CERTIFICAT D'AUTORISATION D'USAGE A DES FINS THERAPEUTIQUES
o Athlete Details/Renseignements sur I'athidte
o Surname/Nem de familie Glver NameyPrénam
& delta alpha -
Dite of Birth/Date de naissamee  Spert/Spart Discipling Diseipline
-ET 14-Jan-1985 Tos Hockey Unihearsiity
+= Competition Name Registered Testing Pool
L iHom de it i b
b
= Medical
i) The Athlete has receved approval for the use of the prohibibed substances(s) listed below under the
E conditians stipuiated In i document. | £ 'athidte a gy Maufarisation dutiler la (ies) substance(s)
= Intardinegs) citdeys) ci-dessous selon i fles) condition(s) stipuials) dans ce document.
(5]
Gilagnosis/ Disgnostic: Narcolepsy
Sl ng
Effective date/Date denirde en vigueur:  19-Jan-2009
b inéergite: Alcohal {Labatt) | v

1of 1 &) (O

i|

12.5.5REJECTING AN ATUE

1. Select an athlete, and then go to the file tree area.
2. Click the plus (+) sign next to TUE’s to expand the list.
3. Click the desired ATUE from the list. The ATUE is displayed.
4. In the TUE screen, click the Edit button. The ATUE is redisplayed in Edit mode.
5. Change status to Rejected.
6. Select the appropriate Sub Status item.
Rejoss I S o
B TUEs(1) Please specify a reason for the st s Fivity.

B Location Descriptors{1)
Hwhereabouts(3)

Rewerse by ADO

Reverse by WaDa

Under appeal to CAS as 2nd appeal instance by WaDaA
Under appeal to CAS/Natl, appeal body

Under review by aD0

~DCFs !
. " : Under review by WwabDa,
- Tests TUE Details D'agms's Infoin WaDa Review requested by Athlete
- BAFs
~whereabouts Non Conformities Last Name ¥ First Name ¥ Qualification & Medical Specialty
- ADRVs [Smith | [ohn | [
- Sanctions Inddress |
7. Fill in the Reason field.
Status ¥ Sub Status
|Rejeu:ted [VI |Reverse by WaDa, [VI

Please specify a reason for the change of status. This reason will appear in the generated activity.

*

Reason for rejection here....

8. Fill in the Date of Rejection.
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9. Click on the Save button.

12.5.6 RENEWING AN ATUE

1. To renew an existing (Approved) ATUE you can create a clone of the original ATUE
and then edit the relevant date details for the next ATUE period. This saves having to
fill in a new form for the same ATUE. Click the Renew button from within the

relevant approved ATUE.

Generate Application Form

ADAMS TUE ID # ADD TUE Reference #

T-1886235 [wi1z34 | Generate TUE Receipt
renew

2. The existing ATUE opens, the authorization fields are blanked out, then change the
dates to reflect the new period of cover going forward and click the Save button. This

will create the renewed ATUE entry within the system.

12.5.7CANCELLING AN ATUE

An existing ATUE can be cancelled by the custodian organization. NOTE THAT THIS
ACTION CANNOT BE UNDONE.

Select an athlete, and then go to the file tree area.

Click the plus (+) sign next to TUEs to expand the list.

Click the desired ATUE from the list. The ATUE is displayed.

In the ATUE screen, click the Edit button. The ATUE is redisplayed in Edit mode.

Change status to Cancelled.

o ok 0N

A confirmation warning dialog box is displayed. Click OK to cancel the ATUE.

12.6 TUE RECOGNITION

TUE Recognition was introduced in version 2.2 of ADAMS.

International Federations and Major Games Organizers may recognize the TUE of their
athletes, once they are approved by other organizations. ADAMS keeps track of the

recognition date, organization and representative.

When an eligible IF or MGO organization user first accesses a TUE, they see a “Recognize

TUE” button:
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Generate Application Form
ADAMS TUE ID # ADD TUE Reference # .
AST-33141 Senerate TUE Receipt
renew
Date Documents Received Effective Date* Rejection Date
Recognize TUE 25-Feh-2009
Recognized by organizations

Additional notes

Note: the organization which approves the TUE does not have access to the “Recognize
TUE” button.

Clicking the “Recognize TUE” button displays a pop-up window where the recognition date

can be entered:

Recognize TUE »

Recognition date*

=

Warning: recognition cannot be undone after

vou click Save
-

The recognition date must be within the effective and expiry dates of the TUE. When a TUE

has multiple expiry dates, the latest one is used to validate the recognition date.
Once it is saved, the recognition date cannot be removed from the TUE.

Once a TUE is recognized by an organization, users from that organization no longer see the
“Recognize TUE” button on the form. Instead, a “Recognition date” field is visible. The
organization which recognized the TUE may modify the date by clicking the pencil icon next

to the field:

Date Documents Received Recognition date Effective Date®* Rejection Date
Oa-Moy-2009 Oa-Mov-2009

Recognized by organizations

Recognitions from other organizations are displayed in the “Recognized by organizations”

box:
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Date Documents Received Effective Date* Rejection Date
29-0Oct-2009
Recognized by organizations
UCI on 30-0ct-2009
10C on 21-0ct-2009

Additional notes

Recognitions are also displayed on the TUE Receipt (Certificate of Approval):

LU LU LD USLIUYIL D, Y LTS Ll U D U G I LT T U R LTI L e I LI LD T L eI

conformément aux prescriptions de votre médecin. Gardez une copie de ce formulaire en tout temps. Ce
farmulaire devrait étre présenté a l'agent(e) de contréle antidopage au moment du contréle.

Recognized by/Reconnue par:

MyFirstName MyLastName 30-0ct-2009
International Cycling Union
514.123.4567

email@address.org

IOCFirstName I0CLastName 31-0ct-2009
International Olympic Committee

514.765.4321

email2@address2.org

Authorized by/Autorisée par:

Generated Activities

Every time a TUE is recognized or the recognition date of a TUE has been modified, an

activity is generated:

Activities(6)
Filtered by: E
Reference date  Activity Type Posted by Last updated +
28-0ct-2009 B CMAs changed recognition date to 29-Oct- User Activity  CMAS, User  28-Oct-2009 20:41 +
2009 GMT
28-0ct-2009 ﬂ As of 28-0ct-2009, CTMAS recoqnized the User Activity CMAS, User 28-Cct-2009 19:52 +
TUE GMT
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12.7TUE AUDIT TRAIL

This functionality allows users with the appropriate right to track the changes made to a TUE

entries.

The audit trail is not immediately available, the data is imported daily therefore should you

need some immediate data send an email to adams@wada-ama.orq.

The feature is very resource consuming therefore must not be used at all time.

Organizations interested in that feature must send a request to adams@wada-ama.org.

12.7.1CREATING THE AUDIT TRAIL BUSINESS ROLE

1. Login as you organization administrator

2. Select User Role Manager

Wiy 200 A

Major Games

User Account Management

Sroup manager

Histary log information

Manage access to athletes and non-athletes

Whereabouts \Web Services

3. Click on New user role

_'-‘ Mew User Role

User roles

4. Select the Yes for the TUE audit trail
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save cancel

*

Role description [ whereabouts and TUE audit trail

(=]
I~
o
(i)

Retire Athlete

Search Athlete

Athlete User Account Manager

Athlete Importer

Corrector

Group Combination Search

pco

Lab Result Importer

Report Executer

Report Unlimited Executer

Test Summary ¥iew Access

TUE Audit Trail

O @ @ @ ® @ @ @ @ @ @ @

Kooooooooooo

Save
6. Go back to the administration home page by either clicking on Administration or on
the ADAMS logo

7. Select User account Management

Addminie

WD A
Major Games

=T ~ecouRt ManSgement]

User Role Manager

Group manager

History log infarmation

Manage access to athletes and non-athletes

Whereabouts \Weh Services

8. Search for the user you want to give access to

.Enter first or
ast name of the
Ser

Search first, last name or

son Types User account status sear!

|chaya ve Persan V| ‘ M
User type ﬂ - MO Participant Type ﬂ =| Retired active persons?

O Yes

® No

O Either one

3-/

Person Organization Type MO Participant Type User Account Status !
Mdiaye, Chaya (cndiaye) i A0 Active View /e
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9. On the user account tab edit the business role and select the user role you just

created

‘ save | cancel |

Available Items Selected items
Whreabouts Importer s add Whereahouts and TUE audit trall
Corrector 2 E
Team Manager FErmaye
Default DCO
Whereabouts anly -
Unlimited reparting add all
Arhlete User Account Manager
WwaDs staff general M
(e}
Role A 4
10. Save

12.7.2VIEWING THE TUE AUDIT TRAIL

Login as a user with that right

Search for an athlete
Expand the TUEs,
Select a TUE

Click on Audit Trail

a ;> wDNPRe

ndard TUE notify edit | correct |
Last updated 15-Sep-2006 16:16 GMT , by Ndiaye, Chaya from WADA

Athlete ADAMS ID# Date of birth Sport Nationality Gender
BIRDI, Karam BIKAMAGIEOS 12-Apr-1977 CANADE Male

Sport f Discipline
Aquatics | Swimming

Generate Application Form |

ADAMS TUE ID # ADO TUE Reference # Generate TLE Receipt |
T-253576 Renew TUE
Audit Trail
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12.8 TUE NOTIFICATIONS

TUE and DoU activity automatically generate notifications in ADAMS:

Athlete Activity
1. When the athlete submits a TUE or TUE for Asthma:
e ADAMS generates a notification to the athlete, the athlete doctor and the
athlete’s sporting organization users.
2. When the athlete declares a DoU or TUE for Asthma with a Medical File status “To be
submitted in case of AAF”:
e ADAMS generates a notification to the athlete, the athlete doctor and the
athlete’s sporting organization users,
e ADAMS generates a notification to the users of any other organization with

access to the TUE.

Athlete Doctor Activity
1. When the athlete doctor submits a TUE or TUE for Asthma:
e ADAMS generates a notification to the athlete, the athlete doctor and the
athlete’s sporting organization users.
2. When the athlete doctor declares a DoU or TUE for Asthma with a Medical File status
“To be submitted in case of AAF”:
e ADAMS generates a notification to the athlete, the athlete doctor and the
athlete’s sporting organization users,
e ADAMS generates a notification to the users of any other organization with
access to the TUE.
e ADAMS also generates a notification to any other doctor with access to the

athlete.

Organization User Activity
When an organization user changes the status of a TUE, ATUE, TUE for Asthma or DoU, the
notifications are generated as follows:
1. Status changed to “Approved” or “Declared”:
e ADAMS generates a notification to the athlete, the athlete doctor and the

athlete’s sporting organization users,
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e ADAMS generates a notification to the users of any other organization with

access to the TUE.
e ADAMS also generates a notification to WADA users.
2. Status changed to “Rejected” or “Incomplete”:
e ADAMS generates a notification to the athlete, the athlete doctor and the
athlete’s sporting organization users,
3. Status changed to “In Process”:
e ADAMS generates a notification to the athlete, the athlete doctor that
submitted the TUE and the athlete’s sporting organization users,
4. Status changed to “Created” (i.e. at creation time):
¢ No notification is generated,
5. Status changed to “Submitted”:
o ADAMS generates a notification to the athlete doctor and the athlete’s
sporting organization users,
6. Status changed to “Cancel”:

¢ No notification is generated,

TUE Recognition Activity

When a TUE is recognized for the first time by an organization, ADAMS will send automatic

notifications to the following users:

e Athlete

e Doctor users assigned to the athlete

¢ International Federations of the athlete

e The “Sporting Organization” entered on the TUE
e The organization which has recognized the TUE
o WADA

e Other relevant ADONo notification is generated,
If the “recognition date” is modified, a notification will be sent to the following users:

e The organization that has recognized the TUE
e The “Sporting Organization” entered of the TUE
¢ WADA
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Organization users must have the TUE Notification type in order to receive the automatic

notification.

Message and subject content format:

Ad 1): The notification Subject contains the athlete full name, the TUE type and the TUE
ADAMS #. Format example: Doe, John - TUE - T-7103

When an organization user creates/modifies the status of a TUE, the following notification is

sent to the users identified above:
Subject:

AUTO: TUE has been modified: T-7239
Message:

TUE has been modified!

When an athlete user creates a TUE, the sporting organization users, the athlete doctor if

any and the athlete get the following notification:
Subject:

AUTO: Athlete submitted a TUE: T-2293952Message:
Athlete submitted a TUE!

When an organization user rejects a TUE, the following notification is sent to the users

identified above:

Subject:

AUTO: TUE has been rejected: T-7239
Message:

TUE has been rejected!

When an organization user approves a TUE, the following notification is sent to the users

identified above:.

Subject:

AUTO: TUE has been approved: T-7239
Message:

TUE has been approved!
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When an organization user cancels a TUE, the following notification is sent to the users

identified above:

Subject:

AUTO: TUE has been cancelled: T-7239
Message:

TUE has been cancelled!

When an organization user changes status of a TUE to "Incomplete”, the following

notification is sent to the users identified above:
Subject:

AUTO: TUE is incomplete: T-7239

Message:

TUE is incomplete!

