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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.

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 3.2?

ADAMS 3.2 features the following enhancements:

e The Diagnosis Class field has been added on the TUE form. This field is filled
automatically when a Diagnosis is selected; however a class must be specified when
“Other” is selected as a diagnosis value. See Section 9.1.1 and 9.2.

e A Passport Custodian will be assigned to you as an athlete. The IF in charge will by
default hold the Passport Custodianship; if the IF is not Active, the relevant NADO
assumes the Passport Custodian role upon mutual agreement. See Section 5.4.

e Enhancements have been made to the SMS module to simplify the activation process.

See section 5.1 under Activating SMS.

In this document, all new features are identified with an ADAMS 3.2 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:
e Firefox Version 3.6+

e Microsoft Internet Explorer Version 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:

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

e 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 SCREEN 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.

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:
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= 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.

e 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:

EADAMS)

HELP contact

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:

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

=S S ‘e %

Forgot Password
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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

I:r = M'https:.l',l'adams.wada-ama.urg

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:

B ADAMS RN L &

User Hame

Password

Login
Foraot 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. If it is,

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:
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EaDaAMS

User Hame

Password

Please enter a valid user name and password combination

Login

Forgaot Passward

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:

BADaMs £5h e )

User llame

Password

Login problems? Please use the Forgot Password link below

Login

Forgot Passwiord

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.

Country: | AFGHANISTAN | _search |
nao @ HE (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 logm 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:

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 younj athl search

Athletics \se\i
Country? SWITZERLAND *4 search | Athletics | Athletics

_ . | Athietics | CISS Athletics
HADO O NF @ Spolt-Dlsupllne:l athl |r adhietics | Cambined

Athletics | Cross Courd
Athletics | Discu:

Cancel

back to login page
Athletics | Indaor Athletics v
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1.3.3.6 Changing the Password

ADAMS will prompt you to change your password:
e If you login to ADAMS with a temporary password, or

e On aregular basis, for security purposes.

 The current password cannot be raused.
® Password length must be at least 8 characters

Current password

New password

Repeat New Password
confirm

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

Password Change section for more details.

1.4 LOGGING OuT

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:

ETHEN iogout |l

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:

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

EADAMS) [%, 7Y ‘17 A |
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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.

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

J

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

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

. 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.
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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: 1(866) 922-3267 (1-866-92-ADAMS)
2. From outside North America dial: +1 (514) 904-8800

Should you require assistance outside of the helpdesk core hours please send an email at

adams@wada-ama.org.

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 ~

For Enwlish, click here.

Pour le Frangais, cliguez ici.

Fir Dewtsch klicken Sie hier.

Pars el espafiol, chasogue acui.

Per ttalisno, clicca gui.

BFRFEOEDL., CCLAEYERE LEE L,
Woor Mederlands, kil higt.

N3 oy CokoM BEPCMM KIMEHMTE 30800 .

YOI HEREBY UNDERSTAND AMD ACKMOWLEDGE 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 wWaorld anti-Doping Agency (WaDa), in its
role as central clearing house for anti-doping information. It is used by
Anti-Doping Organizations (A00=) 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 : A

Accept Cecline

However, you must enter the correct password to accept the agreement and login to
ADAMS.
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2 My ZoONE — 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.

2.1 MODULES

Messages o
|:| Jo) My recent tests

9 Notifications

Mo new messages
l_—_\ Useful Links
=

» WADA-AMA - World Anti-Doping Agency

My Profile

@ My whereabouts

2011-04

® AIBA - International Boxing Association

& ABA - Brazil Anti-Doping Agency

Translation Credits: click here

2.1.1 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.

2.1.2 MY WHEREABOUTS

From the My Whereabouts link you can review existing whereabouts details or create and
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submit new whereabouts information. You might also receive warnings if the submitted
whereabouts do not meet the set Whereabouts requirements. When clicked on the link or
any of the quarters displayed to the left side of the screen, a new window will open with the

whereabouts guide and the quarter’s calendar.

Adams,Adam
Mew._ .. -

é""BinIngicaI results

~TUEs

- Address Book

My whereabouts

Whereabouts

[#2012-Q2, Not Submitted 2011-Q4
: The quarter 2011-Q4 is overdue, you should submit

2012-Q1, Not Submitted it immediately.

