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Preface

This ADAMS User 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.

What’s New in ADAMS 2.3

This version of ADAMS 2.3 features the following enhancements:

e Supported browsers now include Internet Explorer 7 and 8, and Firefox 3.5 and
3.6. See Section 1.1.1.

e The login process has been improved to provide the user with more feedback
messages when issues are encountered. The logout button has been made more
visible. See Section 1.3.3 and following.

e Some ADAMS Notifications in your Message Center will automatically be deleted after
42 days. See Section 5.1.

e The size of the picture in your profile is now limited to 1 MB. See Section 6.1.

e SMS: ADAMS now sends an acknowledgement whenever a Whereabouts update
SMS message is received. See Section 6.1.

e Aview all button is now available in the My Recent Tests screen, to see all test

entries. See Section 8.

In this document, all new features are identified with an ADAMS 2.3 icon in the right

margin, as shown on the right.
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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 verify.

1.1.1 SUPPORTED BROWSERS

ADAMS is currently supported on the following browsers:
- Firefox Version 3.5 and 3.6

- Microsoft Internet Explorer Version 7 and 8

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

bar.

The Safari browser on Macintosh platforms is still not officially supported, although most of
the issues encountered in the previous version users have been resolved for Safari Version
5. Should you encounter any technical issues while using ADAMS on a Macintosh computer,

please report it to your ADAMS custodian organization and indicate the platform used.
Should you experience any technical issue while using a different browser, please try again
using one of the above browsers. Free versions of the browsers are available at the

following addresses:

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

http://www.microsoft.com/windows/internet-explorer/worldwide-sites.aspx

1.1.2 CLEAR YOUR BROWSER CACHE — IMPORTANT!

If you used a previous version of ADAMS, it is possible that your cache contains information

that will conflict with a more recent version.

In any case, always clear your cache before you use a new version of ADAMS. To obtain
detailed instructions on how to proceed for your specific browser, you can refer to pages

such as the following: http://www.wikihow.com/Clear-Your-Browser%27s-Cache.
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In a nutshell:
- If you are using Internet Explorer, select Internet Options from the Tools menu.
Depending on the IE version you are using, you may click the Delete then the
Delete Files... button in the Temporary Internet Files section of the General tab.

Check the Delete all offline content checkbox and click Ok to clear your cache.

= If you are using Firefox, select Clear Private Data or Clear Recent History from
the Tools menu. Make sure the Cache checkbox is selected; the other checkboxes

can be blank. Then click the Clear Private Data Now or OK button.

1.1.3 ALLOW PoP-UPS

Enabling the pop-up blocker may prevent some screens from appearing. In the Internet
Explorer “Tools” menu, select “Pop-up Blocker Settings” and add adams.wada-ama.org to
your “Allowed sites” list.
< If you are using Internet Explorer, select “Pop-up Blocker Settings” from the “Tools”
menu and add adams.wada-ama.org to your “Allowed sites” list.
< If you are using Firefox, select “Options” from the “Tools” menu. In the “Content”
tab, click the first “Exceptions...” button and add adams.wada-ama.org to your

“Allowed Sites” list.

ADAMS includes a detector on the login page which will warn users if a pop-up blocker is

enabled and inform them that ADAMS requires the use of pop-ups to execute properly.

1.1.4 ScCREEN RESOLUTION

Make sure 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.
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1.1.5 USING A BOOKMARK

If you experience difficulties logging into ADAMS, it may be because your bookmark (if any)
for ADAMS is not correct. For access to the Production system, ensure that your bookmark

is set to:  https://adams.wada-ama.org. The “s” suffix in https must be present. Remove

any extra characters following the URL. To verify the URL:

« If you are using Internet Explorer, click the Favorites button to display your
bookmarks on the left hand side of the screen. Right-click the ADAMS bookmark, and
select Properties. Ensure that the URL displayed exactly matches the one shown
above.

= If you are using Firefox, select Sidebar from the View menu, then select
Bookmarks to display your bookmarks on the left hand side of the screen. Right-
click the ADAMS bookmark, and select Properties. Ensure that the URL displayed

exactly matches the one shown above.

1.2 ADAMS BASICS

Time Out — For security reasons, ADAMS has been configured to time out after a certain
period of inactivity. If you do not submit any data or click any of the links for this period of
time, ADAMS will log you off the system. The maximum idle period is 30 minutes; should

you exceed that period, then you will need to log in again.

Back Button — 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 you
navigate through ADAMS by using the appropriate links. You can always return to the My
zone page by clicking the ADAMS logo in the upper-left corner of the page:

BaDAMS)

One ADAMS Session Per User — You can only have one single ADAMS session at a time.
Should you try opening another session for the same user on a different computer or

browser, the initial session will be deactivated and the following message will be displayed:
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Your session has been deactivated because your account has been used on another computer (or browser).

BADAMS

User Hame

Password

Login

Forgot Password

1.3 LOGGING IN
1.3.1 THE ADAMS URL

Enter the ADAMS address in the URL box of your browser: https://adams.wada-ama.org

Bookmarks Tools  Help

= | mmtps:ﬁadams.wada-ama.nrg

IMPORTANT: always include the “s” in the https part of the site address.

The first time you access ADAMS, it is recommended to type the address as shown above,
instead of clicking a URL hyperlink from a document. Clicking a hyperlink may have caused

access issues in the past on some specific platforms and browsers.

1.3.2 THE ADAMS L OGIN PAGE

You will be greeted with the following Log in screen:
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i Ik, T g RS
EADAMS PN ot 2",

User Hame

Password

Login

Forgot Passward

Enter the Username and Password you received from your ADAMS custodian organization

and click the login button to enter the site.

Make sure that your CAPS LOCK key is not activated when you enter your password. Ifitis,

a pop-up will remind you to turn it off.

1.3.3 PROBLEMS LOGGING IN
1.3.3.1 Incorrect Username / Password

If you enter an incorrect username and password combination once or twice, ADAMS will

display an error message:

EADAMS PN V A"

User Hame
Password
Please enter a valid user name and password combination
Lagin

Forgot Password

1.3.3.2 Temporary Lock

If you enter an incorrect username and password combination at least three times in a row,
ADAMS will lock you out for 60 minutes and display a message suggesting that you use the

Forgot Password link:
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EADAMS)

User Hame

Password

Login problems? Please use the Forgoet Password link below

Login

Forgot Passward

During that temporary lock period, entering the correct password will not work. However,

you may contact your custodian organization or request a temporary password — see below.

1.3.3.3 Permanent Lock

If you enter an incorrect username and password combination at least nine times in a row,
ADAMS will lock you out “permanently”. At this stage you will have to contact your ADAMS
custodian organization to have your password reset. The temporary password will not work

if you are permanently locked out.

1.3.3.4 Forgotten User Names

Contact your ADAMS custodian organization if you forgot your ADAMS username.

1.3.3.5 Forgotten Passwords

You can click the “Forgot Password” link at the bottom of the ADAMS Login page, which will
display the Forgot Password page:
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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

Email

submit

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 password reset.

Couml_v:| AFGHANISTAN Vi search |
HADO 3 NF O
back to login page

If you forget your password, you have two options:

1.

Request a Temporary Password: If your ADAMS profile contains your email
address, you can request a temporary password through email. Simply enter your
username and email address — the same as the one saved in your ADAMS profile — in

the upper section of the screen, then click the submit button:

A new temporary password will be sent to the email address in your ADAMS profile shortly, and must be used within 24 hours. if you do not
receive the email within the next 15 minutes, please contact your custodial organization.

back to login page
ADAMS will then send you an email containing a temporary password, which you
must use within 24 hours. If you do not receive an email within 15 minutes of

submitting the request, verify your spam blocker if any — since the ADAMS email

could have been intercepted — then contact your ADAMS custodian organization.

Contact your ADAMS custodian organization Your ADAMS custodian organization
can reset your status in ADAMS, and issue a new password if required. If your
custodial organization is a NADO or a National Federation, you can find their
coordinates in the lower section of the Forgot Password page: select the country
from the drop-down box; if the organization is a National Federation, click the NF
radio button, search the sport and discipline (enter a few letters and click the

magnifying glass), select the sport and discipline; then click the search button:
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I Search sport/discipline

If you don't know your User Name or don't have an email add
please contact your sport organization to have yourj =thl search

Athletics \“\seli
Country™[™ SWITZERLAND v{ search | Athletics | Athletics

) - | Atnistios | 1SS sthietics
HADO (O NF_ &) Sl)oll-DlScll)lllle:‘ athl |r Adhlstics | Combined

Athletics | Cross Court;
Athletics | DiscL:

Cancel

back to login page
Athletics | Incoor Athletics v

1.3.3.6 Changing the Password

ADAMS will prompt you to change your password:
- if you login to ADAMS with a temporary password, or

- on a regular basis, for security purposes.

You can also change your password from the User Preferences. Please see the Users

Preferences / Password Change section for more details.

1.4 LOGGING OuUT

When you have finished working within ADAMS and wish to exit the program, click the
Logout 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.

Please make a habit of always terminating your ADAMS session by clicking the Logout

button, in the upper-right corner of the ADAMS page:

A Logout ]

Should you not terminate a session properly — for example if you close your browser
application or turn off your computer without logging out — then the “deactivated session”

warning message might be displayed the next time you log in:
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Your session has been deactivated because your account has been used on another computer (or browser).

EADAMS

user llame ||

Password

Login

Forgot Password

If you follow the proper logout procedure and still see the above warning message, please

contact your ADAMS custodian organization.

1.5 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.

1.5.1 COLLECT INFORMATION

Therefore please take the time to submit the details.
1. Right-click the red error text (not the “running man” picture)
2. Select View source
3. Save the .txt file
4

Send an email to adams@wada-ama.org and attach the .txt file

I

ADAMS server
encountered an unexpected error.
If this persists, please contact your system administrator
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Other Useful Information

e What time the error occurred

e What Internet browser you use

e What operating system (Windows XP, Windows Vista, Linux, etc) you run

e The speed of your Internet connection

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

e What part of the screen the message was located in

e It is useful to mention the series of actions that occurred before the error was
encountered, for example: how you accessed the page where the issue occurred,
which link or button was clicked,, what value was entered or selected from a drop-
down, was the “Previous” or “Next” button of your browser used - those are usually
not supported in ADAMS- etc. Does the error occur consistently, and if so, how can
you recreate it?

e Screenshot of the screen in error can also be useful.

1.5.2 CONTACT THE ADAMS HELP DESK

A Helpdesk is available to answer technical user queries about ADAMS. The Helpdesk,
located in Québec, Canada, is available from Monday to Friday from 9am to 5pm Eastern
Time.
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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2 ATHLETE CONSENT AGREEMENT

The athlete consent agreement requires that you as the athlete “sign” the agreement with
your 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.

Please read carefully this agreement:
ADAMSE EMD-USER AGREEMEMT ~

Far Enwilish, click: here.

Pour le Frangais, cligues ici.

Fiir Deutsch klicken Sie hier.

Para el espafiol, chasgue agui.

Per taliano, clicca gui.

BEFOESL, S AEy) ERE L iEE L
Woor Mederlands, kiik hier.

N3 Py oKD BEPCMM KIMEHMTE 30800 .

YO HERERY UNMDERSTAMD AMD ACKMOWILEDGE that as a consequence of your
participation in organized sport some data relating to you will be retained in
and processed on "ADAMS.” ADAMS is a web-based data management system
developed and maintained by the World anti-Doping Agency (WADAY, in its
role as central clearing house for anti-doping information. It is used by
Anti-Doping Organizations (A00s) to administer their anti-doping programs.