When a notification is not received by an organization, a warning is sent back to the initiator

of the notification. For example:

Subject:
WARNING: AUTO: Athlete submitted a TUE: T-2293952

Message:

Athlete submitted a TUE!

The message fail to be sent to the next organizations because they don't have users assigned for this type of
notification:

(Name of organization)
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12.9TUE FIELDS DESCRIPTIONS

a.

o

-~ D Q O

ADAMS TUE ID: This field will be completed by the system. A nhumber will be
generated by the system once you save the TUE.
ADO TUE Reference: Your organization reference number
Date documents received: The date you received the application file.
Effective date: Effective start date of the TUE. It defaults to a blank date.
Rejection date: The date at which you rejected the TUE
Additional Notes: to include a brief summary if any
Sport/Discipline: this field is copied from the athlete sport identity tab. If it is empty
please review the sport/discipline tab of the athlete
Next competition and date: To be filled if the TUE is for a specific event
Sporting organization: the organization to which the TUE is submitted
Authorizing Body: the name and organization of the person authorizing the TUE.
This field can be preset by your organization administrator in the TUE contact of the
organization
Status:
i. Not submitted: the data entry is in progress and the TUE is not yet submitted to
the committee
ii. Incomplete: The application is incomplete and sent back to the athlete for further
details
iii. Submitted: The TUE is submitted to the TUE committee
iv. In Process: The TUE was received and is currently being reviewed by the TUE
Committee
Vv. Approved: The TUE is approved by the TUE committee. Note that if preset the
authorizing body fields are auto-completed as soon as the status is changed to
Approved.
vi. Rejected: the TUE application was rejected. The Rejection date becomes
mandatory when the status is changed to Rejected.
vii. Cancelled: the TUE application is cancelled.
Sub status:
viii. Delegated to Authorizing Organization for approval
ix. Reversed by ADO
X. Reversed by WADA
xi. Under appeal to CAS as 2" appeal instance by WADA
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xii. Under appeal to CAS/Natl appeal body

Xiii. Under review by ADO
Xiv. Under review by WADA
Xv. WADA review requested by athlete

m. Please specify a reason for the change of status. This reason will appear in the
generated activity.

n. Notifying Medical Practitioner: Information about the doctor signing the form for the
athlete and prescribing the medication. These fields can be set mandatory by our
organization administrator in your organization business role tab.

0. Medical Information:

xvi. Specific name of drug: medication name
xvii. Frequency of administration: frequency of administration of the medication.
[Allows a decimal value with 3 digits after the *."]
xviii. Dates of administration: dates of applying the drug
Xix. Expiry date: Expiry date of the TUE for that medication
xx. Prohibited substance: name of the prohibited substance, as per the WADA
prohibited list, included in the medication. You can add as many prohibited
substances as you need.
- To pick a substance: enter the first 3 letters and press the magnifying class.
The system will list the corresponding substance for you to choose from.
xxi. Dosage: dosage of the prohibited substance
xxii. Route of administration: medication route of administration. Routes vary per
prohibited substance. Only valid routes of administration for the type of TUE and
the prohibited substances selected will be displayed. If a selected route is no
longer available (for example when a second substance was added for which the
route is not applicable) then the option will be removed and the field will be
highlighted in red.
xxiii. Add medication: you can add as many medications as you need
xxiv. Add substance: you can add a prohibited substance. You may add substances that
are in the same medication. Otherwise use the Add medication.
XxXv. Conditions and Comments: any comments about the medication you would like to
add.
xxvi. Medical Guideline: available for each type of TUE (URL Link configurable by the
ADAMS Administrator; if no website was configured then no link will be displayed)
p.NSO Chief Medical Officer: National Sport Organization Chief Medical Officer
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q. TUE Decision:

xxvii. Name of TUEC representative: names of the TUE committee members

xxviii. Application complete: status of the application

xxix. Date received: date the TUEC received the file

xxx. TUEC decision note: any comments the TUE Committee might have on the file

r. Previous TUE Request: to log historical information

s. Medical Information: Diagnosis tab. This tab is hidden from organization other than
the sporting organization. Any confidential information should be entered here.

xxxi. Diagnosis: List of most frequently used diagnosis. If the athlete is not listed select
“other please specify” and enter details in the Diagnhostic description field
(mandatory in this case).

xxxii. Diagnostic description: in case you selected the “other please specify” this field
must give an accurate description of the diagnosis.

xxxiii. Medical Exam/Test Performed: list medical tests and exams performed for the
diagnosis

xxxiv. Additional information: any additional information about the medical condition
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13 MiIssIoN ORDERS

Mission Orders are requests for multiple sample collection. The samples to be collected must
have the same Testing Authority, Sample Collection Authority and Result Management.
Mission orders also allow users to manage their DCO, print letters of Authority and send lab

analysis request forms.

13.1 CREATING MISSION ORDER

A Mission Order automatically creates the corresponding test on each athlete tree.
1. Login as a regular user

2. Select Mission Order Management

B Messages
| » @} Test Planning

93 Motifications

No new messages

(ﬁ_/l Advanced Searching @ Import Analytical Result File

B I=— Mission Order Management
Reports

@ Import Athlete

" ‘ Groups management

@P Lab Access - | ab Search

D Major Game Events

3. Click on Add a Mission Order
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Mission Order Management Add a Mission arder |

Enter the mission order or leave blank for all mission orders.

|+

4. Select the related Major Game if applicable: all fields will be populated.

5. Select a Competition: to select the international competition in which the mission

order is taking place (examples: FIFA —World Cup, IAAF — World Athletics Series).

There are no restrictions when selecting a competition category. [see the section

below for how to edit the categories]

Competition Category
| FIFA - Waorld Cup | &

Mame of Competition/Training Session

Major Game

6. Complete all mandatory fields (*)

a.
b.

o

7. Save

Test Type: In or Out of competition

Start and End date of the testing Period

Test Authorized by*?: Anti-Doping Organization that ordered the test.
Sample Collection Authority (see footnote 1): Organization in charge of the
sample collection.

Result Management Authority (see footnote 1): Organization in charge of the
result Management process

Test coordinator: this field was added to ease the data entry for third parties.
Example: CCES is running a test on behalf of ANADO for ICF. The Testing
authority will be ICF, Sample Collection Authority CCES, Result Management
ICF and Test Coordinator ANADO.

2 Enter the first 3 letters of the organization name (acronym, country, and city) and press

the magnifying glass to get the proposed organization. If the organization you are looking

for is not there send an email to adams@wada-ama.org. Organizations with their status set

as “In creation” or “Retired” can no longer be set as a TA, SCA, RMA or Test Coordinator.
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cancel | Save |
ADAMS Mission Orders Date Issued ADO Reference#
Description of Mission
Mame of Competition/Training Session s
| | T * Period From
st Type
: 09-May-2007 ]
IO (B0 In Competition | i * |
| 2007 PAN &M Games ‘K O out of ¢ . Period To
ut of Competition
%gaming |09—Mav—2EID? | E|
Country of Mission Reqgion of Mission City of Mission
| BRAZIL Vl | ...................... V| [Rio de Janeiro |
Test Authorized By Send Notification of Results to : select
PASO - PASO/Organizing Committes for
Rio 2007

Sample Collection .ﬂl.uthuritw_.l'>K

| WADA - World Anti-Doping Agency %
|:| Grant write access to SCA

Result Management ﬂuthul‘it?*

| PASO - PASO/Organizing Committes v

13.1.1 ADDING ATHLETES TO THE MISSION ORDER

Once the skeleton of the mission order has been created, the next step is to add athletes or
placeholders to the mission order. A placeholder is used to describe an athlete, who has not

yet been explicitly selected, for example, “First Place,” “Second Place,” “Random Athlete,”
etc.

You can also create an athlete record directly from a Mission Order. This function will check
ADAMS for suspected duplicate records; if one or more are found; the user has the option to
work with one of the records shown or to continue creating the new athlete record. Note
that the mission order must first be saved to perform this function.

Now athletes can also be added based on teams they belong to. The Add From Selection List

button has been renamed to Add From Group.

Page 139 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

User Guide — Sport Organizations

=/A/DIAIMIS

| Randor search |
Add new athlete |

Add Athlete | Advanced search
| Add Placeholder |

Add From Group

13.1.2USING ATHLETE’S SEARCH

1. Select the “Athlete” tab.

Athlete (2) Analyses Instruction Participants Complete status Activities (1)
Whereabouts details
-~
Add Athlete | Advanced ssarch Random search
Add From Selection List | Add Flacsholdsr

* Name Sport Nationality Sport-Discipline Gender Status

Lo, Fo GERMANT Table Tennis Male  Created-In Progress <]
BIRDI, Karam CANADA Aquatics -Swimming Male  Created-In Progress B

Re-order

2. To add a specific athlete to the Mission Order, click the Add Athlete button. A
dialog will be displayed allowing you to search for an athlete. Valid search criteria

are any part of the athlete’s name or the ADAMS athlete ID.

Search for athletes: |gilbert search
dlosa
Athlete (Last  First Last  Gender Date of Nationalities Custodial Sport Disciplines Accessible
L] apams ID# o first) name name Birth Drganization  Nationality  P2Fs
Gilbert M Jul 03,1975 CA WADA ch Archery Field Yes

(] GIPEMA46132  Gilbert, Peter Peter

Total result 1
add as Test into Mission Order

13.1.3USING ADVANCED SEARCH
1. Alternatively, you can run an Advanced Search and select athletes to be included

in the Mission Order via a variety of search criteria.
2. To run a Random Search in order to populate the Mission Order. Click the
Random Search button. This button generates a search screen that you can use

to randomly select an athlete or a group of athletes for the Mission Order.
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Athlete Random Search stz
Nationalltics

select|

[ International & *

Age from To select
Athlete Sport Nationality Athlete International Federation

_seleat | seleat |
Add sport

Maximum number of search results to display

search all athletes

13.1.4USING SELECTION LISTS/GROUPS

1. To add an athlete from a Selection List/Group, click the Add from Group button.

All available selection lists and whereabouts teams will be displayed in a pop up

window.
. Mo, of Starting End
Name Description Athletes Date Date
Rugby Union 5 15-1ul-2005  24-Jul-
Selection List 2005
Canadian Sailors International Level Sailors in2 18-Jul-2005 24-1ul-
Canada 2005
Blasketbsll List 4

2. Click on the link of the group you wish to access. Then place a tick next to the
athletes you wish to add to the Mission Order and click Add as Test into Mission
Order button. If a selected athlete is already in the mission order, ADAMS will not
add that athlete a second time.

[1 athlete (or placeholder)
] L10, F10 (Basketball}
O L11, F11 {Basketball)
O L1z, F12 {Basketball)
] L13, F13 {Basketball}

add as Test inta Mission Order | close ‘

13.1.5USING PLACEHOLDERS

1. To add a placeholder, click Add Placeholder button. Select a description for the

placeholder and the sport/discipline (if known).
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.,

Add A Place Holder

Place holder description Sport *
| o smim
save| _cancel
2. To bind an athlete to the placeholder:
a. Search the Mission order
b. Go to the “Complete Status” tab
*
SRt Print Mission Order | Check Participants |
|Created—PIannmg in pragress V|
Athleta(3) Analyses (0) Instruction Participants(0) [Rir i e Activities(1)
Test DCF Analysis result
Placeholder 1 Created-In Progress Bird to attlete | Cancel test |
Placeholder 2 Created-In Progress Eiod o bl | miCanceisil
Placeholder 3 Created-In Progress Biod 0 et | wiCCE 5|

c. Click on “Bind to athlete” button

d. Search for the athlete, select and bind to athlete.

You may delete an athlete or placeholder by clicking on the “X” at the end of each line.

Add Athlete | Advanced search | Randomn search
Add From Selection List ‘ Add Placeholder |

Name Sport Nationality Sport-Discipline Gender Status

Liz, F1z CAMADA Basketball Male Created-In Progress [ ]
L11, F11 CAMADA Basketball Male Created-In Progress B
L10, F10 CAMADA Basketball Male Created-In Progress [ ]
L13, F13 CAMADA Basketball Male Created-In Progress B
To be determined Basketball ¥(Unknown) Created-In Progress B
To be determined Basketball ¥{Unknown) Created-In Progress [ ]

If you need to view the Whereabouts details for an athlete, click on the Whereabouts

Details button.

tartsng D
=
i
=
s rmrreien bt e et
e sanamt_|
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Select the athlete who's Whereabouts you need to check and click View. You will see a

detailed report on their Submitted Whereabouts. Beware - this report will cover the

entire period of the mission order, so it could be lengthy.

Period covered by this report:
01-5ep-2005 / 30-5ep-2005

print

close

F10Li0

Sport: Basketball
Gender: Male

Mission Order #: M-20491

Generated

on: 18-Jul-2005

Suitable

fortest  -abel

start time

End time Category

Location Phone numbers Group -

Organization!!!