(- 2011-Q4, Not Submitted

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

@ My whereabouts

2011-04

Next quarter of whereabouts must be submitted
before 01-Jan-2012

2.1.3 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.

D My Profile
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2.1.4 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.

D My recent tests

2.1.5 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.

Q Useful Links

& WADA-AMA - World Anti-Doping Agency

2.2 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.

EADAMS)
@

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 canadal | m M
Role iyl el .
|
| !
Country  + - sport |—_| s _',_I
i
i
Name Roles Sports Country
CHA - Hockey Canada MNF - NADO Ice Hockey CAMNADA
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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.

00 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.

print close

Street Stock Exchange Tower; 800 Place Victoria {Suite 1700) P.O, Box 120

City Montreal Postal code/Zip H4Z 187
Country CANADE Region Quebec
Web site http:/fwwew wada-ama.org

Organization Primary ADAMS Contact

First name Chaya Last name Mdiaye
Phone +1514 004 9232 Mobile
Email chaya.ndiaye@wada-ama.org Fax +1514 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 +1 514 904 9232 Mobile
Email stuart.kempi@wada-ama.org Fax +1514 904 5748

Result Managment Authority contact

First name Stuart Last name Kemp
Phone +1514 904 9232 Mobile
Email stuart.kempi@wada-ama.org Fax +1514 904 5748

e This information is entered by the administrator of each organization or can be entered by the
ADAMS administrator on their behalf.

e If a section does not contain any information, it will be omitted from the display.
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2.3 USER SETTINGS

User Preferences

save close

Security Options My Challenge Questions Change Password |

Preferred Language

English v
Email Notifications

® use Organization's Configuration: Never send email

QO Always send eniail

O Never send email

Whereabouts Calendar - First day of the week

0] Sunday

® Monday

Access configuration for whereabouts that are not submitted

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

0] deny access to custodial organization

® grant access to custodial organization

You are using ADAMS version R3.0-build.6757 built on October 31 2011 09:29:07 AM
Please guote this number when contacting ADAMS support

e The User Preferences window allows you to manage your own password, configure challenge
questions, set your preferred language, enable email notifications, define the first day of the
week as to be displayed in your Whereabouts Calendar 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.

2.3.1 CHALLENGE QUESTIONS

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

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

create new question |

[Mother's Maiden name
Create the answer

Question

Answer not yet configured
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Click the “Create Question” button, enter your question (e.g. Mother’'s maiden name, Name
of first pet, Street you grew up on, City of birth, etc...) and then enter the answer by clicking
the “Create Answer” button.

I close

Select an 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 questian |

. Mother's Maiden name -
Question
Create the answer
Answer not yet configured
Create the answer | Seymour

Your password is required each time for security reasons

s5ave

2.3.2 LANGUAGE SETUP

You may select one of the eleven languages currently supported by ADAMS: English, French,
Japanese, Spanish, German, Arabic, Russian, Dutch, Finnish (Suomi), Chinese, Korean and
Italian. Select the desired language from the drop-down list, and then click the Save.

ADAMS will then redisplay the My Zone page in the language you selected.

A disclaimer is displayed when the user selects a language other than French or English:

User Preferences save dose

Security Options My Challenge Questions | Change Password

Preferred Language = -

Language disclaimer:

i WaDa officially supports ADAMS in the languages English and French and bears full respansibility for the accuracy of
these languages appearing on ADAMS at any time.

ii. For other languages than English and French the ADO that has selicited its incerparation within ADAMS is responsible for
ensuring the correctness and accuracy of the translation in ADAMS in that particular language

iii. For languages other than English and French WADA shall have no liability for any incerrect or inaccurate translation
appearing on ADAMS, nor for any damage incurred by ADAMS users as a result of the mistranslation,”

2.3.3 PASSWORD RESET

Click the Change Password button in the User Preferences window.
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Athlete, 17

® The current password cannct be reussd.
® Password length must be at keast B characters

Current password Lttt
Hew passwor § snssssan
Repaat Mew Passward wanssnen

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

o 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.

Your password has expired. Please enter a new one.