ADAMS may be used by ADOs for scheduling in and out-of-competition doping
tests and managing related information, including Therapeutic Use
Exemptions (TUE), information related to athlete whereabouts, information
about the results of anti-doping tests, and sanctions-related information ¥

Sign this consent by typing your birthdate :

. and entering your password to validate : e

Accept Decline

However, you must enter the correct password to accept the agreement and login to

ADAMS.
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3 My ZoNE — HOME PAGE

When you first log in to ADAMS, your User Home page loads. It is called My zone and it

features links to launch various system modules.

3.1 MODULES

B Messages
——— 1» LT mvrecentrests

Mo new notifications

Mo new messages
g Useful Links

= WADA - World Anti-Doping Agency

C\ My Profile ® ASADS - Australian Sports Anti-Dioping
Suthority

Please Verify Your Primary Address

This address is the primary Mo address information on file
location where you reside for

Whereabouts purposes. If it

is not correct, please update

vour profile,

3.1.1 MESSAGES

The Messages link allows you to receive and review messages and notifications sent either
by other ADAMS users or generated automatically by the system. You might receive a
message from an Anti Doping Organization or from your sport federation; also the system
will generate notifications to remind you of overdue whereabouts submissions, Therapeutic

Use Exemptions having been approved or rejected.

3.1.2 MY WHEREABOUTS

From the My Whereabouts link you can review existing whereabouts details or create and

submit new whereabouts information. You might also receive warnings if the submitted
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whereabouts do not meet the set Whereabouts requirements. When clicked on the link, your

main Whereabouts page will open up with this quarter’s calendar and a side navigation pane.

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 your MyZone

page.
0 My whereabouts

2009-01

3.1.3 MY PROFILE

The My Profile link allows you to view and update your demographic profile, keeping all
contact address and telephone details accurate and current.

It is recommended to enter your email address in the Contact Details section. Should you
ever forget your password, you can use the “Forgot password” link to have a temporary
password sent to this email address. Please ensure that your email address is current at all

times; you can test it by clicking the “Email” button.

3.1.4 MY RECENT TESTS

Using the My Recent Tests link you are able to review the results of any recent doping tests

along with contact information of the relevant Results Management Authorities.

3.1.5 USEFUL LINKS

There is also a link to the World Anti Doping Agency’s website and there may be other useful

web links added to this area.
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3.2 CONTACT LINK

A popup containing the contact information of various organizations is now available for all
users of the system. The contact link is located in the top frame of ADAMS, next to the

HELP link.

B (ADAMIS)
@

Clicking this link will display a popup which allows you to search for any organization
registered in ADAMS.

Search on short name and long name
[hockey.canada i _search | _close |
Rote bl | .
| |

|
| |

_—

Country 4+ - sport |—_| - ._'..I

|

|
Name Raoles Sports Country
CHA - Hockey Canada MF - NADO Ice Hockey CANADA

The criteria are as follows:

O Short name/long name: Tries to match the text entered with either the short name or
long name of an organization

O Role: Searches for organizations having at least one of the roles chosen. If lab is the
only role criteria chosen, then the results will return only pure labs.

O Countries: Searches for organizations (usually a NADO or NF) configured with at least
one of the countries chosen.

O Sports: Searches for organizations (usually an IF or NF) configured with at least one

of the sports chosen.

After clicking the search button, a list of organizations that meet the criteria will be listed.
The name of each organization is in turn a link that will display a popup showing the

organization’s contact information.
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close

Street Stock Exchange Tower; 800 Place Victoria (Suite 17003 PO, Box 120
City Montreal Postal codefZip H4Z 1B7
Country CAMNADA Region Quebec
Web site hittp: ffwewews wada-ama.org
Organization Primary ADAMS Contact
First name Chaya Last name Mdiaye
Phone +1514 904 9232 Mobile
Email chaya.ndiaye@wada-ama.org Fax +1 514 904 8748
TUE authority
First name Alain Last name Garnier
Phone +41 21 343 4340 Mobile
Email alain.garnier@wada-ama.org Fax
Mission Order contact
First name Stuart Last name Kemp
Phone +1514 904 9232 Mobile
Email stuart.kemp@wada-ama.org Fax +1 514 904 3743
Result Managment Authority contact
First name Stuart Last name Kemp
Phone +1514 904 9232 Mobile
Email stuart.kemp@wada-ama.org Fax +1 514 904 3743

This information is entered by the administrator of each organization or can be entered by

the ADAMS administrator on their behalf.

If a section does not contain any information, it will be omitted from the display.
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-~
save | close | —

Security Options My Challenge Questians | Change Password |

Preferred language English b

Email notifications

® use Organization's configuration: Never send email
O Always send email

O Never send email

Access configuration for whereabouts that are not submitted

Since Adams 2.0, without delegation, no organization can access whereabouts that are not submitted

® deny access to custodial organization

(O grant access to custodial organization

You are using ADAMS version R2.0-build.4403 built on November 14 2008 11:41:16 AM
Please quote this number when contacting ADAMS support

@ Dione é ﬂ Internet

The User Preferences window allows you to manage your own password, configure challenge
questions, set your preferred language, enable email notifications and allow your custodian

to gain access to your not submitted Whereabouts details.

To access the User Preferences window, either click your name link at the right top in the
ADAMS banner.

3.3.1 CHALLENGE QUESTIONS

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

Preferences window.
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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.

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 |

. |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

s5ave

3.3.2 LANGUAGE SETUP

ADAMS is offered in: English, French, Spanish, Arabic, Russian, German, Italian, Japanese

and Dutch.

To select your preferred language, pick the relevant one in the drop down and save.
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“ SavEe | close |

Security Options My Challenge Questions Change Password |

Preferred language English

Email notifications
® use Organization's configuration: Always send email

& Always send email

O Never send email

You are using ADAMS version R1.8.1-build.1907 built on December 21 2007 01:46:28 PM
Please quote this number when contacting ADAMS support

Note that the system will bring you back to the ADAMS homepage

3.3.3 PASSWORD RESET

Click the Change Password button in the User Preferences window.

athlete, IF

® The current password cannot be reused.
® Password length must be at least & characters

Current password

New password

Repeat New Password
canfirmn

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.

Due to the Security Policy passwords must be changed every 90 days. When you have to
change your password because it has expired, a message will be displayed at the change

password screen.
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Your password has expired. Please enter a new one,

Current password | |

Mew password | |

Repeat MNew Password | |

confirm

3.3.4 EMAIL NOTIFICATIONS

ADAMS can send you an email every time you receive an ADAMS internal notification (see
Message help). Pre-condition is that you must have provided an e-mail address to your
custodian organization that on its turn must have enabled the e-mail functionality. Select

Always send email: to always receive an email.

save | close |

Security Options My Challenge Questions Change Password |

Preferred language English +

Email notifications

Use Organization's configuration: Always send email
Always send email

O Never send email

You are using ADAMS version R1.7-build.2629 bhuilt on May 18 2007 09:28:50 AM
Please quote this number when contacting ADAMS support
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3.3.5 WHEREABOUTS ACCESSIBILITY

There are restrictions on when your Custodial organization can view and edit your

whereabouts details.

= You and your athlete agents can at all times view and modify your whereabouts.

= If you don’t have an ADAMS user account, your Custodial organization can view and
modify your whereabouts details regardless of whether you have submitted your
whereabouts already or not. Other organizations with access can only view your

submitted whereabouts details.

= If you have an ADAMS user account, your Custodial organization can view and

modify only your submitted whereabouts. Other organizations with access can only view

your submitted whereabouts details.

However, if you have an ADAMS user account, you may allow your Custodial organization to
gain access to your whereabouts details regardless of whether they are submitted or not. To

do this, you need to change the option in your 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

3.4 REQUESTING A PASSWORD RESET (FORGOT PASSWORD)

1. Click the Forgot password link
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User name

Password

| login I

Forgot Qassworc(

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.

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 Hame” |adams
Email adams@wada-ama.org|
* submit

3. Or if you do not have an email address in your profile you can look-up your IF,
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 password reset.

search

Country: | CANADA w

HADO (& HF O

Hame K Type Country Sport|Discipline
CCES - Canadian Centre for Ethics in S MADO CAMNAD A

TAL - Test AdoWith Lakb AL AR,
back to logn page
PRINT ALL

Some ADAMS pages feature a print button. It allows you to easily print out the page being

displayed on screen, including the data within the non-displayed tabs. This provides a simple

way to create a hard copy of a record in the system.

» Simply click 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
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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:

O TUE
O Location Descriptors

O Test
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4 MESSAGES

create message | help| close

a Message centre

ﬁ Message

2 .

A _received
@&

t‘.’b sent

@ archived

45 Motification

t:;x received {14}

t;b sent

@ archived

Messages & Notifications

Athlete users can send messages to:
O every administrator of his organization;
O every other organization which has access to him and which has at least one user
with the "message" notification type;

O their agent(s).

4.1 How TO CREATE MESSAGES:

1. Go to the Messages section

1 » D My recent tests

12 Notifications
Q\ Useful Links

* WADA - World Anti-Doping Agency

No new messages

D My Profile

@ My whereabouts

2. Click Create New message
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create message help close

a Message centre

Messages & Notifications
Message

@ received

4O sent

; @ archived

é-a Notification
@ received {14}
4O sent

@ archived

3. a New message window will open, click To to select the users you would like to

contact

send cancel

rch Recipients ve | cancel

Selected items

D2 Adrministrator

IDSF - International Dance Sport
LK Sport - UK Sport

>

Fermoy e

add all
rermove all

a. Select your recipient
b. Click add
c. Save

4. enter the subject and the body of the message and click send
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sei cancel
to | WaDas, Administrator k.
Suhj%essage subject
1
7 2

essage bo

4.2 VERIEY THE STATUS OF A MESSAGE

1. Go to the sent folder

create message | help|
a Message centre Eye=s g
ey M Messages & Notifications
- essage
: i?é received
'V(:;\ sent (1
@ archived

Notification

close

i?é received {14}
‘;\ sent
@ archived

2. Click the message subject to open it.
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create message | help ‘ close
a Message centre
M 4
= N message sent %=
& _received
t,:& sent (1)
E3 _archived O Sender Subject Date/Time

B3 Notification O

Cheys Ndizye (W ADAY HMessage o
e
i ‘13 receive delete archive
H 1.‘:\ sent

@ archived

05-Feb-2008 15:45 GMT (read)

reply archive |

Sender Chaya Neigys (WADA) ID[851978]
Recipients WADA, Adrninistrato |
Subject Maszage subject

Content

Mez=ags ID

Massage bady

a. From the details of the message you can retrieve the following information:

o verify if the receiver read the message: Next to the receiver's name the
system will display Read or Unread

0 Get the message ID: that ID can be used to quickly retrieve messages or
notifications for the ADAMS homepage.

B Wessaqges: Message ID
&

12 Notifications

No new messages

4.3 QUICKLY RETRIEVING YOUR MESSAGES

1. Go to the ADAMS homepage, enter the message ID and press enter. The message ID

is included in the email notification you received if your account is setup for it.
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Messaqes Message ID
y—qp/

12 Motifications
Mo new messages

2. The system will open the message

4.4 DELETING / ARCHIVING YOUR MESSAGES

4.4.1 TODELETE A MESSAGE

1. Go to the message (in any of the folders)
2. Select the box in the left (or use the select all option)
3. Click Delete

4.4.2 TO ARCHIVE A MESSAGE

Go to the message (in any of the folders)

Select the box in the left (or use the select all option)

Click Archive
&
sent S
s X Sender Subject Date fTime
|j Betty, Boop (W aDAY Messane subject 05-Feh-2008 15:45 GMT (read)

e | _archivoifm—
2
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5 NOTIFICATIONS

Notifications are either manually or automatically sent by ADAMS to the different users. Each
notification includes:

a sender: user that made the action

recipients: the athlete

Reference link: link to the record (TUE, Whereabouts)

Subject: notification subject

o o o o d

Content: related information

5.1 AUTOMATIC DELETION OF NOTIFICATIONS

Received and sent notifications are automatically deleted after 42 days. Furthermore, a
received unread notifications in excess of 300 will be deleted. To avoid the automatic
deletion of notifications, you can move them to the archive folder.