Monday, 05-5ep-2005
Pre Geason
Training Camp

Tuesday, 06-Sep-2005

suitable

Pre Season
Training Gamp

Wednesday, 07-5ep-2005

suitable

cuitable Pre Season
Training Carmp

Thursday, D8-Sep-2005

Pre Seasan

suitable Training Camp

all day - Training Location

all day - Training Location

all day - DTra\nmg Location
all day - DTrammg Location

13.1.6CREATE A NEW ATHLETE IN THE MO

Bramford Ontario CANADA Baskethall Team 1 -

Bramford Ontaria CANADA Basketball Team 1 -
Bramford Ontario CANADA

Baskethall Team 1 -

Bramford Ontaria CANADA Basketball Team 1 -

WADA

WHADA

WADA

WHADA

You can also create an athlete record directly from a Mission Order using the button Add

new athlete

13.2 SELECTING THE ANALYSES TYPES

This section of the mission order is used to specify the types of samples that will be collected

from the athlete (e.g. urine, blood); any special analyses that must be performed by the lab
(e.g. EPO, IRMS, HBOCS, etc.), and the labs that should be used.

Click the Analyses tab.

Click the Add Analysis button.

Athlete(2)

Analyses

Instruction

Participants(1)

Complete status

Activities[1)

Sample Type
Urine

Lab

| LSaD - Lausanne, SWITZERLAND

MotesfAnalyses Instructions

Analyses
[(ero (Jirms []oTHER

Add Analyses

3. Select the first sample type from the pick list (Urine or Blood).
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4. Indicate the specific analysis that the laboratory should perform on the sample by

checking the correct box (es).

5. Enter the first 3 letters of the lab acronym, country, city and press the magnifying
glass to get the list of accredited laboratories corresponding to your request.

6. Complete by entering any special instructions to the lab in the space provided.
At this point, you may add an additional sample(s) or proceed to the next step.

8. Samples for analysis may be deleted by clicking on the “X” to the right of the line.

Every analysis will automatically be granted a new identification label.
Urine sample labels will begin with U (U1, U2, and so on), blood samples with B (B1, B2, and

so on) and blood passport samples with BP.

Label Sample Type Lab¥*

u1 Urine v | [TESTLAR | #
Analyses

Clepo ClGc/C/IRMS (] oTHER print

These labels are then used in the new Analyses column in the athlete tab to quickly view

which analysis is assigned to which athlete.

Sport R - HRAA
# Mame EE e Analyses Sport-Discipline Gender Status Age Disabilities
. Ice Hockey | Ice In Creation
F‘Iacehalderl Ui; Bl Hockey Male B

Clicking on the link in the Analyses column will then bring a popup that can be used to

quickly add or remove samples to or from the athlete.

Selection of analyses for athlete: Placeholderl @
Ui Urine Lab: CA_LAR
B1  Blood Lab: UCLA LaR

T sawve u:anu:ell
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Finally new controls have been added at the bottom of each analysis to apply the analyses

to or remove it from every athlete on the mission order.

Apply this analysis to all new athletes that get added to Mission Order
For athletes who are currently on this Mission Order : | &pply to all | Rernove frorm all |

It is also possible to specify, using the checkbox, if the analysis will be applied to athletes as

they are added to the mission order.

13.2.1NOTIFICATION OF SAMPLE COLLECTION TO LAB

ADAMS can generate a “Lab Advice” for at the same time a Mission Order is generated. The
buttons (s) to generate this PDF form(s) are located beside the lab filed name on the Mission

Order page.

This form contains information relevant to the Labs, such as the number of samples to
expect the date range of the sample collection, and the analyses (e.g. EPO) which are
required on this form, which can be printed, saved, or e-mailed directly from Adobe Acrobat
Reader.

Multiple notification form can be generated in the event that multiple sample types are to be

sent to different labs (e.g. urine sent to Lab “A” and blood sent to Lab “B”).

13.3SELECTION POLICY AND ADDITIONAL INSTRUCTIONS

A space has been provided to describe the selection policy used and to provide additional
instructions to the DCO. These fields will also be printed on the mission order.
1. Click the “Instruction” tab.

2. Complete the two fields as necessary.
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Athlete(3) Analyses Instruction Participants (1) Complete status Activities(1)

Status InstructionfAdditional Information

Any instructions or additional information are typed hera.....

Selection Policy UsedfDetails of Selection

Details of selection or selection policy are typed here,...

13.4DCO MANAGEMENT

New functionality allows an organization to more effectively manage its pool of Doping

Control Officers. Test planning and logistics can now be split among separate groups of

users. Additional reports were developed to manage work allocation for missions and report

on accepted and rejected missions.

Logistics teams. Organization administrators can create a restricted “logistics role” with
limited access to ADAMS (for example: athlete search, mission order activity, logistics,
demographic reader, and Whereabouts reader).

DCO Register. Organization administrators can create dedicated DCOs (or Lead DCO)
which can also fulfill other roles in a test mission (such as chaperone, witness, etc). The
DCO should also appear as a Mission Order participant.

Exclusion Sports. DCOs and participants can be excluded from participating in missions
where a potential conflict exists by listing those sports that the participant should not
attend to. Athletes and participants are automatically cross-checked when the mission
order is issued and a warning is given to the test planner or logistic team member should
a potential sport conflict exist. There is a button to perform this cross-check manually as
well.

DCO and Participant arrival times. The test planner can specify the times that the DCO
and participants are expected to arrive at the venue.

Date-based security access. The Lead DCO only has access to the mission order for the

period of the mission if she/he has confirmed their participation in the mission.

The test and DCF data entry remains the same except for the Major Game fields.
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13.5PARTICIPANTS

A space has been provided to list any additional participants relevant to the mission order.
Participants, other than the DCO, could be chaperones, witnesses, etc. This information is
not mandatory but will be kept and carried in the system to ease data entry requirements on

the DCF.

The participant list shows the appropriate participants, according to their role (e.g.
chaperone) at the top of each participant list to speed data entry; however, any participant
may be selected. ADAMS can also now record the identity of participants who do not have
records in ADAMS by clicking on a direct entry tool (the pencil). The participant must be

created by your organization administrator first.

Resourcing status: The Lead DCO and participants each have resourcing states in ADAMS:
- Proposed: The person is proposed to participate in the mission
- Requested: The person has been contacted and asked to participate in the
mission.
- Confirmed: The person has confirmed their attendance
- Rejected: The person has indicated that they will not participate in the mission.
These states are stored in ADAMS and can be reported. Participants who have rejected

missions are not shown to the Lead DCO.

Click the Add Participant button.
Select the role of the participant from the pick list.
Enter the participant’s first and last name or pick one from the list (The list included

the participant that were created by your ADAMS administrator).

Athlete(1) Analyses (1)} Instruction Participants(0) Complete status Activities(2)
Role & Person
DCO vl T 3 B
Status Arrival Time Last status modification
Proposed v
Comment
add
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4. At this point, you may add additional participants or delete them by clicking on the

“X” at the end of each line.
5. Ensure that any changes to the mission order record are saved by clicking the “Save”
button once the record is complete. If you intend to be away from the computer for

more than 30 minutes, you should also save the record or any changes will be lost.

13.6 1SSUING A MISSION ORDER AND CONFIRMING ATHLETE WHEREABOUTS

The final step to creating a mission order is to issue and print it.

1. Change the status of the mission order to Issued and click save. This changes the
status of the associated tests to change from “Created” to “Planned.”

2. Click on Print Mission Order to generate a copy of the mission order suitable for
printing. Print the mission order using “File -> Print” from your browser. The
printouts can now include photos of the athlete if they have one in their demographic
page. This feature is only available in Mission Orders with 36 athletes or less.

3. You may generate an athlete whereabouts report for all specifically-named athletes

on the mission order by clicking the Generate Whereabouts Report button.

Additional Mission Order statuses: These statuses have been added to support a
separate logistics team:
- “Created — Planning in progress”: The Mission Order is not yet ready to be staffed
and is not yet visible to the logistics team
- “Created — Resource assignment underway”: The logistics team now has access to
the mission order for staffing purposes. They may only assign a Lead DCO and
participants; other sections of the record are locked to the logistics team.
- “Issued”: Test planning is complete; resource assignment is complete; the Lead
DCO will receive a notification that she/he now has access to download and print

the mission order.
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Athlete(3) Analyses (1) Instruction Participants(0)  Complete status Activities(1)

Sample Type Analyses o
Urine ~| [ero Oirms CJotHEr
Lab
London-Lab - London, UNITED KINGDQM ~ | |print
Notes/ Analyses Instructions
Add Analyses

notify cancel save

13.7COMPLETE STATUS

The Complete Status tab on a Mission Order gives you a quick overview of the status of your

planned tests.

Athlete(175) Analyses Instruction Participants Complete status Activities(2)
Test DCF Analysis result ~
Cancel test
11, F1 Flanned Created-In Progress N2t
received
Cancel test
Lo, FO Planned Created-In Progress tzié
received
Create DCF | Cancel test |
Lz, F2 Planned
Create DCF | Cancel test |
L54, F54 Planned
Create DCF | Cancel test |
L71, F71 Planned
L L v

As well you can generate a Doping Control Form or Cancel a Test from this grid.

It is worth noting that you can report a Missed Test from a Mission Order. You do this by
clicking on the test and setting the status to “Close - Sample(s) not collected” and then set
the sub-status to “Missed Test”. However the system does not automatically generate a
Whereabouts Non Conformity, the user must generate that record as a result of a missed

test.

13.8COPYING A MISSION ORDER

» It is now possible to copy certain fields of an existing mission order into a new mission
order. To do this simply click on the Copy button which appears on the header when
displaying the mission order in view mode.

» When copying a mission order only the following fields will be copied:

O Description

O Name of competition
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Major Game

Test Type (In/Out of competition)
Period From and Period To

Country, Region and City

Test Authorized By

Sample Collection Authority

Grant write access to SCA checkbox
Result Management Authority

Test Coordinator

List of in “Send Notification of Results to”
All fields in the Analysis tab

All fields in the Instruction tab

How to copy a MO?

1. Go to Mission Order Management

[m=——  Mission Order Management

2. Select the Mission you would like to copy

Add a Mission order

Enter the mission order or leave blank for all mission orders.

| #
More than 10pfrecords found. Please refine your search.
ADAMS Mis n Test Fe P Date Start City of
Order# Authorized By [eSERyiTm off sy Issued date Mission
M-52705! ICF test copy 13-Sep- test copy
z0o7
3. Click Copy
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sion Order cancel . notify | edit | correct | ¥
Last updated 13-Sep-2007 18:26 GMT , by Mdiaye, Chay W ADA
ADAMS Mission Orders Date Issued ADD Reference#
M-527059 Walhal
Description of Mission
test copy
Mame of Competition/Training Session Period From™
test copy Test Type ™ 13-5ep-2007
Major Game In Campetition Period To ¥
13-Sep-2007

4. Enter any information required.

13.9DELETING A MISSION ORDER

» The delete mission order functionality has been expanded for users with the corrector
role. When deleting a mission order, the user now has the option to either delete all or to
detach tests associated with the mission order.

1. The detach option deletes the mission order. However every test and DCF that
was associated with the mission order is kept in the system, the only difference
being that the Mission Order# field will be blank.

2. The Delete All option will attempt to delete all tests and Doping Control Forms
associated with the mission order as well as the mission order itself. The only
tests/Doping Control Forms that do not get deleted are when an AAF is associated
with the DCF. When selecting this option, a summary screen is displayed showing
which tests will be deleted and which one will remain if the user wishes to

continue.

How to delete?

-

» You can only delete a Mission Order if you are the Testing Authority

1. Go to Mission Order Management

[=— Mission Order Management

2. Select the Mission you would like to delete
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Add a Mission order |

Enter the mission order or leave blank for all mission orders.

| #

More than 10p/records found. Please refine your search.
ADAMS Misgfbn Test

- L Date Start City of
Order# Authorized By PECERpETD off (i Issued date Mission S
M-52705 ICF test copy 13-Sep- test copy In Creation-Planning in B
2007 Progress
3. Click Correct
cancel . print . notify edit copy

originally created 04-Jun-2007 20002 GMT , by ye, Chava from PASD
Lazt updated 04-Jun-2007 20:0& GMT , Mdiaye, Chava from PASD
ADAMS Mission Orders

Date Issued ADOD Reference#
M-524350

04-Jun-2007

Description of Mission

4. Select Delete the Mission Order and next

WIete the mission order
cancel

5. Select:

a. Delete all to delete the Mission Order and all related data
Delete the mission order

You are about to delete a Mission Crder,

Press "Delete all" to deleted the Mission Order and all related data (Tests/DCFs);

Press "Detach” to deleted the Mission Order and detach related tests and DCFs.
Press "cancel” to abort

Reason®

Delete A! Dietach

The system will list all related data that will be deleted. Press OK

cancel
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Summary of the Mission Order: [1-524350]

Following tests will be DELETED

e+ Test[Chow, Edward]
o Test[Singapore, Adolphe]
s Test[Singapore 54, Bhavnal

Oq cancel |

b. Detach: to delete on the Mission Order and keep the related data

Delete the mission order

You are about to delete a Mission Order.

Press "Delete All" to deleted the Mission Order and all related data (Tests/DCFs);
Press "Detach” to deleted the Mission Order and detach related tests and DCFs.
Press "cancel” to abort

Reason*

Delete All W cancel

13.10PRINTING

A new feature has been added that allows ADAMS users to easily print out the page being
displayed on screen including displaying the data within the tabs one after the other. This
provides a simple way to create a hard copy of a record in the system.