Current password
New password

Repeat New Password

confirm

2.3.4 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 built on May 18 2007 09:28:50 AM
Please quote this number when contacting ADAMS support

Page 20 of 97

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 3.2

2.3.5 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 organization can access whereabouts that are not submitted
o deny access to custodial organization

& grant access to custodial organization

2.4 PRINTALL

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.

e 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 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.

e 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.

e The pages that have this feature are:

o TUE

o Test
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3 MESSAGES

create message | help| close

Message centre Eye=s g
7 Messages & Notifications

Message

t:é received
&

llet_sent

@ archived

E<Y Notification
t:é received (14}
t;h sent

@ archived

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

e Their agent(s).

3.1 How T0 CREATE MESSAGES:

1. Go to the Messages section

Meosaaed
L 1» D My recent tests

Q\ Useful Links

+ WADA - Yorld Anti-Doping Agency

12 Notifications
No new messages

D My Profile

@ My whereabouts

2. Click Create New message

create message | help| close

Messages & Notifications

t:é received
&

et _sent

@ archived

45 Motification

t:é received {14}

: t;h sent

@ archived
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a New message window will open, click “To” to select the users you would like to

contact

send cancel

arch Reci pients f ¥E | cancel |
3

Selected items

UK Sport - UK Sport 2

Femoye

add all
remove all

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

enter the subject and the body of the message and click send

5 se‘ cancel
to | WADA, Administrator X
Subjecfllicssage subject
1/ essage bmﬁz
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3.2 VERIEY THE STATUS OF A MESSAGE

1. Go to the sent folder

close

create message | help|
a Message centre sy g
ey M Messages & Notifications
= essage
t:;i. received
t;h sent (1
@ archived

9 Motification

t:;i. received (143
E'"t;h sent
@ archived

2. Click the message subject to open it.

create message | help close
3 Message centre
=) M 2
) Meoam: message sent %
-l _recsived
1,;5 sent (1)
83 _archived O Sender Subject Date/Time
B3 Notification O Chaya Ndiave (WADA) e ssane sadiach 05-Feb-2008 15.45 GMT (read)
£
“deA_received (14)
e delete archive
dh_sent
@ srchived
reply archive |
Sender Chaya Ndiaye (WADA) ID[E51978]
Recipients WADA, Administrato
Subject Message subject
Content
Message body

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

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

wvessages: Message ID
&

12 Motifications

Mo new messages
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3.3 UICKLY 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.

Messages Message ID
*P

12 Motifications
MO new messages

2. The system will open the message

3.4 DELETING / ARCHIVING YOUR MESSAGES

3.4.1 TO DELETE A MESSAGE

Go to the message (in any of the folders)
Select the box in the left (or use the select all option)

3. Click Delete
3.4.2 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)

3. Click Archive

[ 1 Sender Subject DatefTime

1
é Betty, Boop (WADAY Message subject 05-Feb-Z008 15:45 GMT {read)

to | _archivefm
2
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4 NOTIFICATIONS

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

e A sender: user that made the action

e Recipients: the athlete

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

e Subject: notification subject

e Content: related information

4.1 AUTOMATIC DELETION OF NOTIFICATIONS

Received and sent notifications are automatically deleted after 42 days. Furthermore, all
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:

4.2 WHEREABOUTS SUBMISSION CONFIRMATION

This notification is sent whenever you as the athlete, your agent or your organization user
submits your whereabouts.
For Quarterly submission:

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

Reference Link Whereabouts Quarter

Subject AUTO: Whereabouts submitted!

Content

Thanks for submitting your whereabouts for G1-2009

4.3 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:

. Subject: AUTO: Custodian organization has taken/released access to your Whereabouts that are not submitted!
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e Message: Your Custodian organization <short name> has taken/released access to your Whereabouts that are not submitted!

4.4 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.

4.5 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:
AUTC TUE has I:'E-'Erl m':ldiﬁed: -7239 TUE reference "u“]ber
Message:

TUE has been modified!
When you submit your TUE-application, your Sporting organization will receive a
notification:

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

e 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.

Page 27 of 97

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�

‘ AMD]‘ AMM]‘ SJ User Guide — Athletes

Version 3.2

4.6 TUE APPROVAL / REJECTION Z INCOMPLETION Z IN PROCESS

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 status, the other organizations with access to your record
(including your Custodian organization if different from the Sporting organization) and WADA

receive the notification.

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

TUE has been cancelled!