The following notifications can be received by an athlete:

5.2 WHEREABOUTS SUBMISSION CONFIRMATION

Whenever the athlete/agent/organization user submits whereabouts
For Quarterly submission:

Sender mohan lal [WaDA) ID[1811713]
Recipients lal, rmohan (Read - 03-Dec-2008 20:26 GMT)

Reference Link whereabouts Quarter

Subject AUTS: Whereabouts subrmitted!

Content

Thanksz for submitting vour whereabouts for GQ1-2009

5.3 WHEREABOUTS ACCESSIBILITY MODIFICATION
When access of the Custodian organization to your Whereabouts details that are not
submitted is granted/revoked by the administrator of your Custodian:
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subject:
AUTO: Custodian organization has taken/released access to your Whereabouts that are not submitted!
message:

Your Custodian organization <short name> has taken/released access to your Whereabouts that are not submitted!

5.4 TeEAM WHEREABOUTS MODIFICATION

When a Team manager of a team you are a member of modifies the team whereabouts

(affecting your individual whereabouts calendar):

Subject: AUTO: Whereabouts modified by a team manager(s)
Message: Your whereabouts have been updated due to some modifications done in team (s) you are member of.

5.5 TUE STATUS MODIFICATION

Is sent by the system every time the sporting organization to whom you submitted your

TUE, modifies the status of your TUE-application.

Subject:
AUTO: TUE has been rmodified §T-7239 TUE reference number
Message:

TUE has been modified!

When you submit your TUE-application, your Sporting organization will receive a

notification:

Subject:
AUTO: Athlete submitted a TUE: T-7239
Message:

Athlete submitted a TUE!

If there are no users within the Sporting organization with the specific notification type set

up, a warning message will be returned to you to inform you.
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When you declare your DoU or TUE for Asthma-application, your Sporting organization will
receive a notification, as well as other relevant Anti-doping organizations with access

(including your Custodian organization) and WADA:

Subject:
AUTO: Athlete declared a DoU: DU-7239
Message:

Athlete declared a DoU!

5.6 TUE APPROVAL /Z REJECTION Z INCOMPLETION /Z INPROCESS

Every time a user of the sporting organization sets the status of your application to
approved, declared, rejected or marks your TUE status incomplete or ‘in process’ you will

receive one of the notifications below.

In the cases of an Approved or Declared status,the other organizations with access to your
record (including your Custodian organization If different from the Sporting organization)

and WADA receive the notification.
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Subject:
AUTO: TUE has been rejected: T-7239
Message:

TUE has been rejected!

Subject:
AUTO: TUE has been approved: T-7239
Message:

TUE has been approved!

Subject:
AUTD: TUE has been cancelled: T-7239
Message:

TUE has been cancelled!

Subject:
AUTO: TUE is incomplete: T-7239
Message:

TUE is incomolete!

5.7 ACCESSIBILITY NOTIFICATION

You will receive an accessibility notification when:

O Access is granted to an athlete agent
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Wwhen an athlete agent obtains access to an athlete, the athlete will receive the following notification -
Subject:

AUTO: Add access to an athlete agent

Message:

The agent added is : Lastname firstname

O Access is revoked from an athlete agent
Subject:
AUTD: Remove access from an athlete agent
Message:

The agent removed is: Lastname firstname

O When your Custodial is transferred to another organization
Subject:
AUTO: Mew custodial organization
Message:

vour new custodial organization is; CCES - Canadian Centre for Ethics in Sport
O When an organization is removed from your access list

Subject:
AUTO: Remove from access list an organization
Message:
The removed organization is: CCES - Canadian Centre for Ethics in Sport
O When your username is locked after three unsuccessful attempts at login, the

administrator from your custodian organization receives the following

notification:

Subject:
User was locked
Message:

User Lastname, Firstname (username) was locked.
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6 My PROFILE

The My Profile link allows you to view and update your demographic profile, keeping all

address and telephone details accurate and current.

It is strongly recommended to enter and save your email address in your ADAMS profile.
This would allow you to use the Forgot Password option on the ADAMS login page (which
sends a temporary password to the email address in your profile), should you experience

issues with your ADAMS password. See point 5. below.

6.1 VIEW / EDIT YOUR PROFILE INFORMATION

1. Click My Profile

D My Profile

2. Review your profile or modify your contact details by clicking on the Edit button in

the top right corner of the screen
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s a ”
Originally created 18-Now-2010 22,56 GMT , by IF, User
Last updated 24-Jan-2011 21:29 GMT , by Athlate, IF

Last name First name ADAMS ID# Gender *
Athlets * 1F % ATIFMASE218 * Male
Demographic I Sport/Discipline (1) ]— Security ]
Accreditation# IF 1D# NF ID# NADD ID# BP ID#
BPZ22L0

Date of birth Age Preferred Name Former last name
[Nationalities * || |pisabilities |

| COUNTRY | | |

No photo

These sections ——. _upload phato_ |

are editable

Sport Nationality® Disability Class
COUNTRY

||I-m:l"r;-::_l-ni'l's-3_;-5‘-”'\1:-3-:3:-::-IU|;
|Phone type Phone Number
| Mobile | [151489399998 |2 use sms
- ~ For US mobiles only: ADAMS whereabouts SMS, To opt-out at any time,
send STOP to 54939, To receive more information, send HELP to 54939,
Message and Data Rates May Apply. Account holder authorizes charges
to appear on wireless bill or be deducted from prepaid balance.
SMS test started 24 2011 21:27. Athlete must reply via SMS (to
+447624802848) with activation c "338" to validate.
| ¥l Enable sMS confirmation
| add phone number
[Email
;|adams@wada—ama.org | . Email |
A
Select address | Residence / Student Housing w| ﬂ
No phone number associated with this
Type Residence address.
Description Student Housirg
Street address 123 Main St,
Country COUNTRY
Town/city Townville
Region Region
Postal codef2ip 123456

Permanent / Mailing Address

Current Address
(used for Whereabouts)

1|
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3. Click upload photo to add a photo to your profile: image files should not exceed 1

MB in size and must be of type gif, jpeg, jpg or png.

4. Click add phone number to enter a new phone number to your profile, then select

the type from the drop-down box.

Activating SMS

If your custodian organization accepts SMS messaging for whereabouts updates in
ADAMS, you can activate the SMS option on one or more mobile telephone numbers
in your profile. To do this:

a. Click the use SMS checkbox for the mobile telephone you wish to register for
SMS service. The test connection button will appear, along with the caption
To be tested.

Here are some examples of proper telephone number formats for SMS use:
e 15145551212 (North America)
e 334123456 (France)
e 447781555666 (United Kingdom)

b. Click the test connection button. ADAMS will then send a message to the
mobile telephone number being registered. The message will instruct you to
send a three-digit number to an SMS number owned by ADAMS. (Do not
simply reply, but create a new message with the three-digit number.) You
should send this message within 24 hours; otherwise it will expire and you will
have to test the connection in ADAMS over again. The instruction contained in
the message will also appear on the ADAMS page until the test is complete.

c. Once you have sent a message with the correct code as per instructions, and
after your message is received by ADAMS, the Test OK caption will be
displayed in ADAMS next to the telephone number. At this time you may start
sending Whereabouts updates to ADAMS via SMS.

d. ADAMS will also send an SMS confirmation every time it will receive a

whereabouts update via SMS. You may choose to deactivate this option by
unchecking the Enable SMS confirmation checkbox, which appears following

the Test connection button, then clicking save.
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e. You can at any time disable SMS for a specific telephone number by editing
your profile and un-checking the use SMS checkbox, then clicking save.
Once SMS is disabled on a specific telephone number, you must follow the
above procedure if you wish to re-enable SMS on the same telephone number.
You can also re-initiate the validation procedure at any time (uncheck the use
SMS checkbox and save, then check it and test the connection again) if you
suspect that there are issues with SMS messages going through the mobile

network.

SMS phone number:
- ADAMS Production (https://adams.wada-ama.orq) :+44 7781 480710
- ADAMS Training (https://adams-training.wada-ama.orq):+44 7781 480724

5. Enter your contact e-mail address (the ‘E-mail’ button redirects you to e.g. MS-

Outlook). Entering an email address in your ADAMS profile serves two purposes:

a. Should you experience problems with your ADAMS password, you can ask
ADAMS to send you a temporary password to the email address in your profile.

This is done through the Forgot Password link on the ADAMS login page.

b. Every time a notification is sent to you in ADAMS (for example following your
whereabouts submission, or TUE approval, etc.), you can ask ADAMS to send
you an email at this address. See the section on Email Notifications in this

guide for more details.

6. Enter your contact address:

Click the + sign button next to the Select Address field.

Select the type of address you are about to enter from the Type drop down list.
Enter a description of the address you are adding, and then complete the form
with the relevant address information.

The country and region fields are drop down pick lists that you select from.
Add any pertinent phone numbers for this address

Disregard the Permanent/Current address tick boxes — this functionality is not
active in ADAMS
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= Click the Save button for the address form

7. Click the Save button for the page, there is one located at both the bottom and the

top of the demographic page for your convenience.

You will notice other Tabs on your Profile page:

6.2 SPORT/DISCIPLINE

The Sport/Discipline tab list the sports practiced by you as an athlete, the International
Federation(s) and National Federation(s) you are affiliated with, Registered Test pool
information, the Team/Groups you are a member of. This information has been entered by

your Custodian organization and other Anti-doping organizations, you only have Read

access.
Demographic | Sport/Discipline (1) | Security |
SportfDiscipline
Sport-Discipline Active until IF

Dancesport | Latin

Test Pool

Organization Name Start Date End Date

AFLD - &gence Francaise de Lutte contre le do Other

IDSF - IDSF Other

WaDas - wWarld Anti-Doping Agency International

TeamsfGroups

Team/Group MName Organization
Mohan waDA - World Anti-Doping Agency

6.3 SECURITY

The Security tab displays the list of the organizations that have access rights to your
ADAMS file, and also indicates which organization has a ‘whereabouts custodial’ role for you
as an athlete within the system. If the custodial organization changes for some reason, you
will receive a system generated notification, (assuming you have an ADAMS user account).
As well, each time an organization is added or removed from your access list, a notification

will be sent.
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This tab also displays any other non athlete personnel entered into ADAMS as an agent or
representative for you. This might be your coach, trainer, manager, relative or medical
practitioner. Each time a so-called athlete representative is added and linked to you as an

athlete, ADAMS will generate and send a notification to you.

This tab also displays your Athlete doctors: doctors with a proper username can login
ADAMS and help you entering your TUEs. These Athlete doctors will have limited access to
your data, but they can be granted access by your custodian organization to enter TUE data

on your behalf.