» Simply click on the print button that appears when viewing a record in either view or edit
mode. Your computers print dialog box will then appear (adjusting the left and right
margins may be necessary to ensure the page does not get cut off). The data will be
printed out as a screenshot of what appears on screen.

» Please note that when printing in edit mode, the printout will be exactly as it appears on
the screen even if it the data hasn’t been saved. To be sure that the data printed is what
is in the system, it is recommended to print in view mode only.

» The pages that have this feature are:

TUE
Mission Order

Location Descriptors
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DCF
Test
AAF

Whereabouts non-conformities
ADRV

Sanction

o o o oo o o

Lab results

13.11HOW TO EDIT THE PICK-LIST OF COMPETITION CATEGORIES

Every administrator of an International Sporting Federation (IF) has the ability to create
competition categories to be used in mission orders. To add or edit a competition category,

simply click on the Competition Categories link in the administrator’s MyZone Page.

Competition Cateqgories

A popup will then appear where you can add or edit entries.

Competition Cate

World Cup add

edit
translation

close

Add Competition Category

Competition Category™

| | save
close

Specific Code

The only required field is the name of the Competition Category. There is no need to add the

short name of the organization as ADAMS will automatically display it in the Mission Orders.
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The specific code is an optional field. It is a unique identifier that can be assigned to the

Competition Category.

It is also possible for the ADAMS administrator to enter competition categories on behalf of

an IF.

13.12VIEWING A TEST FROM A MO

When viewing a test from a mission order, the test will now be displayed in a popup. This
will allow the user to still have access to the mission order while viewing the test. If the user
decides to edit the test, then the popup will close and the test will appear in the main

window.
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Anti-Doping Tests are automatically created in the system by mission orders, and initially

have a status of “Created.” When the mission order is issued, the test status will change to

“Planned.”

Planned tests on an athlete tree are visible to an NADO or an IF; they are never visible to

the athlete, even if the test specifies advance notice.

Tests may also be created manually on the tree without requiring a mission order.

If a test is not completed (e.g. a sample is not collected for whatever reason), the test must

be closed out on the tree with the appropriate status.

14.1.1CREATING A MANUAL ANTI-DOPING TEST

The following steps are used to create a manual anti-doping test on a specific athlete tree:

1. List or search for an athlete in the athlete search pane. Select the athlete to display

his or her athlete tree.

2. Select “New Anti-doping Test” from the new drop down menu.

Mew

TUE

Abbreviated TUE

TUE for asthma

Declaration of Use

DCF

Anti-Doping Test

ADRY

Sanction

WWhereabouts Mon Conformity

W

Now X

3. Fill in the planned date(s) of the test. You may specify a start date and an end date;

the more precise the dates (e.g. the smaller the

range), the better since larger

ranges will result in longer wait times for searching and reporting. If the exact date is

known, the start and end date should be the same. Please note that these dates do

not restrict the actual sample collection in any way. An ADO Reference Number field

has been added.
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ADO Reference#
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Planned start™® Planned End*

| B [ 1@

Test Authorized Bv*

[waDA - World Anti-Doping Agency

|r” fee for service [ | fee paid i

Sample Collection Author‘itv*

Country of Test

[waDA - world Anti-Doping Agency

Kl

Result Management Autlwritv*

Region of Test

|WADA - World Anti-Doping Agency

| £

Test Coordinator

|/_F, City of Test

Lead DCO

Spor't—[liscipline*
|Boxing | Boxing | ~

Mame of Competition / Training Session

Test type *

@ In Competition

O out of Competition

Status o

|In Creation V|

Reason*

| New record

4. Modify the Testing Authority, Sample Collection Authority, Result Management

Authority and Test Coordinator **! only if necessary. If the sample collection is not

delegated, these fields should remain defaulted to your own organization.

Important Note: If you change the Testing Authority to an organization

other than your own, you will lose access to the test!

5. Select a Doping Control Officer. Doping Control Officers are attached to the sample

collection authority; if you are delegating the test, you will not have access to the

SCA'’s list of Doping Control Officers.

performing the test.

In that case, the SCA will assign a DCO before

Complete the country, region, and city of the planned test.

Fill in the sport and discipline of the athlete being tested.

Indicate whether the test is being performed in- or out-of-competition using the radio

buttons.

9. Change the status of the test:

a. In creation: ongoing data entry

b. Planned: the test details are confirmed and details were sent to the Sample

Collection Authority. A test status is automatically changed to planned if the

associated mission order is issued

3l Refer to footnote 1
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c. Complete-Sample-Collected: the test samples were collected. This status will
lock the test fields. This status is automatically set when a doping control form
is entered.

d. Close-Sample not collected: if the samples were not collected

e. Cancelled: the record is cancelled. Cancelling a test automatically cancels the

associated DCF

10. Create the test by clicking on the Save button.

When you save a test for the first time, after saving the record, the Activities tab will be

enabled. You can attach any files or documents via the Activities tab. For full details see the

section on Attaching Files in ADAMS.

14.1.2SELECTING THE ANALYSES TYPES

This section of the test record is used to specify the types of samples that will be collected

from the athlete (e.g. urine, blood, blood passport *1?1); any special analyses that must be

performed by the lab (e.g. EPO, IRMS, HBOCS, etc.), and the labs that should be used.

1.

2
3.
4

Click the Analyses tab.

Click the Add Analysis button.

Select the first sample type from the pick list (Urine or Blood).

Indicate the specific analysis that the laboratory should perform on the sample by
checking the correct box (es).

Select the lab that should analyze the sample. Enter the any 2 letters from the
country, city, and acronym and press the magnifying glass.

Complete by entering any special instructions to the lab in the space provided.

At this point, you may add an additional sample(s) or proceed to the next step.

Samples for analysis may be deleted by clicking on the “X” to the right of the line.

42 The blood passport type is used for the biological passport testing. Once this type is

selected the list of laboratories will be restricted to the labs entitled to perform that type of

analysis.
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Analyses (0) Participants(0)
Label Sample Type Lab® (<]
Urine v | | #
Analyses
[CJero Oec/c/irMs JoTtHER
Motes/Analyses Instructions

14.1.3PARTICIPANTS

A space has been provided to list any additional participants who may assist with the testing
effort. Participants, other than the DCO, could be chaperones, witnesses, etc. This
information is not mandatory but will be kept and carried in the system to ease data entry
requirements on the DCF.

1. Click the “Add Participant” button.

2. Select the role of the participant from the pick list.

Analyses (D) Participants{D)

Role & Person

3. Enter the participant’s first and last name.
At this point, you may add additional participants or delete them by clicking on the
“X” at the end of each line.

5. Ensure that any changes to the mission order record are saved by clicking the Save

button once the record is complete.

14.1.4CLOSING AN INCOMPLETE TEST

Incomplete tests, where one or more samples were not collected, need to be “closed out” in
ADAMS. This action will cause certain system counters to be adjusted so that reporting and

planning figures do not become incorrectly skewed by tests that have never taken place.

1. Change the status of the test to “Close-Samples not collected”
2. Change the sub-status to the relevant one:
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a. Missed test

b. Refused to provide sample
c. Other

3. Enter an appropriate description in the Reason box (e.g. Athlete no-show).

Status Sub-Status
Close-Sample(s) not collected b
* :
Reason Missed Test
Mew record Other

Refused to provide sample
Resource assignment underway
Planning in progress

Participants(0) |

4. Click Save.
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15 DOPING CONTROL FORMS (TEST DATA ENTRY)

When a Doping Control Officer (DCO) locates an athlete and receives a sample for the
athlete, a DCF must be filled out. This form is used to record information about the Test,

including the Sample ID, Participants, and Status. It is also used to match an athlete's

positive drug test results to his or her record.

15.1.1CREATING DCF

1. Go the file tree section.

Johnson, Andrew )
MNew... i
Mew

Standard TUE

Abbreviated TUE

Location Descriptors

DCF

Anti-Doping Test

ADRY

Sanction

‘Whereabouts Man Conformity

“ BAFs

whereabouts Mon Conformities
~ADRYWS

~Sanctions

2. Select DCF from the New drop down list.
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Sport / Discipline
Minigolf | Minigolf

Mission Order# ADD Reference#

Test Authorized By*

Planned Start™® Planned End*

| |3 | i

|WADA-AMA - Waorld Anti-Doping Agency

| # fee for service [ | fee paid |

Sample Collection Autlmrity*

|WADA-AMA - World Anti-Doping Agency

Country of Test
| &

Result Management Authority*

Region of Test

|WADA-AMA - Waorld Anti-Doping Agency

| &

Test Coordinator

|’_J City of Test

Lead DCO

v

Sport-Discipline *
[Minigolf | Minigolf

Name of Competition / Training Session

Test type*

Ewvent

@'In Competition

O out of Competition

Status*
| In Creation V|

Reason*

Mew record

Analyses (D) Participants{0)

Add Analyses |

Enter Date of Test.
Select Test Authorized By.

Select the Test Coordinator

© © N o Ok~

Select Sample Collection Agency.

cancel | save | @

Select Result Management Authority.

Enter the relevant DCO. (Only if you are the Sample Collection Authority).

Fill in the relevant Sport. This field is automatically completed based on the athlete

sport identity, and can be modified as required.

10. Select the Test Type — In Competition or Out of Competition.

11. Select a Status.
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Created-In progress: the record is being completed but is not final.

b. Complete — Sample (s) Collected: the sample was successfully collected and
the data entry is complete.
c. Cancelled: the data entry is cancelled (but not the test).
12.Fill in the Reason.
13. Then in the Samples tab, click the Add button to enter information about the Test
Sample. Select Sample Type.

Motification

Samples (1) Details Comments Participants Non-Conformities

add
Type sample Code ™ Time of Collection Sent to Lab*
| Urine ] [oo:00] | | # =
¥Yolume {ml) pH Specific l:irall.l'it'sur>K

14.Fill in Sample Code. This is the Test Kit ID printed on the sample collection vessel.

15. Enter the lab to where the sample is sent. Enter a few characters found in the name
of the lab (city, country or acronym) and press enter, or click the magnifying glass.

If more than one match is found, a Labs selection list window will pop up.

16. For urine samples, enter the volume and pH if applicable, and the specific gravity. If
a volume of less than 90 ml is entered, a message is displayed as a reminder that the
volume for such samples should be at least 90 ml.

17.Click Add button to enter more samples.

18. Click the X button to remove unwanted sample entries.

19.Fill in any other available information (more fields are accessible in other tabs).

20. Click on Save button.
When you save a DCF for the first time, after saving the record, the Activities tab will be
enabled. You can attach any files or documents via the Activities tab. For full details see the

section on Attaching Files in ADAMS.

15.1.2NOTIFICATION DETAILS

To enter Notification Details about the DCF/Test Sample click on the Notification Details tab

on the DCF page.
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Motification

Samples (1) Details Comments Participants Non-Conformities
Date of Motification Time of Notification Arrival Time
Comments
Country {of Notification) Region {of Notification) City {(of Motification)
......................... B e B
Mame of Competition f Training Session Selection Criteria
Athlete ID provided Document Type Document Number
Oves ®No
If Mo, explain how athlete was identified

Enter Date of Notification.
Enter the Country of Notification.
Enter the Region of Notification.

Enter the City of Notification.

a ;M wDNPRe

Enter any other relevant Notification details and then click the Save button.

15.1.3EDITING A DCFE

Go to the File Tree area.

Click on the + symbol next to DCF.

Select the appropriate DCF.

Click on the Edit button. The page reloads in Edit Mode.

Make the appropriate changes. If you change the status you must fill in the reason.

R o o

Click on the Save button.

15.1.4PRINTING A DCF

You can print a DCF using the "Print” button on the top of the page.
Note: DCFs produced by users from the International Olympic Committee are automatically

printed on a specific IOC DCF template.
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16 ADVERSE ANALYTICAL FINDINGS

An Adverse Analytical Finding (AAF) is used to record a Lab Result which has been found to
contain a prohibited substance. It is created automatically by the system when a lab creates
an analysis record that indicates an AAF. The system will automatically attempt to match an
AAF lab result to the relevant athlete. The AAF will not become official until the auto-match

is confirmed by an ADO or IF user.

Once an AAF has been created it is possible for a user to create additional records in the

system related to the AAF. ADAMS will link and display these records automatically.

It also allows users to view summary information surrounding an AAF, such as the related
Anti-Doping Rule Violation, or a TUE that may negate the positive sample result by showing
prior approval for the use of a specific drug.

Since ADAMS creates AAF’s automatically they are only available to edit.

16.1.1 AREAS WITHIN THE AAF

You can view both the relevant DCF and the Lab Result from the AAF page.

al Fil"\l:“l'lli;] cancel save
Athlete ADAMS ID# Date of hirth Sport Nationality Gender
Johnson, Andrew ADAND4850355 20-lul-1977 UNITED KINGDOM Male

Sport f Discipline
Foothall

Result Managment Authority*

A - Confirmed By User
18F [v]
Comment
Record visible to athlete Record visible to other relevant ADD
[F] O
status ¥ Sub Status

\ Created

Departure From

Links standard(s Activiies (1) WADA Only Activities
Date of Test Sport-Discipline City Test Type
05-Apr-2005 Agquatics - Swimming In Competition wiew
Date Reported Sample Type Sample Code AfB Substance
Urine =-100 A wiew
add
Effective Date Expiry Date Substance
Create ADRY |
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To view the DCF click on the View link in the DCF section of the AAF.