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

TUE is incomolete!
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4.7 ACCESSIBILITY NOTIFICATION

You will receive an accessibility notification when:
O Access is granted to an athlete agent
When an athlete agent obtains access to an athlete, the athlete will receive the following notification -
Subject:
AUTD; Add access to an athlete agent
Message:

The agent added is : Lastname firstname
O Access is revoked from an athlete agent
Subject:
AUTO: 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:

Your new custodial arganization 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 Last name, First name (username) was locked.
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5 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.

5.1 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

Athlete Profile edit

¢ These sections cannot be edited:

Last name First name ADAMS ID# Gender *
Adams *  Adam *  ADADMA71640 *  Male
Accreditation# IF ID# NF ID# NADO ID# BP ID#
BPS20K22
Date of birth Age Preferred Name Former last name
21-Nov-1988 23
Mationalities * Disabilities
AUSTRALIA

Sport Nationality®

Disability Class
ALSTRALIA
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e These sections can be edited:

NC‘ ph@t@ Phone type Phone Number
Mabile -
Email
upload photo | adams.adam@yahoo.com Email
Please select your mailing address:
Residence j new edit
Lake view 23
Sydney , New South Wales
AUSTRALIA
AUS45-NHE

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, and then select the
type from the drop-down box.
5. Enter you 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. The mailing address is the place where you are certain that any mail will be brought to your
attention immediately and it is used by you Anti-Doping Organization to contact you whenever
necessary, including for whereabouts purposes.

0 Select the type of address you are about to enter from the Type drop down list.

o0 Enter a description of the address you are adding, and then complete the form with
the relevant address information.

o The country and region fields are drop down pick lists that you select from.

o 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.
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Activating SMS

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

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

b. Under Contact Details & SMS Setup, make sure your mobile telephone number is
entered correctly; otherwise click [add phone number], select the [Mobile] Phone type,
and enter the Phone number to be recorded for SMS service. Click [Save].

Here are some examples of valid telephone number formats for SMS use (all phone
numbers must start with the country code):

0 +1514 555 1212 (North America)

o0 +33 412 3456 (France)

o0 +44 778 155 5666 (United Kingdom)

Phone type Phone Number
lMohile ¥ | 15146535514 O use sMs

add phone number ‘-

c. Check the [use SMS] checkbox for the mobile telephone you wish to register for SMS
service. If the checkbox is not shown, your organization is not set up to support SMS.

The [Activate] button will appear, along with a WARNING message.

Phone type Phone Number / /

lobile v 15146535514 use SMS [ US based mobile | activate

add phone number

d. Click the [activate] button. ADAMS Whereabouts will then send an SMS message
containing a three-digit activation code to the mobile telephone number being

registered. The message will instruct you to reply via SMS with the three-digit

activation code.

Phone type Phone Number /

lMohile ¥ | | 15146535514 use SMS [ US based mobile

add phone number
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e. You should reply back via SMS with the three-digit code within 24 hours; otherwise the
activation code will expire and you will have to reactivate the connection in ADAMS
over again. The activation instruction contained in the SMS will also appear on the

ADAMS page until the process is complete.

f. Once you have replied with the correct activation code you will receive an “Activation

Confirmed” acknowledgement via SMS from ADAMS Whereabouts.

g. The status “Activated” will be displayed in ADAMS next to the mobile telephone
number you have successfully activated for SMS Whereabouts. At this time you may

start sending Whereabouts updates to ADAMS via SMS.

Phone type Phone Number /

llobile v | (15146535514 use SM5 [ US based mobile | reactivate
add phone number

h. ADAMS will send an SMS confirmation every time it receives a whereabouts update via
SMS. The message will read: “ADAMS Whereabouts: Message received on dd-mmm-
yyyy hh:mm GMT. Your custodian organization will process its content."” ADAMS will
also display an updated status instead of the “activated”, next to the Use SMS
checkbox on the Athlete Profile page: the status message will read “SMS-update

received on dd-mmm-yyyy hh:mm GMT.” and will overwrite any previous status

message.
Phone type Phone Number /
lMobile v | 15146535514 use SMS [ US based mobile | reactivate

add phone number

i. 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.
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j. You can also reactivate the validation procedure at any time by clicking the
[reactivate] button if you suspect that there are issues with SMS messages going

through the mobile network.