Doctor, Athlete
Ermnail: athlete@doctor.com
Mobile: 123.456.7890

To have any content changed, please contact your custodial organization.
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Dermographic I Sport/Discipline (1) | Security

Username: betty
IP Address: 65.110.7.43
Last login date: Z2&6-Naowv-2008 20:25 GMT

WaADA - World Anti-Doping Agency

Stock Exchange Tower Contact: Chaya MNdiaye

500 Place Wictoria (Suite 1700) P.O, Box 120 Ermail: chaya.ndiaye@wada-arma.org
Montreal Quebec CANADA H4Z 1B7 Phone: +1 514 904 9232

web site: http:/Ywww.wada-ama.org Fax: +1 514 904 5745

AFLD - Agence Francaise de Lutte contre le dopage

39 rue Saint Dorminique Contact:
Ernail:
Paris FRANCE 75007 Phone:
web site: http:fwww.cpld.fr Fax:
IDSF - IDSF
Contact:
Ermnail:
Phone:
Web site: Fax:

7 MY WHEREABOUTS

Athletes being managed within ADAMS as a member of an ADQO’s Registered testing pool

are to submit/create a schedule of their whereabouts. This ensures that ADO’s are able to
access information about your current and future locations and activities. Athlete
Whereabouts may be created and submitted either by the athlete themselves or by a

nominated athlete representative.

This is managed by adding and viewing an Athlete Whereabouts record.
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As per 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 — 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

7.1 WHEREABOUTS BASICS

7.1.1 WHEREABOUTS CONTROL PANEL

From the Whereabouts Control Panel you can submit your Whereabouts, create new
location descriptors, populate your calendar and view your modification history. This panel is

also accessible by clicking on the relevant quarter on your tree.

| Mew. . Vl

é“"TUES

é"whereabouts
E-2009-Q3, Not Submitte{
"EDDQ-QE, Mot Submitte

El 2009-Q1, Resubmission required

- 2008(12)
B 2007(5)

Click the blue quarters to see the Panel
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2009 01 Status: Not Submitted | submit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Test, Wwhereabouts TEWHMABBZES UMNITED KINGDOM Male
Sport [ Discipline
Cycling | Road

new |location descriptor
+Location descriptor Category 01 entries
* Blease provige & matiing address create set this category as not applicable
* Please provide & dzify residence create set this category as not applicable
* Dlease provide & #raining location create set this cateqory as not applicable
* Blease provige & competition location create set this category as not applicable

populate calendar |

7.1.2 MANDATORY LOCATION DESCRIPTORS

The 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 stays at the

end of a given day. This location type is mandatory for everyday of the
quarter.

- Mailing address: athlete current mailing address.

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

o If you are not training for the whole quarter set this category as not applicable

- Competition location: athlete’s competition address.

o If you do not have any competition set this category as not applicable
Location descriptors can be set as not applicable, as the athletes can for example not
compete for a quarter. Yet a reason must be provided.

Required for submission!

7.1.3 60-MINUTE TIME 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.

The 60-minute time slot is marked by an exclamation point -in your monthly view and

whereabouts details report.
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Required for submission!

7.1.4 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 your MyZone

page.

ﬁ My whereabouts

2009-01

7.1.5 ACCESS TO YOUR WHEREABOUTS — STEP 1

There are restrictions on when a user in general can view and edit your whereabouts data.

Athlete users and athlete agents
You as an Athlete user (and any athlete agent assigned to you) can view and modify your

whereabouts at all times.

If you as an athlete do not have an ADAMS user account
Your custodial organization can view and modify your whereabouts regardless of the

submission status.

Other organizations with access to your athlete record in ADAMS can view only your

submitted whereabouts.

If you as an athlete have a user account:

Your custodial organization can view and modify only your submitted whereabouts.

Other organizations with access to your athlete record in ADAMS can view only your

submitted whereabouts.
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However, you as an athlete can allow your custodian to gain access to your whereabouts
details regardless of whether they are submitted or not. To do this, you need to change the
option in your preferences [click your name on the right in the Header of your ADAMS

window) *xkk STEP @ ****

Access configuration for whereabouts that are not submitted

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

® grant access to custodial organization

7.2 CREATING LOCATION DESCRIPTORS —|STEP 2

7.2.1 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.
**x*x* STEP 0 Khkk

1. Go to the Whereabouts Control Panel (Click the link with the quarter number).

E-whereabauts
E-2009-02, Mot Submitted

=§-009-01, Mot Submitted

- Mar 2009
-~ Feb 2009
“lan 2009

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

descriptor.
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2009 Ql Status: Mot Submitted | subrnit
Athlete ADAMS ID# Date of hirth Sport Mationality Gender
Test, Whereabouts TEWHMAGREZ2ES UMITED KIMNGDOM Male
Sport f Discipline
Cycling | Foad

new location descriptar
+ Location descriptor Category 01 entries i
* Please prowvide & mailing address créate set this cateqory as not applicahble
* Please provide a daily residence create set this cateqory as not applicahle
* Please prowvide & training location create set this cateqory as not applicahble
* Please prowvide & competition location create set this cateqory as not applicahle

populate calendar

A new Location Descriptor record will display.
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calendar Label®

Select l:::ltegurgpl'>|<

] Competition - 2] Training Location |:| O Dther|:|

O Daily (overnight) residence - O Mailing address -

Address Use address of location: | ................... \1
| | *

l:ountr-r* Postal code f2ip

[ ) | |

Region Telephone
Lo Y | |

city *

Alternate Telephone

Description of Location or Activity {optional)

add linked location

Cancel Save 7| @

3. Fill in the label (description of the location descriptor).
4. Select a Category
a. Competition: recurring competition address
b. Daily Residence: overnight athlete address
Training location: regular location
d. Mailing address: quarter mailing address
e. Other
Z If you are travelling or going on Vacation: use the Daily residence

location type
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Fill in the address
Fill in any other relevant fields.

Click Save and go back

® N o o

Repeat these steps for all four mandatory location descriptors.

7.2.2 NEED ADDITIONAL LOCATION DESCRIPTORS?

Click [New location descriptor] and repeat steps 3 to 7.

o 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.

o0 Once a descriptor is created, you may opt to copy the existing 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’:

Address Use address of location: | ................... ‘4 |
| 123 Main 5t

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, select the category for the new location descriptor and save the page.

add linked location

calendar Label™ Select IZ:a:|t|3|;||Jr1|r>k

| Cup selection Competition w <]
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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.

7.3 POPULATING YOUR CALENDAR — STEP 3

7.3.1 INITIAL SUBMISSION

**x*x* STEP a Khhk
7.3.1.1 Using the Whereabouts Control Panel

1. From the tree click the desired Quarter

= whereabouts
M- 2008-Q2, Not Submitteg

: Mar 2009
-~ Feb 2009
" Jan 2009

2. Click the [populate calendar] button on the Panel

2009 1 Status: Mot Submitted | submit
Athlete ADAMS ID# Date of birth sport Nationality Gender
Training, Whereabouts TRWHMAZ1Z215 25-Mov-1933 CAMNADS Male
Sport f Discipline
Cycling | Road

new location descriptar
+Location descriptor Category Q1 entries
* + My Mailing address Mailing address 1] edit delete
* + My overnight address Daily Residence 1] edit delete
# 4+ My training location Training Location a edit delete
# + My competition location Campetition a edit delete

populate calen |

3. Select the location descriptor from the dropdown menu (To populate multiple location
descriptor click [Insert location descriptor])

4. Enter start/end time.
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~~ Mailing address and Daily Residence location type do not need a start and end
time.
~~ Time periods for entries cannot overlap (does not apply to entries of category
“Daily Residence” or “Mailing Address” as they do not have time periods.)

5. check the One hour testing slot if applicable and enter the start time of the slot
~~ You must have one and only one “One hour testing slot” per day to be able to
submit the quarter as per the new International Standard for Testing
~~ It is not possible to enter a one hour testing slot period for “Mailing Address”
entries.

6. Select the days on the calendar that the entry is valid for. Click each day or click e.g.
Sun or Mon to select multiple days or select the entire month by using the checkbox
right above the calendar. Days that don’t have any athlete entries are displayed in
red!

7. Press [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 Nationality Gender
Training, Whereabouts TRWHMAZ 1215 25-Moy-1933 CAMNADS, Male

Sport f Discipline
Cycling | Road

insert location descriptor

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

|M5f Mailing address (Maili V| : 3 -]
|My competition location | V| | 09:00 | | 17:00 | | B
|M3r avernight address (D V| start:* end: * | 20:00 ]
|r'-'15f training location (Trai V| [07:00] [og:nn] Fl B

add single entry |

4
January 2009 February 2009 March 2009

Sun Mon Tue Wed Thu Fri Sat || Sun Mon Tue Wed Thu Fri Sat || Sun Mon Tue Wed Thu Fri Sat
1 2 5 1 2 5] il (=] 5] 7 1 2 5] 3 t=] 5 7
3 = 1] 7 [&] El 10 [&] El 10 11 12 15 14 (5] El 10 11 12 13 14
11 12 135 14 15 16 17 15 16 17 15 19 20 21 15 16 17 15 19 =0 21
15 19 20 21 22 23 24 22 23 24 25 =3 27 28 22 23 24 25 26 27 25
25 26 27 258 29 50 51 29 50 51

| Populate calendar and finish ﬂ Populate calendar and continue | cancel |

8. The system brings you back to the Whereabouts Control Panel, then press [Submit]

Whereabouts entries created

2009 Ql Status: Mot Submitted  sub
Athlle_te ADAMS ID# Date of birth Sport Mationality Gender
Training, YWhereabouts TRWHMAZ1215 259-Mov-1983 CAMNADA 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
* 4+ My training location Training Location an edit delete
* + My competition location Competition a0 edit delete

populate calendar

You will notice a new section “Submission history” which contains a snapshot of your

whereabouts at the submission time
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2009 Ql Status: Submitted | resubmit
nthllelte ADAMS ID# Date of birth Sport Nationality Gender
Training, Whereabouts TEWHMAZ1215 25-Moy-1923 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 a0 edit delete
* 4+ My training location Training Location an edit delete
# + My competition location Cormpetition an edit delete

populate calendar
\MislddibttiniamuibtiESlmid

DatefTime User
25-Mov-2008 22:09 GMT Ndiaye, Chava January Fehruary March

7.3.1.2 Using the Monthly View

1. Create your location descriptors

2. from the tree select the relevant month

Ié‘"lﬂ.fhereabouts
"ZDD'I-J—QZJ Mot Submitted
E‘"ZDDQ-QL Subrnitted

E Mar 2009

Feb z009 /

Select relevant dates by ticking the checkboxes next to these dates.

Click the Location Descriptor drop-down list and select the appropriate descriptor.

- vany mnosiuci
add to selected days Whereabouts details
delete selected days update multiple entries

thome v

Click 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 Mote chivities (2]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
l I l I l I l
S O = = 0 = O s O e Oz0O
0:00-12:00 B o09:00-12:00 B owoo-1z00 B osoo-1zo00 B oowmoo-1z:o0 B oowo0-1z:00 B oowoo0-1z:00
Jdfsf 2 dfsf Jdfsf 2 dfsf Jdfsf 2 dfsf Jdfsf
0= O = (1o O (12 iz e O
| home B heme B home B  home  Ed|  home [
o:o0-12:00 B 02:00-12:00 B 0s:00-12:00 B ooo-12:00 E o%:00-12:00 B osoo-12:00 Eo:oo0-i1z:o00 B
O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf
Ois e Oiz := Ois [Jzo Oz O
| home
02:00-12:00 E owoo-12:00 B o0s:00-12:00 B ooo-1z00 B osoo-i1zo0 E owmoo-1zio0 B oowo0-1z:i00 E
2 dfsf Jdfsf 2 dfsf Jdfsf 2 dfsf Jdfsf 2 dfsf
[z Ozs W (zs S Ozz 2z O
| home B home E  heme [ ' home B heme [
09:00-12:00 B 0:o00-12:00 B 0s:00-12:00 B ooo-1z:00 B 0%:00-12:00 B osoo-12:00 E o:oo-i1z:o00 B
O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf O dfsf
. Daily Residence
- add to selected days Whereabouts details
Mew Single Entry.. % . - -
delete selected days update multiple entries
add an attachrnent
Starting Date End Date Size Name Description

7.3.2 MODIEYING YOUR WHEREABOUTS

1. 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, select the entire month by using the checkbox right above the calendar.