B Departure From o . o
Links standard (s Activities(1) WADA Only Activiies

OiCF
Date of Test Sport-Discipline City Test Type
03-Apr-2005 Aquatics - Swirnmming In Caormnpetition WiEm

The DCF will appear in a new window.

“ontral Form ~
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Johnson, Andrew ADADI4B50355 20-Jul-1977 UNITED KINGDOM Male
Sport f Discipline
Date of test™ Test Mission Code
08-Apr-2005
Date of Completion Time of Completion
00:00
Test Authorized By* Sample Collection Authority* Result Managment Authnrity*
WD WSO WADE
DCo
Jones, Bob
Sport|Discipline ™ Event
Aguatics | Swirnmming 400m freestyle Men 3
Test type® Notice
In Competition Mo Advance Motice
Comments
Status*
Complete
N Notification . e R . -
amples (1) et Comments Participants Activities (2) Non-Conformities
Type® sample Code™ Time of Collection  Sent to Lab™®
Urine S-100 0o:00 Laboratoire de contrdle du dops
Yolume pH specific Gravity
A AAF Confirmed By User wiew L
(v

To view the Lab Results click on the View link in the Lab results section of the AAF.

Lab Result{s)
Date Reported Sample Type Sample Code ASB Substance
Urine 5-100 A wigw

The Lab Results will appear in a new window.
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status* Mission Order Sample code™ Lab Reference #
Subrmitted 5-100
Test Result™® Sample Type* Which Ssample Gender
AAF Uringe Sample & Male
Sample Collection pate* Dpate Received by Lab Date Results Reported
07-Apr-2005
Lab Result Managment ADOS
Laboratoire de contrdl Authority Test type™
* L&F
Sport .
(X - — ot of competition
Agquatics | Swimming
Country Region City
BOTSWANA Central
- Monitored
EPD IRMS OTHER

Analysis Details fExplanation

You can attach any files or documents via the Activities tab. For full details see the section
on Attaching Files in ADAMS.

16.1.2EDITING AAFE

1. Go to the file tree section.

Johnson Andrew

|New... M

-TUEs(3)

“Location Descriptors(1)
“wWhereabouts(3)
CDMCFs(2)

Tests{3)

“AAFs(1)

fr OO I o O
(el JiEh RSk )

T+
s}

“wWhereabouts Non Conformities

ADRYs

“Banctions

2. Click on the + symbol next to AAF.
3. Select the relevant AAF.
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H-TUEs(3)

H- Location Descriptors(1)
H-wiyhereabouts(3)

H-DiCFs(2)

Tests(3)

E- aaFsi1)

- 08-Apr-2005 - Created

~whereabouts Mon Conformities

e [F e [

4. Click on the Edit button. The page will reload in Edit mode.

cancel | save

Athlete ADAMS ID# Date of birth Sport Nationality Gender
Johnson, Andrew ADADZ4850355 20-ul-1977 UMITED KINGDOM Male
Sport f Discipline

Foothall

Result M t Authority ¥
=0 SLClinE G A - Confirmed By User
|18F [v]

Comment

Record visible to athlete Record visible to other relevant ADOD

O O
Status Sub Status
| Created
Links Des!’t::t:::;:’m Activities (1) WADA Only Activities
DCF
Date of Test Sport-Discipline City Test Type
0&8-Apr-2005 Agquatics - Swimming In Competition Wigw
Lab Result{s)
Date Reported Sample Type Sample Code AJB Substance
Urine 5-100 A wigw
Applicable TUE(s) add
Effective Date Expiry Date Substance
ADRV Create ADRY |

5. Make the necessary changes. If you change the Matching Status or Status, fill in the
corresponding reason.

6. Click on the Save button.

16.1.3ATTACHING TUE(S)

1. With the AAF in Edit mode navigate to the TUE section of the page.

Applicable TUE(s)

Effective Date Expiry Date Substance

2. Click on the Add button.
3. Tick the checkbox of the TUE’s you wish to attach.
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Effective Date Expiry Date Substance
| methadone
[Jo&-aApr-z005 0a-Apr-2006 rmmethadone
[Jos-apr-zoos 0a-Apr-2006 inhaled forroteral, inhaled salmeterol
add

4. Click on the Add button.
5. Click on the Save button. The TUE will then be shown on the AAF page.

Effective Date Expiry Date Substance
03-Apr-2005 03-Apr-Z00a inhaled formoteraol, inhaled salmeterol =]

=R
‘2 &

16.1.4CREATING AN ADRV FROM AN AAF

Refer to the ‘Anti-doping Rule Violation’ section.
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17 ATYPICAL FINDINGS (ATF)

An atypical finding (ATF) is reported by a laboratory through a lab result to indicate that,
while there may not be an adverse analytical finding, there may be some suspicion

according to the results and that further analysis or investigation should be conducted.

Like the AAF, the ATF is a temporary step in the management of a Lab Result. The support
of the ATF in ADAMS is very similar to the AAF.

These two entities mostly differ by their status and permit organizations to take action using

pages which are similar.

An ATF record is created when a DCF is matched to a submitted lab result with the test
result of ATF. The record is then accessible through the athlete’s medical tree under the ATF

branch.

) print Motify Edit
Originally created 18-Dec-2009 21:25 GMT , by AnctherLaszt, AnctherUzer frarm TESTLAR
Last updated 18-Dec-2009 21:25 GMT , by AnotherlLast, AnotherUzer frormn TESTLAR

Athlete ADAMS ID# Date of hirth Sport Mationality Gender
Adams, Adam ADADMAIEIF I UNITED KIMGDOM Male

Sport / Discipline
Gymnastics | Trampoline

P 4
ADAMS ATF# Result Managment Authority .
2 : A - Automnatic match(Type IIT
ATF-2300305 wiaDA - Waorld Anti-Doping &gency {Tve )|
Comment
Record visible to athlete Record visible to other relevant ADD
Status ™ Sub Status
Created
. Departure From s WADA Only
Links standard(s Activities(0) o
Date of Test Sport-Discipline City Test Type
15-Dec-z009 Gymnastics - Trampoling In Competition wig
Date Reported sample Type sample Code Ssample AfB Substance
18-Dec-2009 Urine TTF123 A wiaw
Effective Date Expiry Date Type Status Substance

print Motify Edit | @
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Once investigation of the ATF is complete, the final outcome may be one of the following
statuses:

- Complete - Investigation Negative

- Complete — Investigation AAF

- Cancelled

17.1EDITING AN ATYPICAL FINDING RECORD.

The rules governing the editability and accessibility of an ATF are the same as those of an

Adverse Analytical Finding (AAF), which is almost never locked.

As with an AAF, the accessibility check boxes (visible by athlete/relevant org) are editable

only if the DCF is complete.

If ATF is cancelled (status is cancelled):

= The ATF status is locked, but the rest of the record is editable.
= It will be impossible to create an ADRV from this ATF. But if an ADRV already exists

for the TEST (from another sample), then it is accessible from the ATF

If ATF is marked as negative:

= The ATF is not locked
= It is not possible to create an ADRV from it. But if an ADRV already exists for the

TEST (from another sample), then it is accessible from the ATF

IF ATF is marked as positive:

= The ATF is not locked

= It is possible to create an ADRYV if there is not already one on the DCF AND if the
match with the lab result is confirmed.

= ADAMS does not automatically create an AAF, it is just the status of the ATF which

becomes positive and indicates than an AAF was recorded.
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18 ANTI-DOPING RULE VIOLATIONS

The ADRYV is used to record any violations that an athlete has incurred relating to the
Standard Doping Procedures. An ADRV can be used to record anything from a drug violation
to a missed test violation. It is a centralized area where a description of the violation can be
recorded, as well as details of any suspension (if there is one), and a list of sanctions (if
there are any).

18.1.1CREATING AN ADRV

1. Go to the file tree section.
2. Select ADRV from the New drop down list.

10, F1o L1F1M33555
[11. Fi1 L1F1M33886

Johnson, Andrew

Mewy... I
Mewy...

Standard TUE

Abbreviated TUE

Location Descriptars

DCF

Anti-Doping Test

ADRY

Sanction

WWhereabouts Mon Confarmity

FAAFs(L)
whereabouts Mon Conformities

t-ADRVs(1)

L Sanctions

3. Select the Category of ADRV.

Anti-Doping Rule Vialation (ADEMY E cancal | | osave |

Athlete AUAMS 1D F pate af birth sport Natienality tiender
sport § Discipline

Category of ADRY*

Details of Rule Violation

Camments

Details of Provisional Suspension{plus date If applicable)

tart ol Provisivnal Suspension Date and Time
| ] record visible to athicte
End of Provisional Suspension Date and Time | ] Recard visible ta ather celevant ABD
Status * Sub Status
Created s ¥

"
Hensan

Mow record

4. Select the Status.
5. Fill in any other available information.

6. Click on the Save button.
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18.1.2CREATING AN ADRYV FROM AN AAFE

Go to the file tree section.

Click on the + icon next to AAF.
Select the appropriate AAF.

Click on the Add an ADRYV button.

a ;> wDNPRe

Select the Category of ADRV.

User Guide — Sport Organizations
Version 2.2

Anti-Coping Rule sencel | save |
Athlete ADAMS ID# Date of birth Sport Nationality Gender
lohnsan, Andrew ADANI4E50355 20-1ul-1977 UMITED KIMGDOM Male

Sport f Discipline
Football

Category of ADRY
2eF [iv]

Details of Rule Yiolation

Comments

Details of Provisional Suspension{plus date if applicable)}

Start of Provisional Suspension Date and Time

| | i | | [0 record visible to athlete

End of Provisional Suspension Date and Time [] record visible to other relevant ADD
Status Sub Status )
[¥|

Reason®

6. Select the Status.

7. Fill in any other available information.

8. Click on the Save button.
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Anti-Doping Rule W cancel save
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Johnsan, Andrew ADA094850355 20-1ul-1977 UNITED KINGDOM Male

Sport / Discipline

Foothall

Category of ADRY ¥
|2ar [v]

Details of Rule Yiolation
| Elevated level of prohibited substance detected in sample ‘

Comments
| Any comments here

Details of Provisional Suspension{plus date if applicable)
‘ Athlete notified; medal revoked; pending appeal ‘

Start of Provisional Suspension Date and Time
|nE-apr-2005 | [ ooeon | [ record visible to athlete
End of Provisional Suspension Date and Time Record visible to other relevant ADD
[ | [ [oo:an |
Status Sub Status
[Entry in progress v

Haaring Process Activities(1)

Details

Date of Hearing

| [ [oo:00 |

When you save the ADRV the Activities tab will be enabled. You can attach any files or

documents via the Activities tab. For full details see the section on Attaching Files in ADAMS.

18.1.3EDITING AN ADRV

Go to the file tree section.

Click on the + icon next to ADRV.

Select the appropriate ADRV.

Click on the Edit button. The page will reload in Edit Mode.

Make the changes. If you change the status, fill in the reason for the change.

R o o

Click on the Save button.

18.1.4CREATING A SANCTION FROM AN ADRV

Refer to the ‘Creating a Sanction from an ADRV’ section.

18.1.5ADRYV ACCESS RULES

Anti-Doping Rules Violation records created by an organization with the proper access to an
athlete can be viewed by other organizations, as long as:
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e the other organization also has the proper access to the athlete data;

e the ADRV Status shows “Entry Complete”;
e The organization that created the ADRV selected the “Record visible to other relevant

ADO” checkbox. This last condition does not apply to WADA as they can access

completed ADRYV for all athletes.

These access rules apply to ADRVs created from an AAF or directly from the athlete tree

option.

19 ADRVS FOR NON- ATHLETES

The ADRYV is used to record any violations that a non-athlete has incurred relating to the
Standard Doping Procedures. A non-athlete ADRV can be used to record anything from
assisting an athlete to violate an anti doping rule, to trafficking, possession or sample
tampering. It is a centralized area where a description of the violation can be recorded, as

well as details of any suspension (if there is one), and a list of sanctions (if there are any).

19.1.1CREATING AN ADRV

1. Go to the file tree section.

2. Select ADRV from the New drop down list.

Search for athletes
find

Hon-Athlete only
advanced search

new person

list |

3 matching records found
Name ADAMS ID#

Franklin, Harry FRHAMNS0111
Granger, Georqe GRGEMNEA399
Patrick, Suzanne PASUFN35501
Granger, George

Mew -

Mew....
Sanction

anctions

3. Select the Category of ADRV.
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cancel save

Non-Athlete ADAMS ID# Date of birth Sport Nationality Gender
Granger, Gearge GRGEMMNE4299 02-Mar-1977 Male

Sport f Discipline
Skiing

Category of apRv ¥

|Assisting (an athlete to violate an anti-doping rule) hd

Details of Rule ¥iolation

| Found to be supplying prhibited substance to athlete. |

Comments
| ANy comments here... |

Details of Provisional Suspension{plus date if applicable}

Start of Provisional Suspension Date and Time

End of Provisional Suspension Date and Time

L 1E&

Status ™ Sub Status

*

Reason
MNew record

4. Fill in any other available information.

5. There is a section available to enter details of a related hearing.

Hearing Process

Hearing
Details

Date of Hearing Time

| | & | |

Click on the Save button.
Once the ADRYV record has been saved then you can also create a Sanction from the
ADRYV. Also the Activities tab is enabled allowing you to attach any documents or

files. Please refer to the section on attaching documents.