Phone type Phone Number /

hohile ¥ | |15146535514 <} use M5 | US based mobile | reactivate

add phone number

ADAM Whereabouts SMS phone number:

o ADAMS Production (https://adams.wada-ama.orq) :+44 7781 480710
o0 ADAMS Training (https://adams-training.wada-ama.orq):+44 7624 802848

5.2 ENABLING SMS

The 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, the 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 to the ADAMS Whereabouts Number. Upon receipt, ADAMS posts this
message as an attachment in the athlete’s Whereabouts calendar. This message is 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 per instructions contained in the SMS

attachment.
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You will notice other Tabs on your Profile page:

5.3 SPORT/DISCIPLINE

The Sport/Discipline tab lists 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

(you cannot edit this information).

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

WADS - \Waorld Anti-Doping Agency International

TeamsfGroups

TeamfGroup Name Organization
Mohan waDs - world Anti-Doping Agency
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5.4 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.

In release 3.2, within the framework of the Athlete Biological Passport (ABP) the concept of

a Passport Custodian organization has been introduced.

You will be assigned a Passport Custodian: by default this is the International Sports
Federation (IF) in charge of your sport. If the IF doesn’t have an Active status in ADAMS,
the NADO associated with your sport nationality will assume the Passport Custodian role
(provided they are Active in ADAMS). If neither your IF(s) nor your NADO has an Active
ADAMS status, there won’t be a Passport Custodian attributed to you in ADAMS.

Demographic I Sport/Discipline (2) | Activities (2) I Security

Username:
IP Address:

Last login date:

WADA-AMA - World Anti-Doping Agency  details

Stock Exchange Tower Contact;
800 Square Victoria Suite 1700 Email:
Montreal Quebec CANADA H4Z1B7 Phaone:
Web site: http /fwwi.wada-ama.org Fax:

Can access whereabouts that are not submitted
athlete has no user account

;HINHDK - Chinese Anti-Doping AQency ;etails

Mo.1, An Ding Road Contact:
An Ding Men, Wai Ernail:
Chao Yang District Beijing CHINA 100029 Phone:
Web site: http/fwww.chinada.cn Fau:

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
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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
Ernail: athlete@doctor.com
Maobile: 123.456.7890

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

Username: betty
IP Address: 66.110.7.43
Last login date: 26-MNow-2008 20:28 GMT

WADA - World Anti-Doping Agency
Stock Exchange Tower

&S00 Place VWictoria (Suite 1700) PO, Box 120
Maontreal Quebec CAMADA Hd4Z 1BT

web site: http:/fwww.wada-ama.org

Security

Version 3.2

Contact: Chaya Ndiaye
Ermail: chaya.ndiaye@wada-ama.org

Phone: +1 514 904 9232
Fax: +1 514 904 5745

AFLD - Agence Francaise de Lutte contre le dopage

39 rue Saint Dominigue

Paris FRANCE 75007
Web site: http:/fwww.cpld.fr

IDSF - IDSF

Web site:

Contact:
Ernail:
Phone:
Fax:

Contact:
Ernail:
Phone:
Fax:
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6 My ADDRESS BoOok

Your address book stores all the addresses to be used in your whereabouts calendar. It also

stores your mailing address, used in your profile.

EJAID]A[M]S]

ff GOBACK Q MY WHEREABOUTS & MY ADDRESS BOOK
Whereabouts Guide

6.1 WHAT CHANGED SINCE ADAMS 2.3

Addresses replace the location descriptors that were used in ADAMS 2.3. The major
difference is that an address is not linked to a whereabouts category. Therefore the same

address can be used as an overnight accommodation, a regular activity, etc.

Addresses remain in the address book as long as they appear in the past whereabouts
calendars. Therefore it is no longer required to copy them from the previous quarter every
three months. They will be automatically purged from the address book if they are no

longer used in the past quarters, accessible from the athlete tree.

All addresses used in your whereabouts calendars prior to ADAMS 3.0, and mailing

addresses located in your profile, have been migrated to your address book.

All addresses used in team whereabouts calendars have been migrated to the address book

of each team.