2. In the area below the month, click the dropdown arrow and select a location to add
to the selected days

3. Click [Add to Selected Days]. A form opens where the location descriptor can be

linked to a start/end time and the 60-minute time slot can be indicated
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4. To delete an entry, click the blue X. To delete all entries in multiple days, click the
checkbox of each day and click [Delete selected days]
5. Click [Update Multiple entries] to update the time and the 60-minute time slot of

multiple entries at once. It invokes a popup where you can search for the entries you

want to edit, by specifying various criteria.

te of multi
Starting Date End Date Start time End time
[1Jan-2009 | 31dan-2009 |
Location descriptor Select Category Calendar Label One hour testing slot
.................. hd TN . I:l Either aone hd
search

Clicking the search button will display a list of entries matching the specified criteria.

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

Starting Date End Date

Start time End time
D1Jan-2009 |3 B [ ] L]
Location descriptor select Category calendar Label One hour testing slot
................. v TR Either ane v
search
il Title Start time - End time Time slot Location
Thursday, 01-Jan-2009
F Daily Residence Home - =[10:00] 555 Main St. Montreal CANADA
[F raining Lacation Gy 17:00 - 21:00 123 Center Lane Montreal CANADA
Friday, 02-]Jan-2009
F Daily Residence Home =[10:00] 555 Main St. Montreal CANADA
Saturday, 03-Jan-2009
[F] Daily Residence Hame - =[10:00] 555 Main St. Montreal CANADA
F raining Location Gym 17:00 - 21:00 123 Center Lane Montreal CANADA
Start time End time One hour testing slot
O Yes
L] L] O No

O No change

Apply 2009-01

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 60-minute time slot values
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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 60-minute time slots. Therefore they

cannot be updated in this screen.

6. Repeat these steps for the 3 months of the quarter

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

modifications!

Whereahouts entries created  _ Submlt_ted
‘ January 2009 ‘
Calendar
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
[ =z =0
oxoo0-1z:00 B osoo0-iz:i00 B osoo0-izio0 EH
 dfsf  dfsf  dfsf
O« O s Oe Oz Oes O = (1o O
' home  Ed| home B home B home EH  home @ H
0g:00-0%:00 B 0si00-0%:00 Ed 0si00-0%:00 EA 0si00-0%:00 B 0s:00-0%:00 B 0s:00-0%00 Ed os:00-0%:00 EE
T-test T-test T-test T-test T-test T-test T-test
omo0-12:00 B owmoo-i1z00 E owoo0-1z2:00 B oowoo-1z:i00 B oowmoo-izio0 B owoo-i1z00 B oowoo-1zioo0 B
2 dfsf 2 dfsf 2 dfsf 2 dfsf 2 dfsf 2 dfsf Jdfsf
O iz ! L Ois Ois Oz O
| home Bl home B/  home B home B heme E  home [
09:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 BEA 0%:00-12:00 Ed 02:00-1z:00 Ed o::00-1z:00 EH
 dfsf  dfsf  dfsf  dfsf  dfsf  dfsf  dfsf
Oie is []zo Oz1 M Oz2z M 2z M Hzs O
09:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 BEA 0%:00-12:00 Ed 02:00-1z:00 Ed o::00-1z:00 EH
 dfsf  dfsf  dfsf  dfsf  dfsf  dfsf  dfsf
Czs Czs [zz Czs 22 =0 Oe= O
' home  Ed| home B home B home  EH  home H
09:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 Ed 0%:00-12:00 BEA 0%:00-12:00 Ed 02:00-1z:00 Ed o::00-1z:00 EH
 dfsf  dfsf  dfsf  dfsf  dfsf  dfsf  dfsf
. Daily Residence
; add to selected days whereabouts details
Mew Single Entry.. % L - -
delete selected days update multiple entries
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8. Click Resubmission required. The system brings you back to the whereabouts control

panel

ontral Panel

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

2009 01 Status: Submitted FFesubmit
Athlete ADAMS ID# Date of bhirth Sport Nationality Gender
BERBOFAGE44T 26-]Jan-1979 UMITED KIMGDOM Fernale

Sport f Discipline
Dancesport | Latin

new location descriptor

+ 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 a9 edit delete
populate calendar
DatefTime User
15-Dec-2008 21:55 GMT Betty, Boop January February March

9. Click submit. The error message will disappear and you will see a new snapshot on

the Submission History section with today’s date.

2009 Ql Status: Submitted  resubmit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
BEBOFAGG447T 26-Jan-1979 UMNITED KIMGDOM Female

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 Campetition a9 edit delete

populate calendar

Date/Time

19-Dec-2008 16:10 GMT January February
llB—Dec—2DIZIE= 21:55 GMT January February

Note:

Modifications after submission are tracked by the system.
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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.

MT [zt [] 22
os:Ap-10:00 B o9:00-10000 E

ot Locakion
Crescriptor

[l

|h_'l
Lin}

January 23rd
whereabouts
=ntrigs were
madifisd after
zubmissian

anuary Z1=t
whereabouts
entrigs |
madifis
SNLa

7.3.3 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 can not
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®
IO Mailing address IO Daily Residence () Training Location IO Competition () Other
Address* City* Telephone Alternate Telephone
Country* Region Postal code fZip
[ | R “

Description of Location or Activity {optional)

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

displayed.
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add sinale entry |

Single entries follow the same rules as location descriptors. Just like descriptors, once the
entry is completed you can click 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.

7.3.4 TEAM WHEREABOUTS

7.3.4.1 Accepting / Rejecting Team Whereabouts

Whereabouts entries proposed by a team manager are automatically accepted unless you
explicitly reject them [you will be notified whenever a team whereabouts entry is proposed
in your calendar]. You can reject whereabouts entries entered by a team manager by
clicking on the small “X” next to the team entry. Team entries are preceded by “T-“ in the

calendar.

7.3.4.2 One Hour Timeslot

It is now possible for you as an athlete to specify a 60-minute time slot for team entries.

Simply click the team entry on the athlete calendar and then click edit entry details on the

popup.
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T-Team Training

Category: Training Locaton
Date/Time: 26-Jan-2009 /09:00 - 14:00
Address: 908 Main road, Monb-eal
Quebec, CANADA

Created by cces, cces on 04-Dec-2008 16:40 GMT
Modified by cces, cces on 04-Dec-2008 16:40 GMT

edit entry details

The Whereabouts entry page will be displayed, but only the one-hour timeslot checkbox and

one-hour start time fields are editable.

outs Entry

| Save I

print cancel

Originally created 04-Dec-2008 16:40 SMT , by cces, cces from CCES
Last updated 04-Dec-2008 16:40 GMT , by ccas, cces from CCES

Athlete ADAMS ID# Date of hirth Sport Nationality Gender
Kinknown)

Sport f Discipline
Calendar Label™ Start Time End Time One hour testing slot  start® end*
Tearn Training 09:00 14:00 09:00 10:00
select l:ategi:nrgul')k

O Competition - @ Training Location I:I O Other I:I
Address

908 Main road *

Country ™ Region city *

CANADS Quebec Montreal

Postal codefZip Telephone

Description of Location or Activity (optional)

The rules remain the same as regular entries:

Alternate Telephone

e The 1-hour timeslot must be within the start and end time of the entry
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e The 1-hour timeslot must be between 6AM and 11PM

These rules are validated by the system when the whereabouts for the quarter are

subsequently submitted.

7.3.4.3 Daily Residence Entries

Team Daily Residence entries are now counted towards the “one daily residence per day”

rule when submitting whereabouts.
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7.4 ENABLING SMS

An SMS feature in ADAMS makes it simple for athletes to submit Whereabouts updates using
a mobile phone, smart phone, or PDA. While athletes are still required to enter Whereabouts
into ADAMS on a quarterly basis, this new SMS feature facilitates updates, especially when

Internet is not available.

Please refer to Activating SMS in Section View / Edit Your Profile Information for

detailed instructions on how to activate the SMS option in ADAMS for a mobile telephone

number.

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.

An athlete can activate and configure his account to accept SMS messages from one or more
mobile phones. This is done by placing a “Use SMS” checkbox next to each mobile phone

number in an athlete’s profile.

Here are the telephone numbers to use to send Whereabouts updates to ADAMS through
SMS:
- ADAMS Production (https://adams.wada-ama.orq) :+44 7781 480710

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

Page 63 of 87

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�
https://adams.wada-ama.org/�
https://adams-training.wada-ama.org/�

‘AMD]‘AMM]‘ SJ User Guide — Athletes

Version 2.3

7.5 PRINTING A COPY OF THE WHEREABOUTS

Once an athlete’s whereabouts have been created, you can generate a printed copy.

Click the Whereabouts details button on the month you wish to print.

Whereabouts details |

From the Whereabouts report criteria window enter the date range for the print out you wish

to generate.

wheraabouts repart criteria

Starting Date

01-AUg-20035 g
Expiry Date
31-Aug-2005 =
Athletes *
Mark, Gilbert

view cancel

1. Click the View button.

2. To print a copy of the resulting report, press ctrl + p on your keyboard.

Page 64 of 87

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 e email: adams@wada-ama.org


mailto:adams@wada-ama.org�

ADJAIMIS)

7.6 _ATTACHING DOCUMENTS

7.6.1 ADDING AN ATTACHMENT

User Guide — Athletes

Version 2.3

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. Click the + icon next to Whereabouts in the tree.

2. Click the + icon next to current year.

Johnson Andrew
|New... [v]

~TUEs
BF-Location Descriptars(1}
Elwhereabouts(3)

B 2005(12)

- Jan 2005, New

e Tol 2005 W ar

3. Click the Starting Month to open that calendar page.

4. Click the Add an attachment button.

add an attachment

Starting Date

End Date Size Name

Description

5. Click the Browse button.

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 e email: adams@wada-ama.org

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 |
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6. Navigate to and select the file you wish to attach and click the Open button.

Loak in: | ) |Zone Sample Files j - IfF '
- 1 EgLi ®uan lﬂ_]surgeryjemplate
uﬁ EMartin Corry Achilles Tendon This is a sample schedule document

My Recent lﬂjmedical_test_Template test Doument attachment
Documents lﬂjmedicatinn_Template ETian Liang
7_‘_ ENeck * Ray ﬁTim Don
Eredpath ﬁTom ACL
Desktop IEﬂRevised Termplate ETom ACL MRI
: ERotator Cuff lﬂ_]treatment_Template
/J ﬁRotator Cuffl ﬁus Foatball

ﬁwomen's basketball
ﬁwomen's basketballz
ﬁWrist Arayz

ﬁRugby player1
ﬁRugby player 2
ﬁRugby player 3

My Documents

=,
:1;‘3 ﬁSample Athlete ﬁWrist =Ray
My Camputer E’.:aShouIder KRay Ei;xia ruanze
EZ 5un wen EE sravscap
?-? < >
2
My Network File name: |This is & test Doumnent attachmert j Open |
Places
Files of type: | &0 Files 7] | Cancel

7. Select the Start Date and Expiry Date.
8. You can enter a description text if required.

9. Click the Attach and Continue button.

add an attachment |

End Date
27-May-2003

Starting Date
0 23-May-2005

Name
This is a test Dournent attachrment.doc

Size
19456

Description
Wwork Schedule

7.6.2 VIEWING ATTACHMENTS

1. In the Whereabouts Attachment section click the paperclip symbol to view the

attached file.