Hearing
Details

‘ Hearing details entered here...... ‘

Date of Hearing Time

[11-un-2005 | E8 [oo:on |

Sanction{s) Create Sanction

Type Sanctioned From Sanctioned To
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19.1.2EDITING A NON-ATHLETE ADRV

Go to the file tree section.

Click on the + icon next to ADRV.

Select the appropriate ADRV.

Click on the Edit button. The page will reload in Edit Mode.

Make the changes. If you change the status, fill in the reason for the change.

L T o

Click on the Save button.
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20 SANCTION MANAGEMENT

A Sanction refers to any penalty imposed on an athlete for a violation of the Anti-Doping
Rules. Sanctions can be imposed for any of the violations that appear on an Anti-Doping
Rule Violation page. The Sanction section of ADAMS allows users to list sanctions and access
their information.

20.1.1CREATING A SANCTION

1. Go to the file tree section.

2. Select Sanction from the New drop down list.

LA, P10 i
L11. F11 LIF1MUIRESR

Johnson Andrew

MNow ~
Mew,,

Standard TUE

[ Abbrevisted TUE

Lecation Descriptors

OCF

[ Anti-Dopang Test

LADR

Sanciion
[Whersabouts Non Confarmit

i AAFH(1)

whersabaute Nan Confarmit
HADRVE(1)
Sanctions

3. Select the Sanction Category and indicate the decision making body.

cancel save

Athlete
Gilbert, Peter

ADAMS ID#
GIPEMA46192

Date of birth
03-Jul-1973

Sport Nationality
CAMNADA,

Gender
Male

Sport f Discipline
Archery | Field

ADAMS Sanction ID #
Decision making body

O CAS/TAS

(O National Federation Internal Body

Sanction Category
‘ Disqualification of individual Result(s)

g

O Organization

[ Lifetime Ineligibility

Details of Sanction

Effective Start Date

Effective End Date

i

] Record visible to athlete

Duration of Suspension

| [ Record visible to other relevant ADO

Status ¥

Sub status

| Created

Status Reason™

New record

4. Fill in any other available information.

5. Click on the Save button.

When the Sanction is first save, you will notice it is assigned a Sanction ID Number.
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ADAMS Sanction ID # 5-18634

Decision making body

Sanction Category OcasfTas

|Disqua|ificati0n of individual Resuls) V| ® National Federation Internal Body
O Organization

[ Lifetime Ineligibility

Details of Sanction

Details of sanction are typed here.....

Effective Start Date Effective End Date
[D6-ul-2005 | @ |06-ul-2006 | B | O Record visible to athlete
B st nlo RS Uspension [ record visible to other relevant ADO
|1 fear |
Statust Sub Status
| Created V| | ............................. &
P
add activity
Reference date Activity Type Posted by Last updated
06-Jul-2005 B --= Created creatian Boyd, Micola 06-Jul-2005 10:38 AM GMT

Also, the Activities tab will be enabled. You can attach any files or documents via the

Activities tab. For full details see the section on Attaching Files in ADAMS.

20.1.2TRACKING AN APPEAL

Once a Sanction record has been created the Appeal Process tab is enabled allowing you to

track an appeal against a sanction.

Acl:ivities(l) Appeal process
Date appeal lodged Date of appeal

17-May-2005 v [ ]
Appeal Bod
WaDA - wWorld Anti-Doping 2 %

Appeal Status Appeal Outcome
|Appea| in progress V| | ......................

Explanation
Exzplanation details here.......

Modification of Sanction

1. Enter the Date the appeal was lodged.
2. Enter the date of the appeal hearing, if known.

3. Enter the Appeal Body.
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Set the current appeal status.

User Guide — Sport Organizations
Version 2.2

Use the Explanation text box to enter relevant information regarding the appeal.

When the appeal process is completed there are fields for the Appeal Outcome and

Modification of Sanction if that is relevant.

20.1.3CREATING A SANCTION FROM AN ADRV

1. Go to the file tree section.

Click on the + icon next to ADRV.
Select the appropriate ADRV.

TUEs(3)
Location Descriptors(1)
whereabouts(3)
DCFs(2)
Tests(4)
AAFs(1)
Whereabouts Non Conformities
B ADRVS(1)
AAF - Entry n progress

Sanctions(1)

Click on the Create Sanction button.

Type

Sanctioned From

Create Sanction

Sanctioned To

Select the Sanction Category.

Fill in any other available information.

cancel Save

Athlete ADAMS ID# Date of birth Sport Nationality Gender
Johnson, Andrew ADA094850355  20-Jul-1977 UNITED KINGDOM Male
Sport f Discipline
Foothall

Sanction Category

Fine M [ Lifetime Suspension

Decision making body

L[]

Details of Sanction

] Code-compliant Sanction

Effective Start Date

Effective End Date

| | & |

[ record visible to athlete

[ record visible to other relevant ADD

Duration of Suspension

status ¥

Sub Status

Created  [v]

Status Reason®
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7. Click on the Save button.

20.1.4EDITING A SANCTION

Go to the file tree section.

Click on the + icon next to Sanction.

Select the appropriate Sanction.

Click on the Edit button. The page will reload in Edit Mode.

Make the changes. If you change the status, fill in the reason for the change.

AR o

Click on the Save button.

20.1.5SANCTIONS ACCESS RULES

Sanction records created by an organization with the proper access to an athlete can be

viewed by other organizations, as long as:

¢ the other organization also has the proper access to the athlete data;

¢ the Sanction Status shows “Entry Complete”;

e the organization that created the sanction selected the “Record visible to other
relevant ADO” checkbox. This last condition does not apply to WADA as they can

access completed sanctions for all athletes.

These access rules apply to sanctions created from an ADRV or directly from the athlete tree

option.

21 NON-ATHLETE SANCTION MANAGEMENT

A Sanction refers to any penalty imposed on a person for a violation of the Anti-Doping
Rules. Sanctions can be imposed for any of the violations that appear on an Anti-Doping

Rule Violation page.

The Sanction section of ADAMS allows users to list sanctions and access their information.

21.1.1CREATING A NON-ATHLETE SANCTION

1. Go to the file tree section.
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2. Select Sanction from the New drop down list.

find |
Hon-Athlete only
advanced search
new person | list |
3 matching records found
ADAMS ID#
Franklin, Harry FRHAMN30111
Granger, Georae GRGEMNG4333 [
Patrick, Suzanne PASUFN35501
Granger, Georgs [
e, v
e,
ADRY
anchions
Sanction cancel save
Non-Athlete ADAMS ID# Date of birth Sport Nationality Gender
Granger, George GRGEMMNA4359 02-Mar-1977 Male
Sport / Discipline
Skiing
Sanction Category
| Fine e [ Lifetime Suspension
Decisi king bod
e [ tode-compliant Sanction
WADA - World Anti- v
Details of Sanction
Sanction details here.......
Effective Start Date Effective End Date
Duration of Suspension
status sub Status
----------------------- =
Status Reason™

| New record

4. Fill in any other available information.

5. Click on the Save button.
When you save the Sanction the Activities tab will be enabled. You can attach any files or

documents via the Activities tab. For full details see the section on Attaching Files in ADAMS.

21.1.2TRACKING AN APPEAL

Once a non-athlete Sanction record has been created the Appeal Process tab is enabled

allowing you to track an appeal against a sanction.
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Date appeal lodged

i
Appeal Body

[ waDa - world Anti-Doping 2 v |
Appeal Status

|.~’-‘«ppea| in progress V|
Explanation

User Guide — Sport Organizations
Version 2.2

Date of appeal

[ "=

Appeal Outcome

Explanation details here......

Modification of Sanction

Enter the Appeal Body.

Set the current appeal status.

A o

Click the save button.

Enter the Date the appeal was lodged.

Enter the date of the appeal hearing, if known.

Use the Explanation text box to enter relevant information regarding the appeal.

When the appeal process is completed there are fields for the Appeal Outcome and

Modification of Sanction if that is relevant.

21.1.3CREATING A NON- ATHLETE SANCTION FROM AN ADRV

1. Go to the file tree section.

CGranger, Jeorge

Menwy, .

- ADRYs(1)

""" Azsisting (an athlete to wolate an anti-doping rule) -

"Sanctions(l)

2. Click on the + icon next to ADRV.

3. Select the appropriate ADRV.

4. Click on the Create Sanction button.

Create Sanction

Type Sanctioned From Sanctioned To

5. Select the Sanction Type.
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6. Fill in any other available information.

7. Click on the save button.
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22 ANALYTICAL RESULTS FROM LABORATORIES

To gain access to the Lab Results section of ADAMS you must log on using an account set up
to access Lab Results or if your log in provides you access to lab results then click on the

Lab Access link on the My Zone page.

Lab Access - Lab Search

The Lab Results section is used to record results of the tests run on an athlete's sample. It
allows the user to record all information related to a sample's findings, however will never

display the name of the athlete whose sample it is.

Once a Lab Result record is submitted, if the sample is an AAF (a positive finding) or ATF
(Atypical Finding), it will automatically match the sample to an athlete based on criteria in
the Lab Results record and in the Doping Control Form that was created when the test was
performed on the athlete. This means that it is very important for all information to be

recorded accurately.

22.1.1SEARCHING FOR A LAB RESULT

1. Go to the ‘Search for Lab Result’ area.

2. To see all lab results in the system accessible by your Lab, click on the List button.
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Search for Lab Result

| find

new lab result | list |

More than 100 records found.
Please refine your search.

Code Type Ref. Mo.

Urine

1010001

Ay
] 10-
1010002 fuﬂr'l”e Aua-
2005

Urine

8389999
] 30-
testl 1 fuﬂr'l”e_l un-
2005
30-
test123456% un-
2005

EEET ] Uring ¢y rniimnng Tme

3. To search for a specific lab result from the list there are several types of criteria you
can use to search by, as listed below. These criteria get entered in the Search for
Lab Results field. Enter your search criteria and click on the Find button. This text is
not case-sensitive.

a. Sample Code
b. Lab reference number (LIN)

c. Mission order number

For further information please refer to the lab user guide or click on the Help button in the

lab result page.

23 WHEREABOUTS NON CONFORMITIES

When an athlete has failed to submit their Whereabouts or has submitted Irrelevant
Whereabouts these can be recorded and monitored within ADAMS.

23.1.1CREATING A WHEREABOUTS NON CONFORMITY

From the New drop down menu, select Whereabouts Non Conformities. A new Whereabouts

Non Conformity page loads.
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cancel | save |

ADAMS ID# Date of birth Sport Mationality Gender

Athlete
CANADA, Male

Adams, Adam TEADMASTZ281

Sport f Discipline
Ice Hockey | Ice Hockey

* Reference date

I | &

Type
| Failure to provide whereabouts i~

Comment

Status *
Created +
*

Status Reason
Mew record

Enter the type of Non Conformity that you are recording from the Type drop down menu and

add any other relevant comments then click the save button.

Once saved the page refreshes and the Activities section of the page gets added.

add activity

Reference date Activity
07-Jun-2005 B --= Created creation

Ty¥pe Posted by Last updated
User, Sample 07-Jun-2005 09:15 &M EDT

Any documentation that needs to be added can be added here by creating an Activity and
attaching the document to it.

Whereabouts Non-Conformities created by an organization can be viewed by other

organizations, with the exception of Service Providers. Other organizations must have

proper access to the athlete data.

Page 187 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

[.' ][A ‘ [ D] [A} ‘ MJ[S ] User Guide — Sport Org/ae?uszlsgozn;

An automatic notification is sent in ADAMS every time a Whereabouts Non-Conformity is

saved with a status of “Entry Complete”. This automatic notification is sent to users of all
organizations with access, with the exception of Service Providers. Other organizations
must have proper access to the athlete data, and have the “Whereabouts Non-Conformities”

notification type in their user profile.

24 TEST DISTRIBUTION PLANNING

To assist you in planning and budgeting Doping Tests ADAMS has a Test Distribution
Planning feature. Accessed from MyZone, ADAMS TDP module not only assists you in
planning tests, but allows you to get a quick snapshot in real-time of your progress against

your plan.

24.1TYPES OFE TDP

24.1.11N OR OUT OF COMPETITION TDP

Test Distribution Plans are created on an annual basis and are broken down internally by
calendar month (out of Competition) or daily (In Competition). They must not overlap, and
although you may create planning worksheets for future periods, only one In-Competition

and one Out-of-Competition plan may be active at any time.