6.2 ADDRESS BOOK PAGE

Clicking the Address Book link — either on the banner or the athlete tree — brings up the

address book page:

Adams, Adam

Mew_ -

Address Book
- Whereabouts
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Adams, Adam : Help : Logout

f GOBACK Q
My Address Book

MY WHEREABOUTS

Address

& mral

Region Country

Postal code/Zip Last Used

Training 1 Sports Avenue 34 London ENG: London, City of UNITED KINGDOW LO-808/Z =111 111111
Olympic Complex +111 111222
You can click the heading of the column by which you want
I
to sort. You can click it again to toggle the sorting order Date / Time | w 60-

between ascending and descending, as shown by the arrow.

6.3 CREATING AN ADDRESS

You can click the New
Book page, to create a

be displayed:

button, in the upper-right corner of the Address

new address entry. The New Address pop-up will
ast Used v

s vroa .

&} NEW ADDRESS
Label Address Line 1
Training 1 Sports Avenue 34

Phone Number 1

tATE A

MAddress Line 2

Olympic Co mpl&x]

Phone Number 2 City

+ 111111 222 London

Additional Information Country Region

eatonal St A UNITED KiNGT > | | ENG: London, Cit] > |

Postal code/Zip

LO-80B/Z

All mandatory fields are indicated with an asterisk (*):

e Label (mandatory): this label will appear on the whereabouts calendar. The label

must be unique. For example: “Home”, “Gym”, “Stadium”, etc.

e Address Line 1 and 2 (line 1 is mandatory)
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e City (mandatory)

e Region: this can be for example a province, a state, department
e Country (mandatory)

e Postal / Zip

e Phone Number 1 and 2

e Additional information: this field could contain, for example, instructions on how to

find the address, etc.

6.4 EDITING AN ADDRESS

You can edit an entry in your address book. Just click any entry on the list to bring up the

Edit Address pop-up.

&+ EDIT ADDRESS

Label Address Line 1

Zym 123 Main St
Phone Number 1 Address Line 2
S07-421-5220 Building 2 Suite 4
Fhone Number 2 City
S07-424-5220 Orlando
Additional Infarmation Region
i e
Gold's Gym Area. Wotoot 30 Florida
minutes eveny 2 days. Country PostaiZip

United State: ¥ 32018

You can make changes to any address field, then click Save. Otherwise, clicking Cancel or

the close icon (X) in the upper-right corner will cancel any change and close the pop-up.

The mandatory fields are indicated with an asterisk next to their label. The Label field must
be unique; if it already exists in the address book, an error message will ask you to change
it.

If the original address was used in past whereabouts entries, then it will remain in the

address book; the label of the old address will automatically be appended a numeric suffix to

differentiate it from the current version. Past whereabouts entries cannot be changed.
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For example, if you change an address labeled “Home” from “123 First Street” to “456

Second Street” and save:

e If the “123 First Street” address was used in past whereabouts, it will be retained in the

address book; its label will automatically be changed to “Home-1" (or “Home-2", etc.);
e The “456 Second Street” address will be saved in the address book with the label “Home”.

If the address is used in upcoming whereabouts entries, you will be asked to confirm

whether or not those whereabouts entries should be modified as well:

WARNING

ou are about to modify an address used in upcoming whereabouts entries.
Theze entriez wil therefore be modified in the calendar
and you will need to resubmit the whereabouts guarter.

Click "0OK” to proceed, Click "New Address” to create a new address, otherwise click "Cancel™.

OK Mew Address Cancel

Clicking Confirm will automatically change the address on all upcoming whereabouts entries

in the calendar.
6.5 DELETING AN ADDRESS

You can delete an address from the address book. To do so, click the delete (x) icon, in the

rightmost column of the address list. A pop-up window will ask you to confirm the deletion.

A1-Loec-2010 16:54 GMT

11-Lec-Z010 1654 ST E

A1-Dec-2010 16:54 GMT

A4 Far 204N AR SRAT

If the address is used in upcoming whereabouts calendars, a dialog will remind you that
future whereabouts entries will also be deleted. Click yes to delete all upcoming
whereabouts entries using this address, or click Cancel to abort the deletion of the address.

Past whereabouts entries cannot be deleted.

WARNING

You are about to delete the selected address. Are you sure?
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7 ATHLETE WHEREABOUTS

7.1 INTRODUCTION — WHEREABOUTS REQUIREMENTS

The Whereabouts function in ADAMS allows the athlete to enter and submit their
whereabouts information on a quarterly basis.