7.6.3 EDITING THE VALIDITY PERIOD OF THE ATTACHMENT

In the Whereabouts’ Attachments section click the Name of the file.
Change the Starting Date and Expiry Date to the desired values.

Click the Save and continue button.
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ADAMS QUICK REFERENCE CARD FOR ATHLETES

Request your username and password from your
ADO.

» Send an email to your ADO (your Custodian organisation) from
the email address you recorded on your last whereabouts form

Log into ADAMS on the Internet.

User name nsmith

Password esessssesss

lagin

Go to https://adams.wada-ama.org.
Enter your new username and password

Click [login]
When you log in for the first time, an information form will
appear.
0 Read the statement
o Type your password to indicate your acknowledgment
0 Click [Accept]

YV VYV

va .+ it on Hovombeor L4 2000 1141116 AR
e 111 ARS8 gL

i8] Cione S D Inteeret

» Click [My Profile] for updating your profile if required

» To set your Preferences click your name displayed at the right
top in the header on the Home page

» Adjust your Password, select your Language, indicate whether
you want to receive notifications on your email address (as set in
your profile) if desired

» Your Custodian organisation does not have (view/edit)
access to your Whereabouts data that are not submitted,
unless you grant the access explicitly by checking the
corresponding box

» Click [Save] to save your modifications

Open your whereabouts session.

@ My whereabouts

» Click [My whereabouts] on the home page
» Your main whereabouts page will open up with this quarter’s
calendar and a side navigation pane

2009 Q1 Status: Not Submitted | submit
Athlete ADAMS ID# Date of birth Sport Nationality Gender
Doe, Jane DOJAFA30373 CANADE, Female
Sport / Discipline
Underwater Sports | Apnoea

new location descriptor
+ Location descriptor Category Entries in Q1
* Please provide a mailing address create set this cateqory as not applicable
* Please provide a daily residence create set this cateqory as not applicable
* Please provide a fraining location create set this cateqory as not applicable
* Please provige a competition focation create set this cateqory as not applicable

populate calendar

From the Whereabouts Control Panel you can submit your
Whereabouts, create new location descriptors, populate your
calendar and view your modification history. This panel is also
accessible by clicking on the relevant quarter on your tree.

Location Descriptors are saved profiles of the places you can often be
found. The mandatory location descriptors include your daily
residence (where you stay overnight), your training location, a
competition’s location and your mailing address.

Location descriptors are only valid for the quarter they are created in.
It is yet possible to Copy location descriptors from previous
Quarters. Location descriptors only describe the location and are no
longer linked to a start/end time at the moment of creation.
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Mandatory location descriptors

cansal | You must create the four (4) mandatory location descriptors or set
the category as “not applicable” (a reason must be provided)

STEP1 Create the mandatory location descriptors
STEP2 Create any other desired location descriptors

O wher —1 » From the Whereabouts Control panel click Create for the relevant
mandatory location descriptor.

» A form opens in the main window

» Fill in the label, category, and address information for one of the
| L places you will be this quarter. (* is a mandatory field)
| prerermrerr— - e > Click [Save and go back] to return to the Whereabouts Control
_ — panel and complete the other mandatory location descriptors or
ST T, > Repeat these steps for the other places you will be adding to

your whereabouts forms for the upcoming quarter.

| [Save and create entries] to populate the calendar.

stal coded Eip

/ If you are travelling for a full day or more: create a second
location descriptor of “Daily residence” (Click [new location
descriptor])

(1). Populate your calendar by Quarter STEP3 - | Link the location descriptor to a day/time (incl 1-hr slot)

insert location descriptor |

You could populate by Quarter

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

Gy (Training Location) start: * end: * 9:00 ) )
From the tree click the desired Quarter

Click the [populate calendar] button on the Panel

Select the location descriptor from the dropdown menu

Enter start/end time, check the 1-hr testing slot if applicable and
January 2009 February 2009 March 2009 enter the Start tlme Of the Slot

Sun Mon Tue Wed Thu Fri Sat | Sun Mon Tue Wed Thu Fri Sat| Sun Mon Tue Wed Thu
R

z 3 4 s s 7 |1 2z 3 4 s ¢ » Select the days on the calendar that the entry is valid for. Click
s I 4 9 w11 1z 13 14 |8 9 w11 1z 1
t1_J1z [13_J14
8|19 [z0_|z1
5_Jze [z7_|es

16 17 18 15 20 21 |15 16 17 18 19 : each day or click e.g. Sun or Mon to select multiple days
[ Create entries and finish | Create entries and continue cancel

add single entry

YV VYV

S » Press [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
» By using the [insert location descriptor] button you can create
entries for multiple location descriptors at once.

(11). Populate your calendar month-by-month
Februsry 2009 STEP3- Il Link the location descriptor to a day/time (incl 1-hr slot)

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

O
m 0z (m O+ ]
b E homs B home | Bema H home

. o e Instead of STEP3-1 it is also possible to populate month by month.
e e From the tree click the desired month under the quarter. Associate
the location descriptors with days of the month.

Ll e 02 o (mETE iz Oz iz O

bome W homs k5 heme R wme K deme B hems  H o bme  ® » Select a day by clicking its check box, or select a week by
e e e s clicking the checkbox at its right, or select all Fridays (for
O O - -— O& Om ouo example) by clicking the checkb_ox at the top of the column
e g . ) TSN N N » In the area below the month, click the dropdown arrow and

select a location to add to the selected days
= » Click [Add to Selected Days]. A form opens where the location
AIT— descriptor can be linked to a start/end time and the 1-hour
testing slot can be indicated
DDIR“I—“ T » Press [Populate calendar and finish] to save the entries and go
back to the monthly view or [Populate calendar and continue].
> To delete an entry, click the blue X. To delete all entries in
multiple days, click the checkbox of each day and click [Delete

[l zz [1za [z ] 25 [
] home B Thome B beme B hume
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insert location descriptor

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

parents address (Mailing v ]

add single entry

June 2009
Sun Mon Tue Wed Thu Fri Sat
12z 3 4 s
7 8 9 10 11 12 13
14 15 [t 7 _J18 18 2o
21 22 23 24 25 26 27

26 29 30
Populate calendar and finish Populate calendar and continue cancl

show every month of the quarter

selected days]

» For one-off entries, select the days or weeks, choose [New Single
Entry] and fill in the location (which will not be saved for later
use)

» Repeat these steps for the 3 months of the quarter

NOTES:

» Every day of the quarter must have a ‘Daily residence’ entry
» A ‘Daily residence’ entry is by default for the whole day

» 1-hr testing slot does not apply to ‘Mailing address’ entries
» There can only be one single 1-hr testing slot per day

Submit our Whereabouts.

[IE

2100 Q2 Status: Not Submitted M

Athlete ADAMSIDF  Date of birth Sport Nationality Gender

STEP4 Submission

» From the Whereabouts Control panel click [submit] to post the
quarter to ADAMS
Modifications can be made at any time, but always re-
submit (1) the Whereabouts. These entries are marked with a
red M

» Submission History on the Panel shows (re-)submissions
snapshots: whereabouts recordings at the time of submission

Using the Whereabouts SMS Service in ADAMS

Phone type Phone Number

Mabile v| (331234567 use SMS
Phone type Phone Number

Mobile | |44123458739 use §M5  [SMS test started]

Enable SMS confirmation

use SMS

First, you need to ensure that your Custodian organization allows SMS

messages in ADAMS; if so, you must follow their guidelines.

There are no fees for using SMS with ADAMS. However your wireless

carrier may charge international per-use fees. Some carriers and

roaming services may not be entirely dependable; therefore we suggest
performing a few tests before committing to a long-term plan.

To use the Whereabouts SMS service, you need to register in ADAMS:

» Click [My Profile], and then click [Edit] in your Athlete Profile page.

» Under Contact Details, make sure your mobile telephone number is
properly entered; otherwise click [add phone number], select the
[Mobile] Phone type, and enter the number to be recorded for SMS
service (E.g. “15141234567”, “44778155566"). Click [Save].

» Tick the [use SMS] checkbox. If the checkbox is not shown, then
your organization does not support SMS. Click the [Test
connection] button. A message will appear with a status of the
test.

» Once you save, a checkbox will appear enabling the SMS
confirmations sent by ADAMS. Uncheck the box to disable this
option.

»  Your mobile device will receive a registration SMS message from
ADAMS. Do not reply to this message; instead follow the
instructions it contains and compose a new message with the three-
digit code to the number shown.

» The status next to your mobile phone in ADAMS will show Test OK.

You may now SMS your last-minute whereabouts changes at

+44 7781 480710. They will appear on your calendar as an

attachment.

Helpdesk Phone numbers
North America: 1 866 922 3267
International: 1 514 904 8800
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8 My RECENT TESTS

1. Click the My recent tests link on the My zone page.

D My recent tests

2. You will see a list of your most recent test entered in ADAMS, if any. Up to fifteen
test entries will be listed in descending chronological order - the most recent ones

being displayed first. Should there be more than fifteen test entries, click the view

all button to see all of them.

Athlete ADAMS ID# Date of birth Sport Nationality Gender
Athlete, IF ATIFMAZGZ218 COUMTRY Male

Sport f Discipline
Sport | Discipline

view all

Date City Sport Result

21-Jan-2011 Spart|Discipline Blood passport: Result available
19-Jan-2011 Sport|Discipline Urine: Mo Result

19-Jap-2011 Sport|Discipline Urine: Mo Result

15-Jan-2011 Spart|Discipline Urine: MNegative

14-lan-2011 Sport|Discipline Urine: Megative - ATF
13-Jan-2011 Sport|Discipline Urine; Megative

12-lan-2011 Sport|Discipling Uring: AAF

11-Jan-2011 Sport|Discipline Urine: Megative

10-Jan-2011 SoortlDiscioline Lrine: AAF - ATE
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9 THERAPEUTIC USE EXEMPTION (TUE) DOCUMENTS

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

use a prohibited substance.

You may create, fill and submit the following forms using ADAMS:
- TUE
- TUE for Asthma
- Declaration of Use

These forms are described in the following sections.

However, please note that:

- TUEs for Asthma are no longer to be used as of January 1%, 2011, following changes
to the International Standard for Therapeutic Use Exemptions (ISTUE 2011). You
may still need to fill a “standard” TUE if the substances you are using or planning to
use for asthma appear on the prohibited list.

- It is not necessary to file a Declaration of Use as of January 1%, 2011, as there are no

longer substances or methods on the Prohibited List that require a Declaration of Use.

Also please note that you may no longer create Abbreviated TUEs in ADAMS.