24.1.20RGANIZATION TEST DISTRIBUTION PLANNING

Organization TDP sheets are used to keep track of tests that the organization has been
contracted to do by other organizations. The sheets are created like existing TDP sheets and

there are separate sheets for in-competition and out-of-competition.
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Originally created
Last updated 21-Dec-2007 17:02 GMT , by John, Doe from WADA

Name* Type
||n Competition - by
organization

| daaa

Start date*® End date*®
01-Dec-2007 E 31-Dec-2008 E
Status™®

| Created-In Progress:l
Major Game

Comment
Add Organization
World Anti-Doping Agency 4]
International Federation B

International Doping Tests & Management E

Rules to fill the plan/completed/closed column

The values of these columns are computed and stored in the ADAMS database like
the regular TDP sheets.
Basically for an Organization-based TDP sheet owned by Organization "A" and which
monitor TEST done on behalf of the requester organization "B," ADAMS calculates
Tests and DCFs which have the following configuration:
= TA = the requester organization "B"
= SCA = the owner of the TDP sheet, organization "A"
Planned TEST
= +1 for each TEST where TA = "B" and SCA = "A", with status = planned and
where end date of the TEST is in a given month or day.
Completed TEST
= +1 for each DCF where TA = "B" and SCA = "A", with the status Complete
sample(s) collected and which has the collection date in a given month or day.
Cancelled TEST
= +1 for each TEST where TA = "B" and SCA = "A", with status = Closed
sample(s) not collected and where end date of the TEST is in a given month or
day.
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24.1.3RTP TEST DISTRIBUTION PLANNING

This TPD sheet permits an organization to plan testing on targeted athletes for a given

period. This TDP sheet follows most of the common rules of the others in ADAMS.

The list of athletes belonging to the sheet is based on one of the Registered Testing Pools of

the organization.

Configuration

Fields description:

name [mandatory]
period [mandatory]. Month-based. Last month is included
RTP [mandatory] (one of the three)

status [mandatory]

O o o o d

comment

When viewing this type of TDP sheet, you will be directed to a search screen to specify the

athletes to view at one time.

Two criteria deserve special attention:
- View mode: checked by default, the TDP sheet will be displayed in view mode only.
Uncheck this field to edit the proposed fields.
- Show achieved: unchecked by default. If checked, it will display the proposed,
planned, complete and closed columns. Otherwise only the proposed column is

shown.
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Test Planning Test (01-Jan-200 dose
MFs Athlete Sport - Discipline
| il | il
Athlete Sport Nationality Rank
select ul min max
Last name First name
search Download
¥iew mode Show achieved []

24.2How To

24.2.1CREATING A TDP

1. Click on the Test Distribution Planning link in MyZone.

2. Click on Configure Test Planning sheets link to generate a new plan.

In campetition Ouk of cameelitiss

3. To create an In-Competition testing plan, click the relevant Create new TDP sheet
List TDP Sheet

Create New TDR sheat I Create New TDP sheat OUT

4. Give your plan a name and designate the starting date.

Mame™ IR/ OUT of Compelition
20086 JFarst Cuarter ot of Campetition
ronth ™  Year™
Jan (= 206 =
Status
Created-In Progress
Coamment
Ay comments hare......

5. Save the plan
a. In or Out of competition TDP:
i. click “Add Sport” to add a sport, and optionally discipline(s), and

events to the test plan. Note that disciplines and events are not tallied
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in real-time since accredited laboratories are not required to report
these on the certificate of analysis.

Configurs Sport

oseve || _cancel |

Sport/Discipline ™

Spart/D ls;lpllnr:t

»
. Add Competition |

Competition Name @
| Olympic Trals |

TRk - dsacrilla Fleete

Me L® e G0 pecinals liok e =]
-y 5 \‘:‘ [ L e A —————— * 0 e G

W G Mt (L] Lest sactres || Pasthal

o v b I ADA=S i i st [=]

BADAMS

Powemied By o

Srarch for athlvtes

IEETT——— T |
[ PP g
amn

Qb 2006

e L CT

scsnmciencesl Gl |l w208 o

sty aguanced waet |

I FOT o Eampetation
Out of Compeiiian

b

Creatnd-An ProQreLs ¥
]
Furst.quartse 200¢ 0OCT Pln

Lt o | :
Aauates  Biving 2

e ——

18 platiarm Wnmen

B wpringbemrd Sem

Teu springlnmed Wamen

wynshennoed degsny fam platdurm Hen

wni heani el deeing Dl platfnri Womea

ayne hruniied diudng 1w opianghbesrd fen

FhRRsE RS
hauatics - Smimming a

IS0 b bowbrad & hEa

e bas b nbrak e Wammen

Il bes aitlifrouk @ Men

e Bewavinfrobe Womews

8w bokierfly “hew

100 hufierfly Wassen

b. TDP for NGB or Individual Athlete:
i. Enter the name
ii. Start and End Date
iii. Status: Created in progress

iv. Save

v. Click on Organization and search for the relevant ones.

Page 192 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada
Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org


mailto:adams@wada-ama.org�

=/AJDJAIMIS]

c. RTP based TDP

i. Enter the name
ii. Start and End Date
iii. Status: Created in progress

iv. Select the relevant RTP

User Guide — Sport Organizations
Version 2.2

6. Once the worksheet is complete, set the status of the worksheet to “Activated” and

save it. You will no longer be able to make modifications, so ensure that the sheet is

complete.

In order to fill in your proposed tests, click close twice and click the “Edit” link next to

the sheet. You may fill in the tests you propose to conduct for each sport, discipline,

and event in the white boxes in the column for each month.

Y A  dderiiha B el

P i few e Beskmats  Toss P
S 5,1' ‘/D | R G e e S g R e o ]

W oy St g Lniest Fopiieny || Fasthil

. B | anase

BADAMS

Poevee By g iF Doe

Erarch for athletes

Anr Akt lsbm amby

= Boo@eee

A0 frwp il
it fraevhyle Weanes

LT R T T S

oo oDoDoOoOeeOoReDROPDE S DB D OODDE
EFEERSSSTEEE SRR R R OB EeEErw

oCeO00eeREREE 8088080 w

EEEDSSAEE SRS R R RS R R R NS R
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o e Pl Sl |
-
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The system will automatically calculate the number of planned, completed, and

closed tests for each of the sports that you have specified. As mentioned previously,

the actual values for disciplines and events are not calculated, displayed, or

incorporated into totals because labs are not required to report this information into

ADAMS.
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The ADAMS TDP module may be used to keep track of more costly screening or more
complicated tests. Planned tests for EPO, IRMS, Human Growth Hormone, Blood
Transfusions, HBOCS, and others are available at the bottom of the worksheet,

immediately below the sports.

Jan Feb lar Apr May Tiam

Lrine Q| @ 0en o0 o 5 o8 o o a 0 HD LR R R 0 [ B
- EPOD .'-_:I_ L L B _'-'.'_ o O o __E:. La Y R | !1-_ o o 0 _"-:ll ] o 0O 5t l-'l ] L1 o
IRMS oo o0 @ 9 e o @ LT cClo 0 pn e o0 ala 0

- OTHER o |4 <o 8 0| o o 0|8 Cioc BN o o o 0 o g 0O & o |0 o
Blead oo SorlEM | © o Follal | ¢ o Spldl [ lo Felliol (o | o Mo ny | < o i
hiH 0|6 .o08E 0| 6 0 5 [eBS - e c a4 oD 0| 0 B o 0|6 O

- Transfusion _':l o -0 B ﬁ‘l_ o 0 ‘0 : E'_ o0 I'I o 0 0 f-'l o o B _F_l__ o 0
HBOLCS 0 | 0En 0|6 o080 D |0 (SO0 oo 0 ED O 8 @ @ 0|0 =0

- OTHER Q| .0 LR | 0| o o N 0 0 ociEey o o o 0 L] o 0o o Q|0 o

Please note, that from a functional standpoint, the In-Competition and Out-of-
Competition test plans are quite similar. They rely on data being entered correctly, both
from the Doping Control Forms.

24.2.2COLUMN NAMES DEFINITION

- Proposed Tests: the number of tests that the ADO or IF proposes to carry out during
the given month.

- Planned Tests: the number of tests that are actually planned; that is, they appear on
a mission order or an athlete’s tree. (Anti-Doping Test status is “Planned”)

- Completed Tests: the number of tests where at least one sample has been collected
from an athlete. (DCF status is “Closed-sample Collected”)

- Closed Tests: the number of tests that were not completed. (Test status: “Closed-

samples not collected”)

24.2.3DELETING A TDP

1. Click on the Test Planning link in MyZone.
2. Click on Configure Test Planning sheets link
3. Click Delete on the relevant TDP

Name Type Status Start Date End Date

In Competition - by Created-In 04-Aug- 0d-Aug- J
E= organization Progress 2009 2009 Copy Delel
Created-In 01-lan- 01-Dec-
test LS Progress 2009 2009 Copy  Delete |

You can delete a TDP regardless of the status
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24.2 . 4EDITING A TDP

1. Click on the Test Planning link in MyZone.
2. Click Edit on the relevant TDP

Out of competition

00C NG sports (Jan-2008) View Edmd

You can only Edit active TDP

24.2.5RE-COMPUTING A TDP.

1. Click on the Test Planning link in MyZone.
2. Click on Configure Test Planning sheets link

3. Click Re-compute on the relevant TDP

NG sports iti Activ
Q00C NG sports Qut of Competition ctivated 2008 2008

You can only re-compute activated TDP.
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25 RECORDS CORRECTIONS

ADAMS provides the ability to make audited corrections on records by allowing an
organization user(s) with the correct permission the ability to change, or correct. Certain

elements of an athlete record which were previously “locked” by the system.

The permission to make corrections (Corrector role) is first granted by the ADAMS
administrator to an organization, and subsequently to a user by the organization
administrator. This permission must be granted carefully.

Examples of the types of corrections are as follows:

e Modify/delete a previously issued Mission Order;

e Modify/Delete anti-doping tests;

e Modify/Delete doping control forms;

e Modify/Delete lab results;

e Delete reports;

e Attach doping control forms to the correct test/mission order;

e Add athletes to a completed mission order;

e Change the comment for medical field in DoUs and TUEs for Asthma having a
Declared status;

e Delete cancelled TUEs and DoUs.

A user who has permission to correct records is not automatically placed into the corrector
mode; however, he or she will have access to a “correct” button (along with “edit”, “notify”,
etc) at the top of each record which may be changed. This button will only be displayed
when the record is in view mode, not edit mode, to avoid loss of user updates. Please note

that the “correct” button may appear even if there is no possible correction for the record.

When the user enters the correction mode, a dialog will appear listing the possible
information that may be changed or deleted. This list may be empty if no changes are
possible. When the user selects one of the options, a dialog will be displayed where the user
may correct the previous value and supply a reason for the correction (e.g. data entry

error).
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Once the user confirms the correction, the dialog is closed and the athlete’s record is
refreshed in the browser. If the user wishes to make another correction, the procedure is
repeated. This method of changing data allows ADAMS to very precisely log the changes

made to a record in the associated activity grid.

Further details concerning the corrector role may be found at the end of this document.

25.1BAasic RULES

The following basic rules apply the corrector role in ADAMS:

= The role "All Access" does not give access to the "corrector” role.

= A corrector can only correct an item his organization has access to in write mode
according to the accessibility rules (e.g. only a corrector within the lab which created
a lab result can correct this lab result).

= Furthermore, a corrector can only correct item he should normally be able to “write.”
For example, to be able to make corrections on a TUE record, the user must also
have the ADAMS "TUE_Writer" role.

= A correction is possible only if the information to be corrected is locked. For instance,
an automatic sample match cannot be broken by the corrector, because it is still
possible to confirm or reject the match.

= The only "correction" possible on a "Cancelled" item deletion. This may change in a
future version of ADAMS.

= The corrector role is not given automatically to any organizations. The WADA
Administrator must explicitly assign it to an organization who requests this role.

= The "delete" correction does not actually delete the data from the ADAMS database,
it marks the record permanently retired. However, the end effect to the user is that
of permanent deletion as no further retrieval or reporting is possible. If a record is

inadvertently deleted, a new record may be created in its place.

25.2POSSIBLE CORRECTIONS AN ATHLETE RECORD

The following aspects of an Athlete profile may be modified:

Function Details and Rules
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Delete a duplicate e The athlete must have at least assigned 2 sports.

sport/discipline.

25.3 POSSIBLE CORRECTIONS ON DOPING CONTROL FORMS

The following aspects of a Doping Control Form record may be modified:

Function Details and Rules

Correct the sample e Possible only if the sample is matched and if the DCF

code (e.g. Berlinger has no ADRV; an un-matched sample is not locked; or

kit number) on any the match has already been systematically broken

locked sample. e User is warned if matched with a positive lab result (e.g.
AAF)

e ADAMS will verify that the new sample code is unused
e Automatic re-match is attempted following correction
e An activity is generated on the DCF record reporting the

correction

Correct the sample e Possible only if the sample is matched and if the DCF

type (e.g. urine or has no ADRV; an un-matched sample is not locked; or

blood) on any locked the match has already been systematically broken

sample. e Every analysis on the record (e.g. EPO, IRMS, etc) is
lost

e User is warned if matched with a positive lab result (e.g.
AAF)
e Automatic re-match is attempted following correction

e ADAMS will update TDP sheets as appropriate following

correction
Change the test / e If the previous test was linked in a MO, it is not deleted,
mission order to else it is deleted.
which a DCF is e If the test already has a DCF which has some
linked. automatically matched samples, the matching type (I, 11
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or 111) may be affected but it will not be recomputed.