If the athlete is part of a Registered Testing Pool — either a National or International - then
the whereabouts requirements are enforced by ADAMS. These requirements are based on

the current International Standard for Testing (IST), available on the WADA Web site:

e A 60-minute time slot must be entered for each day in the quarter where the athlete
has to be available and accessible for Testing at a specified location. This time slot
must take place between 06:00 and 23:00.

e An overnight accommodation must also be entered for each day in the quarter.

e The athlete must enter the competitions that occur for a given quarter.

e The athlete must also enter their regular activities for the quarter: training, work,

class etc.

7.2 ENTERING WHEREABOUTS — GETTING STARTED

If the athlete is *not* included in a Registered Testing Pool, continue with Step 8
below. Non-RTP athletes are not required to enter whereabouts as per the IST.

However they should follow your organization’s requirements, if any.

To enter whereabouts in ADAMS for an athlete:
Click any of the quarters displayed in the left side of the screen or click “My whereabouts”
link:

Adams,Adam
Mew. .. -

Address Book
My whereabouts

Whereabouts

#-2012-Q2, Mot Submitted 2011-04
. The quarter 2011-Q4 is overdue, you should submit
[#-2012-01, Not Submitted it immediately.

®-2011-Q4, Not Submitted
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1. This will open a new window showing the Whereabouts information.

BJ(AID[AIMIS]

ff GOBACK Q mvy §  MYADDRESS BOOK
Whereabouts Guide

1 | Introduction

nd confirm your

s for this quarter, 2 Mailing Address Click here to select and confirm your mailing address k

3 ovemignt Accomodation # Gilick hers i view the list of

4 | Competition

or assistance 5 | Regular Activities

Submit

000800

6 ' g0-Minute Time Siot @ Click here to view the I
Mailing Address 7 Submission
Whereabouts Guide 2
Filter By: *;
2011-Q4 -Not Submitt[~] -

©

2. The Whereabouts Guide will appear in the new window; you can also click the

Whereabouts Guide Link in the left area of the screen (the “Quarter Area”) to

toggle its display on and off.

Whereabouts Guide Show this Guide every time | access My Whereabouts

1 Introduction

Welcome to the Whereabouts Guide

This Guide is intended to assist you in providing your whereabouts information in accordance with the anti-doping rules of your sport. The steps outlined in the Guide will
show you how to use ADAMS to submit your whereabouts and provide more information about the rationale behind the various requirements. The Guide is always available
to you as a checklist for completing your whereabouts submission.

If at any time you wish to leave the guide and begin to enter your whereabouts information, you can click the green Go to Calendar button in the upper right hand comner of the

screen. You can also go to a specific date by clicking the date on the mini three month calendar on the left hand side of this page

To select and confirm a mailing address for the quarter (used by your Anti-Doping / Sports

Organization to contact you whenever necessary), click the Mailing Address tab in the

Quarter Area; next, in the Mailing Address dialog, select a mailing address from the drop-

down list, click the “lI confirm...” checkbox, then Save.

MAILING ADDRESS

2011-Q4 Status: Mot Submitted Please select and confirm your mailing address for this quarter.
Please select and confirm your

mailing address for this guarter.

The guarter 2011-C4 is overdue, Residence n

you should submit it immediately.

Select from Address Book

Dates in red in the calendars below
contain errors; Please see the
Guide for assistance.

: :,7,‘ | confirm that the above mailing address information is valid for the current quarter.
Submit

Mailing Address m

Whereabouts Guide ? nE
Mailing Address

Whereabouts Guide
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The mailing address link will turn “green” once it has been confirmed.

3. If the athlete has no competitions for the quarter, select the Competition — Step 4 of
the Guide — and click the link in the section header (“Click here if you have no
Competition this quarter.”). In the Missing Whereabouts dialog, click the I do not

have any competition checkbox, provide a reason and then Save.

MISSING WHEREABOUTS

You omitted to enter Competition and Regular Activities whereabouts for 2012-Q1.
You can click the Cancel button to return to your whereabouts calendar and enter
the mis=sing whereabouts. If you do not have such whereabouts for this quarter,
please tick the checkbox(es) below, enter a valid reason, then click Save.

Competition Whereabouts
|:| | do not have any competition this quarter.