As an athlete you can create the various types of TUE yourself, but you may also opt for
asking your custodian organization to enter the TUE on your behalf. You may also ask a
designated Athlete Doctor in ADAMS with access to your medical file to create and submit,
or complete the medical information for you, In this case you should send a formal request

to your custodian organization.
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9.1 TUE (TUE)

TUEs (formerly Standard TUE) are used for substances that are not pre-approved by an ADO
or WADA.
9.1.1 APPLYING FORA TUE

1. Go the file tree section.

2. Select TUE from the New drop down list.

MNew. v

TUE

Declaration of Use
TUE for asthrma

3. Complete all required fields (with *): see the Fields descriptions below for more

details
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Save | Submit application

Mandatory information is indicated with a red asterisk.

STEP 1: INFORMATION ABOUT YOUR SPORT

Specify the sport for which you require a Therapeutic Use Exemption {TUE). Specify the event if it is relevant
or required by your sporting organization. Select the Sporting Organization to which you are applying for this
TUE. Unless specified otherwise by your sporting organization if you are a national level athlete you apply to
your Mational Antidoping Organization {NADO) and if you are an international-level athlete you apply to your
International Federation. You must specify the Registered Testing Pool you belong to.

5pm’t|Distiplima>K Next competition and date
[ Ice Hockey | Ice Hockey | P I |
Sporting Drganizatiun’k Registered Testing Pools

\ |~ Lo ]

STEP 2: INFORMATION ABOUT YOUR PHYSICIAN

Last Name ¥ First Name ¥ Qualification & Medical Specialty

| | | | |
Address

| |
Country ¥ Region city ¥ Postal code/Zip
L 4 ¥ | | |
Telephone work™® Telephone Home Telephone Mobile Telephone Fax

| [ [

Email

STEP 3: MEDICAL INFORMATIOMN
If an appropriate di is is not listed, select "Other, please specify” in the Diagnosis list and describe your
condition in the "Diagnosis description™ box.

Diagnnsis* Diagnosis description*

| Other, please specify \4 |
Medical Eram / Test Performed

Additional Information

STEP 4: SPECIFY THE MEDICATION YOU ARE TO TAKE

If you do not know the generic name of the substance, or it does not appear in the list, please specify it in the
“Comments" box. The prescribed dosage {e.g. 375 mg) is required. You may enter more than one substance
by clicking the "Add Substance” button, and you may remove a substance by clicking the small "X" that
appears in the top right-hand corner of the substance box.

B
Specific name of drug Prohibited Substance* Dosage»<
| f |/J El q AddSubstancel
Frequency of Administration Route of Administration Expiry Date

[ [ asneeded ¥ L™ | |

Medical Information

Conditions and Comments

Add Medication

STEP 5: ADD MEDICAL INFORMATION
Attach your scanned documents. If this is truly not possible, you may send your medical file by other means
to your sporting organization.

Document Title Document

|[ Browse..

Document Description

STEP 6: SUBMIT YOUR APPLICATION

¥ou may submit your application by clicking the "Submit Application” button. If you would like to save it to
complete later, simply click "Save™. Once submitted, your sporting organization will automatically receive
notification that you are applying for a TUE. You can log into ADAMS at any time and see the status of your
ation by selecting the TUE from your athlete tree on the left side of the screen.

Save Submit Application
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I. Verify your sport/discipline

Il. 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 TUE.

I1l.  Only specify the event under Next competition and date if it is relevant

IV. The Registered Testing Pools dropdown lists all RTP’s you belong to as an athlete.
Select the relevant one for the TUE.

V. Information about your physician: 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. [Your sporting organization has the option to make
certain fields mandatory — first/last name, country, city, telephone work]

V1. Medical 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.

VIl. Specify the medication:

a) Fill in the Specific name of drug, frequency of administration.

b) 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.

¢) Fill in the dosage and select the unit

d) Select the route of administration

e) Enter an expiry date (expiry dates are per medication)

f) Under Conditions and comments indicate any

VIIl. You may attach any file or scanned document containing your medical information:
enter a title and description for the document, click the Browse button and select the
file to be attached.

IX. Fill in any other available information.

4. Submit your TUE electronically by clicking on the Submit Application button. Once
submitted, the sporting organization automatically receives a notification of your TUE

submission. You may also use the Save button to complete your TUE later.
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You can use the Generate Application Form button to print out a completed hard

copy of your application after you have submitted electronically.

*enerate Application Form |

[As long as the status is not Approved, Rejected or Cancelled]

At any time you can view the status of your application by selecting the TUE from
your athlete tree on the left side of the screen. [Edit is only possible as long as the

status of your TUE is Not Submitted or Incomplete].

When the TUE has had its status changed to Approved, you will be offered the option
to generate a TUE Receipt hard copy.

" TUE Mo./ Nurmdro s AUT
T-586343
Bl ADAMS 100 Ho S

CERTIFICATE OF APPROVAL FOR THERAPEUTIC USE
CERTIFICAT D'AUTORISATION D'USAGE A DES FINS THERAPEUTIQUES

Athlete Details ignements sur ['athléte
Surnarme/ Nom de familfe Glven Name/ Prémom Gender/ Saxe
Athlete IF male
Date of Birth/Date de naissance SportySport Disciplinef Discipling
Spart Diselpling
Competiticn Name Registered Testing Posl
INarm de 3 compdtitien [Groupe cible

Medical Information/ Renssignements médicaux

“The Athlete has received approval for the use of the prohibited substances(s] listed below under the
condtions stipulated in this document. / L'achiéte a requ Favtorisation dutiiser ia (les) substance(s)
interdite(s) citée(s) o-dessous ssion & (les) condition(s) stipuide(s) dans ce document.

Dlagnasis/ Disgnastic: Allergies by Ingestion

Effective date/Date d'entrde en vigueur:  24-Jan-2011
. betaxolol

5 form with youw at all imes_ This form should be

testing.
tration dofvent dire méhiculeusement respectées

Attentio
‘to b followed meticulousthy|

presented to the doping oo
Athidte: ies posologies, vo

Print file (CtrHP)

Clicking the Generate TUE Receipt button will invoke a PDF file within the work area

of the system. This can be printed by clicking the PDF Printer icon.
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Application form/Formulaire de demande

Bl ADAMS)

Therapeutic Use Exemptions
Autorisation d'Usage a des fins Thérapeutiques
TUE/AUT
Plaase complate all sections In capital ietters or typing

Vewlllar compléter toutes las sactions

1. Athlete Information/Renseignement sur le sportif

Surnarme’ Athlete Glven IF
Nt Mames Préng
Lk
Female/ Mailef Homime [ Date of Birthy Dale de nakssmcs
| Fermme D {elfmyy):
Address)
Adresse:

city
Ville:

Tl

(witfy
Sport:

Orpamisatian spargve e Prink File (Ctrl+FY) ¥ - et st
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9.2 TUE FIELDS

a) 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
b) Next competition and date: To be filled if the TUE is for a specific event
c) Sporting organization: the organization to which the TUE is submitted
d) Information about your Physician: Information about the doctor prescribing the
medication.
e) Medical Information: Diagnosis information
i. Diagnosis: List of most frequently used diagnosis. If the athlete is not listed select
“other please specify” and enter details in the Diagnostic description field
(mandatory in this case).
ii. Diagnostic description: in case you selected the “other please specify” this field
must give an accurate description of the diagnosis.
iii. Medical Exam/Test Performed: list medical tests and exams performed for the
diagnosis
iv. Additional information: any additional information about the medical condition
f) Medical Information:
v. Specific name of drug: medication nhame
vi. Frequency of administration: frequency of administration of the medication
vii. Dates of administration: dates of applying the drug
viii. Prohibited substance: name of the prohibited substance, as per the WADA
prohibited list, included in the medication. You can add as many prohibited
substance 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.
ix. Dosage: dosage of the prohibited substance
X. Route of administration: medication route of administration. This field must be
filled only after you have entered the prohibited substance as it may vary based
on the substance.
Xi. Condition and Comments: any comments about the medication you would like to
add.

xii. Add medication: you can add as many medications as you need
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9.3 DECLARATION OF USE (DoU

[Quoted from the STANDARD FOR TUE 2011]:
There are no longer substances or methods on the Prohibited List that require a Declaration of

Use and therefore it is not necessary to file a DoU.

Until the Declaration of Use is entirely phased out, you can create a Declaration of Use form
by selecting this form from the dropdown menu in the tree section. You can view all your
DoU’s from your athlete tree. Athlete doctors who can access your ADAMS record and users

of your custodian organization can also create a Declaration of Use form on your behalf.

9.3.1 CREATING A DECLARATION OF USE

1. Go the file tree section.

Mew.. v

TUE

Declaration of Lse
TUE for asthma

2. Select Declaration of Use from the New drop down list.

3. Complete all required fields (with *): see the Fields descriptions below for more

details.
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Mandatory information is indicated with a red asterisk.

STEP 1: INFORMATION ABOUT YOUR SPORT

Specify the sport for which you require a Declaration of Use. Specify the event if it is relevant or required by
your sporting organization. Select the Sporting Organization to which you declare. Unless specified otherwise

by your sporting organization if you are a national level athlete you declare to your National Antidoping
Organization (WADO) and if you are an international-level athlete you declare to your International
Federation.

5port|DiscipIine*

[ Tce Hockey | Ice Hockey | #

Sporting Drganizatiun* Registered Testing Pools
[ | P

U

STEP 2: INFORMATION ABOUT YOUR PHYSICIAN

Last Name ¥ First Name™® Qualification & Medical Specialty

| | [ | [ |
Address

| |
Country ¥ Region city ¥ Postal code/Zip
o™ [ ™ | |
Telephone wWork ¥ Telephone Home Telephone Mobile Telephone Fax

| | | | |
Email

STEP 3: MEDICAL INFORMATION
If an appropriate diagnosis is not listed, select "0Other, please specify” in the Diagnosis list and describe yo
condition in the "Diagnosis description™ box.

Diagnosis Diagnosis description

| Other, please specify \{ |
Medical Exam f Test Performed

Additional Information

ur

STEP 4: SPECIFY THE MEDICATION YOU ARE TO TAKE

If you do not know the generic name of the substance, or it does not appear in the list, please specify it in the
"Comments"” box. The prescribed dosage {e.g. 375 mg) is required. You may enter more than one substance

by clicking the "Add Substance” button, and you may remove a substance by clicking the small "™ that
appears in the top right-hand corner of the substance box.

=
Specific name of drug prohibited Substance posage™®
e \{ EH ............ \41 Add Substance |
Route of Expected Duration of Starting Dates of

Frequency of Administration Administration™® Treatment mMedication

:H as needed ¥ [ A [ |

Medical Information

Conditions and Comments

=
[~

Add Medication

STEFP 5: ADD MEDICAL INFORMATION
Attach your scanned documents. If this is truly not possible, you may send your medical file by other mean
to your sporting organization.

Document Title Document

‘[ Browse

Document Description

s

STEP 6: SUBMIT YOUR APPLICATION

¥You may submit your declaration by clicking the "Declare” button. If you would like to save it to complete
later, simply click "Save"”. Once declared, your sporting organization will automatically receive notification
that your declaration has been entered.

Save Declare
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Verify your sport/discipline

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.

Only specify the event under Competition name if it is relevant

The Registered Testing Pools dropdown lists all RTP’s you belong to as an athlete.

Select the relevant one for the DoU.