Break the auto- e Possible only if there is no ADRV associated with the
match status of any DCF.
sample on a DCF. e The user will be warned if an automatically matched lab

result is positive (AAF).

e If the DCF has a sample with two automatically matched
lab results (the A sample and the B sample) he must
select the one to be unmatched. It is not possible to
unmatch both simultaneously.

e The system does not try an automatic re-match after

this correction!

Delete a DCF record. | ¢ Not possible if there is an ADRV associated with the
DCF.

e Delete is possible if the DCF is canceled.

e The anti-doping test associated with the DCF is not
deleted. The sample code associated with the DCF is
marked as free, but the test will still be linked to the
athlete.

e If the status of the TEST is "Complete-sample(s)
collected" it will be put back in the state "Planned"

e A system activity is generated and is visible from the

TEST which has not been deleted.

25.4 POSSIBLE CORRECTIONS ON LAB RESULTS

The following aspects of a Lab Result record may be modified:

Function Details and Rules

Correct a sample e Possible only if the DCF of the sample the lab result is
code if the lab result matched with is has no ADRYV (in this case, the match is
has already been systematically broken).

auto-matched to a e The user will be warned if the lab result is positive

DCF. (AAF).
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e The system will check that the new sample code has not
been used previously in ADAMS.

e The system will attempt an automatic re-match after

correction.
Correct a sample e Possible only if the DCF of the sample the lab result is
type if the lab result matched with is has no ADRYV (in this case, the match is
has already been systematically broken).
auto-matched to a e Each analysis associated with the record (e.g. EPO,
DCF. IRMS) is lost.

e The user is warned if the lab result is positive (AAF) or if
any analysis records were lost.

e The system will attempt to automatically re-match after
correction.

e The system will update appropriate TDP sheets after

correction.
Remove analysis e Possible only on a matched lab result.
from a lab result. e User is warned if the Lab Result is positive (AAF).

e The system will update TDP the appropriate sheets after
correction.

e 1110n a locked lab result, the corrector can remove only
one analysis at a time... So the first dialog of the
correction assistant will display as many possibilities as
there are analyses in the lab result. Then second dialog
of the assistant will ask for a reason and may provide a

warning message depending on the circumstances.

Correct a test type e Possible only on a matched lab result.

(in- or out-of- e User is warned if the Lab Result is positive (AAF).

competition). e Results in generation of an activity on the Lab Result
activity grid.

e The system will update the appropriate TDP sheets after

correction.
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Correct an athlete’s

gender.

e Possible only on a matched lab result.
e User is warned if the Lab Result is positive (AAF).
¢ Results in generation of an activity on the Lab Result

activity grid.

Correct athlete’s
sport and/or

discipline.

e Possible only on a matched lab result.
e User is warned if the Lab Result is positive (AAF).
¢ Results in generation of an activity on the Lab Result

activity grid.

Delete a lab result

record.

e |If the Lab Result is matched to a DCF which has an
ADRYV, deletion of the Lab Result is not possible.

e Deletion is possible if the lab result has been canceled.

e User is warned if the Lab Result is positive (AAF).

e Will result in generation of an activity on the Lab Result
activity grid (but not accessible as the Lab Result is not
visible anymore).

e The Lab Result object is not actually deleted from the

ADAMS database; it is marked as permanently retired.

Biological Passport

Lab Results (BPLR)

e A result can be deleted (if there is a medical expert
report, it will be deleted as well).

e Itis also possible to correct the blood parameter values.
After the correction, an icon will appear next to the
corrected BPLR in the athlete’s passport page. This icon
will stay as long as the corrected BPLR has not been
exported for calculation and subsequently imported

back into ADAMS by the statistical laboratory.

25.5P0OSSIBLE CORRECTIONS ON ANTI-DOPING TESTS

The following aspects of an Anti-Doping Test record may be modified:

Function

Details and Rules

Delete an anti-

e |If the test has a DCF and the DCF has an ADRYV, the

Page 201 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada

Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

,‘ ] [A ‘ [ D] [A} ‘ M][S ] User Guide — Sport Or?/aer;lszls':llozn;

doping test.

deletion is not allowed.

e If the test has a DCF and this test is a candidate for
deletion, the DCF will be deleted as well.

e This operation will un-match each sample code on an
associated DCF and frees those sample codes.

e The user will be warned if there is a DCF with positive
lab result (AAF).

e The system will update the appropriate TDP sheets after
this operation.

e The test is removed from the associated Mission Order if
necessary.

e Both the DCF and the TEST are only permanently
retired, and the link between them is kept in the

database (e.g. the link is not nullified)

25.6 POSSIBLE CORRECTIONS ON MISSION ORDERS

The following aspects of a Mission Order record may be modified:

Function

Details and Rules

Delete a mission

order.

e Tests associated with the Mission Order are deleted if
they have no corresponding DCF; otherwise the test is
not deleted.

e The system will update the appropriate TDP sheets after
deletion (because of potentially deleted tests).

e Deleted mission order records and deleted test records
are only permanently retired, and the link between
them is still kept in the database. However, undeleted
test records belonging to a deleted mission order will be

unlinked with the deleted mission order.
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25.7 POSSIBLE CORRECTIONS ON TUE

The following aspects of TUE (including Declaration of Use, Asthma TUE and TUE) record

may be modified:

Function Details and Rules

Edit medical e A TUE is submitted, users with the corrector right can

comments modify the medical comments.

Delete TUE e Status of the TUE must be set to cancelled before you
can perform this
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26 IMPORTING ATHLETE RECORDS INTO ADAMS

ADAMS includes the capability to import (or bulk load) athlete demographic records from a

properly formatted file.

An organizational user with the “Athlete Import” permission may load athlete records from a
CSV (comma-separated values) file. The import is done asynchronously. A report is

displayed once the process completed.

The import procedure will check each record in the file against the global database in order
to try and identify potential duplicate records. Potential duplicate records have a last name,
first name, date of birth, and gender that exactly match a record already in the system.

Potential duplicates are considered errors.

Athlete records created from an import file will contain an automatic historic activity on the

demographic grid which indicates who imported the file and when the record was created.
Caution!

Importing athlete records is a permanent activity. Imported records, like other objects
contained within ADAMS, cannot be deleted or re-imported.

An import may not be undone.

26.1FILE FORMAT FOR IMPORTED RECORDS

The import file must be a CSV file where the first line of the file contains column names.
The order of the columns is not important, but if a name is incorrect, the entire file will be

rejected outright without checking the content of the individual records.

Records from the second line onward are athlete demographic records which must match the
column layout specified in first line of the file. For all intents and purposes, the number of

records in the file should not exceed 1000. Larger files should be broken into smaller files.
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Athlete Record Format

Column Name Description of Contents Required?
lastname Last name of athlete Yes
firstname First name of athlete Yes
nationality Citizenship of athlete. Only one nationality is | Yes

possible per athlete in the import file. Must specify
2-characters
(e.g. CA for Canada; EE for Estonia, etc.) or the 3-

character 10C-code

ISO standard codes for countries®

sport_nationality Sport nationality of athlete. Only one sport | Yes

nationality is possible per athlete in ADAMS. This
is the country for which the athlete competes
internationally. Must specify I1SO standard or 10C

standard country codes as with nationality, above.

gender Accepted values: M, F, or X Yes

sport Only one sport is accepted per athlete record in | Yes
import file. Specify 10C sport code (e.g. AQ for
Aquatics)

discipline Only one discipline is accepted per athlete and it | Yes

must properly match with the specified sport (e.g.
DV = Diving). A discipline that does not match a

sport will cause the file to be rejected.

rtp Enter athlete’s registered testing pool No

I = International

N= National
D= Other
if International Sport Federation. This is only | Yes

mandatory when the organization performing the
import is not an IF (e.g. a NADO). If the importing
organization

respective organization will be populated.

is an IF, then automatically the

> The I1SO and 10C list of valid countries is provided as an Appendix to this guide.
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formatting checks are made, but number should
ideally be specified using proper international

format (e.g. +44 208 555-2222).

nf National sports federation. The short names can be | No
found from within ADAMS when logged on using
the ‘contacts’-link in the top header. E.g. CAN-CU
or FRA-AQ
competition_level The competition level of the athlete (athletes who | No
are not part of the RTP, but still participate in an
international or national or recreational/master
competition event)
I = International
N= National
D= Domestic
dateofbirth Format is dd/mm/yyyy (e.g. 26/07/1975) No
sport_event The sport event’s code or a free text. No
email No format validity check is made. The email | No
address, if specified, is stored in the athlete
contact details.
street Street address of athlete’s primary residence (R1). | No
city City of athlete’s primary residence (R1). No
region Region of athlete’s primary residence (R1). If | No
provided, must be specified using the correct 5- or
6-character 1SO code®. Examples:
“CA-QC” specifies “Québec, Canada”
“GB-BRY” specifies “Bromley, United Kingdom”
country Country of athlete’s primary residence (R1) | No
specified using ISO or 10C standard codes.
postal_code Postal code of athlete’s primary residence (R1). | No
No validity or formatting checks are made.
home_phone Athlete’s home telephone number. No validity or | No

® The IS0 list of valid regions is provided as an Appendix to this guide.

Page 206 of 209

World Anti-Doping Agency e 800, Square Victoria, Suite 1700 e Montréal, QC H4Z 1B7 e Canada

Tel. +1 514 904 8800 e Fax +1 514 904 8650 « email: adams@wada-ama.org



mailto:adams@wada-ama.org�

,‘ ] [A ‘ [ D] [A} ‘ M][S ] User Guide — Sport Or?/aer;lszls':llozn;

mobile_phone Athlete’s mobile telephone number. No validity or | No

formatting checks are made, but number should

be specified using international format.

ioc_id 10C ID No
if_id International Federation ID No
nf_id National Federation IF No
nado_id National Anti-Doping Federation ID No

26.2 IMPORTING ATHLETES

1. Login as a regular user
2. Select Import Athlete

t@\ Import Athlet
3. Browse to your .csv file and click import

Select the file containing athletes

Start date End date Status

18-Jan-2003 [ |18-apr-z003 | (3 v | search

26.3 IMPORT HISTORY

The detail of each import is recorded. To review it:
4. 1. Go to the Import athlete section

5. 2. Click details to view the summary
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Select the file containing athletes

import

Start date End date Status

|18-1an-2008 | & [1g-apr-zoos ] v | search
User Status Description

mohanlal, henk {mohan} done : some data was invalid File : ISUAthletesImport HM.csy
mohanlal, henk {mohan} done : successful File : cinarHM csv

Birdi, Karam (karam} done : successful File : AthletesImport-Lausada.csv
Birdi, karam (karam} done : some data was invalid File : AthletesImport-Lausada.csy
Birdi, karam (karam) done : some data was invalid File : AthletesImport-Lausada.csy
Birdi, Kararm (karam) done : sorme data was inwvalid File : AthletesImport-Lausada.csv
Birdi, Karam (karam) done : some data was invalid File : AthletesImport-Lausada.cswv
Birdi, Karam (karam) dane : some data was invalid File ! AthletesImport-Lausada.csv

Date
15-Apr-2008 20:48 GMT

09-Apr-2003 17:04 GMT
17-Mar-2008 17:39 GMT

17-Mar-2008 14:21 GMT
17-Mar-2008 14:01 GMT
17-Mar-2008 13:52 GMT
17-Mar-2008 13:49 GMT
17-Mar-2008 13:46 GMT

User Guide — Sport Organizations
Version 2.2

Details
Details
Details
Details

Details

The system will display the import results.

26.4 ERROR HANDLING

If the import file contains one or more errors, or suspected duplicate records, an error

message will display in the import details.

The message will specify which row and which column in the file contains the error and the

type of error (row number starts at 1 and column number starts at 0).

User Status Description Date
Birdi, Karam done : some data was File : AthletesImport- 17-Mar-2005 14:21
(karam) invalid Lausada.csy GMT
List of invalid data:
StepfLineStatus
Athlete[Lausada, Larry has the following possible duplicates in the system:
1 Bucharest,Marlon, Date of Birth: 14/12/1978, M, sport nationality: ROMANIA with the similarity
factor 45
athlete[Lausada, Pam has the following possible duplicates in the system:
z Bucarest,Pat, Date of Birth: 20412719582, F, sport nationality: ROMAMIA with the similarity factor
45

The system only displays errors. All other records were successfully imported.
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27 HELPDESK ACCESS

WADA has arranged for a Helpdesk to be available to answer any user queries. The
Helpdesk, located in Québec, Canada, is available from Monday to Friday from 9am to 5pm
EST.
1. From North America dial: (866) 922-3267 (1-866-92-ADAMS)
2. From outside North America you may reach the Helpdesk by dialing:
+1 (514) 904-8800
Should you require assistance outside of the helpdesk core hours please send an email at

adams@wada-ama.org.
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