Information about your physician: 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. [Your sporting organization has the option to make
certain fields mandatory — first/last name, country, city, telephone work]

Medical information:

b) 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.

c) Enter the Medical exams/tests performed and any additional information

Specify the medication:

d) Fill in the Specific name of drug, frequency of administration

e) Select the relevant Prohibited Substance from the dropdown list

f) Fill in the dosage and select the unit

g) Select the route of administration

h) Optionally enter the expected duration of treatment and starting date(s) of
medication using the Calendar [the calendar icon is for selecting a single date
to add to the list and the ‘-* button for removing a date]

i) Under Conditions and comments indicate any
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<]
Specific name of drug Prohibited Substance * Dusage)K
| || ....................... *4 | 0 || ............ \ﬁ Add Substance
. . Route of Expected Duration of Starting Dates of
Frequency of Administration Administration® Treatment Medication
| || asneeded ¥ [ | | | EH

Medical Information

Conditions and Comments

4. Submit your DoU by clicking on the Declare button. Once submitted, the sporting
organization automatically receives a notification of your DoU submission. You may

also use the Save button to complete your DoU later.

9.3.2 ACCESS TO A SAVED DECLARATION OF USE

Athlete users

Athletes can view all Declaration of Uses created for them regardless of the status. There are
three status vales: Not Declared, Declared and Cancelled.

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 for the athletes for which they have been
granted access in ADAMS, regardless of the status.

They can only edit a Declaration of Use they or the athlete created, if the status is “Not

Declared”.

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”.
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- When the Declaration of Use is “Declared”, they can edit all the fields except the
Medical Information Section fields.

- 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.
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9.4 TUE FOR ASTHMA (AST)

The TUEs for Asthma were removed from the ISTUE 2010. Therefore it is no longer
necessary to enter ASTs in ADAMS as of January 1%, 2011. In a subsequent ADAMS release,

the functionality supporting TUEs for Asthma will be removed.

Meanwhile, you can still create a TUE for Asthma form by selecting it from the dropdown
menu in the athlete tree section. You can view all AST’s from your athlete tree. The status

that a TUE for Asthma can have depends on the status of the Medical file.

9.4.1 CREATING A TUE FOR ASTHMA

1. Go the file tree section.

Mew.. v

TUE

Declaration of Lse
TUE for asthma

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

3. Complete all required fields (with *): see the TUE Fields descriptions below for more

details
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save | Subrnit
Mandatary information is indicated with & red
ST AL IMronMATION ADoUT vour sronT
whic - T -n far v ¥ the event if it
e o - Select the a O vo which you are a
Uinitess specifind otherwise by your sporting organization It you are a national tevel

athlete you apply to your ] (HADO) and if yo =l
athlete you apply to It rnatinnal Faderatinn. Yo must specify the Heaistered Testing Fool you helong
v

SoortiDiscioline * Fent competition and

tew Hockey | s Hockey
Sporting Oraanization * Registered Testing
STEP 2: TRNEFORMATION ANOUT ¥OUR PHYSTCTAR
Last Hame*
L L |
Address
1
Countey * Region Ciry * Postal code /3

Telephons Work *

B MEDICAL IMNFORMA

seloct “Other, please specify™ in the Disgnosis list and describe your

Disgnosis® Dlagnosis desc
[ Sthar, pleases speeify ~ |
Adds I Information

Has th, had any asthmas symptoms d a childhood? O ves T ro
' . at what age did the symptoms necessitating the present Frequest oceor? |

Has th, thiete had any oth asllergy symptoms? O ves Oro
(Antecedents, medication used, allergy or et}
(Complate clinical report with spscific focus on the respiratory system)

rativ.

This t ¥ be completed by o bro

+ clant .
A Ry

e by a provocati

ah to confirm th
" test.

ute walue e predicted

TEPF 4: SPECIFY THE MEDICATION YOU ARE TO TAKE
" ¥2u do not know the generic neme of the substance. or it doss not spgeer In the list, plesss specify It in the
bax. The prescribed dosage (c.o. i= required. Yo bBstance

by clicking the SAdd = T hutton, and ¥
L T A O N TG T arnar of tha slhbetance ban.

that

Proscribed Mothods of Use
] crisis Prevention ] Betore Exerc

] paily Taken

Specific name of deug Prohibited Substance % Dosage*

| I - T |

ninist CHpiry Date

[ || as noedeoda  ~ | P | [ .

Fedical Information

Conditions and «

rModical file status*

I File for approval O redical file to be submitted in case of AAF

STEP 5 ADD MEDICAL TNFORMATION
Attach your scanne.
to your sporting organ

= i= tr

¥ not possible, you may send your medical file by ather means

Bocument Title Bocument
Document Besc .

JSusmrT vou Tior
bk yrour Anplication hy clicking the “Submit Application™ butten. If you would like to save it to
[t s [

Save | Fubmit ]
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I. Verify your sport/discipline
Il. 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 TUE for
Asthma.
I1l1. Only specify the event/date under Next competition and date if it is relevant
IV. The Registered Testing Pools dropdown lists all RTP’s you belong to as an athlete.
Select the relevant one for the TUE for Asthma.
v. Information about your physician: 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. [Your sporting organization has the option to make
certain fields mandatory — first/last name, country, city, telephone work]

V1. Medical information: describing the necessity for the TUE for Asthma

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 any additional information

¢) Medical history: answer at least the mandatory questions

d) Clinical examination: optionally add any details on the clinical report targeting
more particularly the respiratory system.

e) Enter details on Spirometry (BTPS)

f) If applicable, click the Asthma tests link and enter the tests details.

VIl. Specify the medication you are to take:

a) Indicate the Prescribed methods of use: crisis prevention, before exercise or
daily taken

b) Fill in the Specific name of drug

c) Select the relevant Prohibited Substance from the dropdown list

d) Fill in the dosage and select the unit

e) Enter the Frequency of Administration

f) Select the route of administration

g) Optionally enter an expiry date using the Calendar [the calendar icon is for
selecting a single date to add to the list and the ‘-* button for removing a
date]

Page 85 of 87

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 e email: adams@wada-ama.org


mailto:adams@wada-ama.org�

‘AMD]‘AMM]‘ SJ User Guide — Athletes

Version 2.3

h) You may consult the guidelines page on Therapeutic Use Exemptions by
clicking the Medical Information hyperlink.

i) Under Conditions and comments indicate any

x|
Specific name of drug Prohibited Substance* Drl:tsan;ue)'<
| || ....................... Vi | ] || ............ \1 &dd Substance
Frequency of Administration Route of Administration Expiry Date
[ esnesded ¥ [ oo v | =
Medical Information
Conditions and Comments
VIIlI. You may attach any file or scanned document containing your medical information:

enter a title and description for the document, click the Browse button and select the

file to be attached.

4. Submit your TUE for Asthma by pressing the Submit Application button. If you
would like to save it to complete it later, simply click Save. Once submitted, your
Sporting organization will automatically receive a notification that you are applying

for a TUE for Asthma.

9.4.2 ACCESS TO A SAVED TUE FOR ASTHMA

Athlete users

Athletes can view every TUE for Asthma created by them or created for them regardless of
its status. In addition, as long as the TUE for Asthma is ‘not declared’ or ‘not submitted’ or
‘incomplete’ the athlete user still has the possibility to edit or cancel the TUE for Asthma.
When in status ‘incomplete’ it is even possible to edit everything except the Medial file

status.
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WADA and organizations with access to the athlete record have access rights to the TUE for
Asthma, similar to those of the DoU. Your Athlete doctor can also access your TUE for
Asthma regardless of its status, and can edit or cancel it if the status is “Not submitted”,
“Not declared” or “Incomplete”. For more specific details, contact your Custodian

organization.

10 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 (9:00 — 17:00

EST) and outside business hours through voice mail and e-mail adams@wada-ama.org

From North America dial: (866) 922-3267 (1-866-92-ADAMS)

From outside North America you may reach the Helpdesk by dialing:

+1 (514) 904-8800

To reset your password or any information pertaining to your record please directly contact

your organization ADAMS administrator (Contact details are on your Security tab).

Page 87 of 87

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�
mailto:adams@wada-ama.org�

	1  User Setup and General Notes
	1.1 Before You Start
	1.1.1 Supported Browsers
	1.1.2 Clear your Browser Cache – IMPORTANT!
	1.1.3 Allow Pop-ups
	1.1.4 Screen Resolution
	1.1.5 Using a Bookmark

	1.2 ADAMS Basics
	1.3 Logging In
	1.3.1 The ADAMS URL
	1.3.2 The ADAMS Login Page
	1.3.3 Problems Logging In
	1.3.3.1 Incorrect Username / Password 
	1.3.3.2 Temporary Lock
	1.3.3.3 Permanent Lock
	1.3.3.4 Forgotten User Names
	1.3.3.5 Forgotten Passwords
	1.3.3.6 Changing the Password


	1.4 Logging Out
	1.5 What To Do If You Encounter An Error
	1.5.1 Collect Information
	1.5.2 Contact the ADAMS Help Desk


	2 Athlete Consent Agreement
	3 My Zone – Home Page
	3.1 Modules
	3.1.1 Messages
	3.1.2 My Whereabouts
	3.1.3 My Profile
	3.1.4 My Recent Tests
	3.1.5 Useful Links

	3.2 Contact Link
	3.3 User Settings
	3.3.1 Challenge Questions
	3.3.2 Language Setup
	3.3.3 Password Reset
	3.3.4 Email Notifications
	3.3.5 Whereabouts Accessibility

	3.4 Requesting a Password Reset (Forgot Password)
	3.5 Print All 

	4 Messages
	4.1 How to Create Messages:
	4.2 Verify the Status of a Message
	4.3 Quickly Retrieving your Messages
	4.4 Deleting / Archiving your Messages
	4.4.1 To delete a message
	4.4.2 To archive a message


	5 Notifications
	Automatic Deletion of Notifications
	5.2 Whereabouts Submission Confirmation
	5.3 Whereabouts Accessibility Modification 
	5.4 Team Whereabouts Modification 
	5.5 TUE Status Modification
	5.6 TUE Approval / Rejection / Incompletion / InProcess 
	5.7 Accessibility Notification

	6 My Profile
	6.1 View / Edit your Profile Information
	6.2 Sport/Discipline
	6.3 Security

	7 My Whereabouts
	7.1 Whereabouts Basics
	7.1.1 Whereabouts Control Panel
	7.1.2 Mandatory Location Descriptors
	7.1.3 60-Minute Time Slot
	7.1.4 Submission Deadline
	7.1.5 Access to your Whereabouts – STEP 1

	7.2 Creating Location Descriptors – STEP 2
	7.2.1 Creating Mandatory Location Descriptors
	7.2.2 Need Additional Location Descriptors?

	7.3 Populating your Calendar – STEP 3
	7.3.1 Initial Submission  
	7.3.1.1 Using the Whereabouts Control Panel
	7.3.1.2 Using the Monthly View

	7.3.2 Modifying your Whereabouts
	7.3.3 Single Entries
	7.3.4 Team Whereabouts
	7.3.4.1 Accepting / Rejecting Team Whereabouts
	7.3.4.2 One Hour Timeslot
	7.3.4.3 Daily Residence Entries


	7.4 Enabling SMS
	7.5 Printing a Copy of the Whereabouts
	7.6   Attaching Documents
	7.6.1 Adding an Attachment
	7.6.2 Viewing Attachments
	7.6.3 Editing the Validity Period of the Attachment

	7.7   Athlete Quick Reference Card

	8 My Recent Tests
	9 Therapeutic Use Exemption (TUE) Documents
	9.1 TUE (TUE)
	9.1.1 Applying for a TUE 

	9.2 TUE Fields
	9.3 Declaration of Use (DoU)
	9.3.1 Creating a Declaration of Use
	9.3.2 Access to a Saved Declaration of Use

	9.4 TUE for Asthma (AST)
	9.4.1 Creating a TUE for Asthma
	9.4.2 Access to a Saved TUE for Asthma


	10 Helpdesk Access