Reason

Regular Activities Whereabouts
|:| | do not have any regular activity this quarter

Reason

4. If the athlete has no regular activities (such as training) for the quarter, select the
Regular Activities — Step 5 of the Guide — then click the link and follow the same
instructions as in the previous step.

5. To start creating a whereabouts entry, click the Go to Calendar button in the upper-

right corner of the Guide, or

Go To Calendar

6. Click any non-past date in one of the mini calendars to the left.

5 T Wl T F

1
2 4 5 8 7 8

2
g 10 11 12 132 14 15
1 17 18 1% 20 21 22
23 24 25 28 27 23 I8
30 21
Nowvember
5 T L T F 5
1 2 3 4 5
i} T 8 9 0 11 12

12 14 15 18 417 18 19
20 29 22 23 24 25 26
27 28 29 30

5 T W T F 5

1 2 3
4 8 6 T 8 8 10
1 12 42 14 15 48 AT
18 19 20 21 22 2% 24
25 26 2T 28 290 30 2
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Once in the calendar view, click the “new” button and select “New Entry”, or

New Entry

New Attachment

Click any blank, non-past date in the calendar
New Entry

1= n m 10

Categony Select a Category... El

Date  17-Now-2011
Recurrence = None
=] .
Start Time [E] 20 Day
— -~
50-Min Time Slot & £
24

In the New Entry pop-up, select an address (or create a new one as indicated in the

address book section) and a category; enter the recurrence information and a 60-
minute time slot if applicable, then click Save.

New Entry

- e |
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7. Repeat this step until all days in the quarter have an overnight accommodation entry

— shown at the bottom of each day with an orange background.

20 21 22

Residence Emj ™ Residence Emj ™ Residence o
You may assign your 60-minute time slot to your overnight accommodation, if you

wish.

Travel Entry: If you are unable to provide an overnight accommodation or to
indicate a 60-minute time slot because you are travelling, you may create a travel
entry. To do so, repeat the step 8 and in the address drop-down list, select travel.

You will be asked to confirm if that is the case:

WARNING

A travel entry may only be used if you are unable to provide
either:

- a §0-minute time Llut between 6:00 A M. and 11:00 P.M., or
- an overnight accommedation.

If you are able to provide this information, please click Go
Back and enter it. Otherwize if you are unable to comply due
to extensive travel plans, click Confirm to continue.

Confirm Go Back

Complete the information as it may correspond.

New Travel Entry

Transportation Type = Air

Categon Owernight Travel El
(=]
Carrier  Adrlineg
Routing No.  AR1Z3
Departure Location ~ Montreal
Date / Time  22-Nov-2011 22:00
Arrival Location | London

17

Date / Time  23-Nov-2011 08:35

B e | A «
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All travel entries will be shown in the calendar with a “plane” icon.

8. Repeat as in step 7 to enter all competition whereabouts of the athlete for the

quarter, if any.

New Entry
category | [T~ |
Date  21-Nov-2011
Recurrence = None El
lin Time Slot ® D
m Cancel

You may assign your 60-minute slot to your competitions, if you wish. All your
competitions will be shown in the calendar in “green”.

21
Competition 1

9. Repeat as in step 7 to enter all regular activities whereabouts of the athlete for the

quarter, if any.

New Entry

Categor Regular activities
tart Date  23-Mov-2011
Recurrence = Weekly El
OsOvETHEWwETEFES

End Date = 153-Dec-2011

You may assign your 60-minute slot to your regular activities, if you wish. All regular

activities will be shown in the calendar in “yellow”.
18

Training 1 o
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Attachments: You can indicate additional details for your whereabouts, such as
hotel or training schedules; however, this does not replace the need to complete the

above indicated categories. To make an attachment, click the “new” button and

select “new attachment”

Hew Entry

New Attachment

Provide a name for the attachment, indicate a date (an attachment is valid for a
single day only); then select a file from your computer and save.

New Attachment

Label Training Scedules

Start Date  18-Nov-2011
End Date = 18-Nov-2011
Attachment C:Users\dtviDe __ Examinar..

Attachments will be shown as a paper clip icon

18 &P
Training... 09:00 ®

To view or edit the attachment, click the paper clip icon

View Attachment

Label Training schedules
Start Date  18-Nov-2011
End Date 18-Nov-2011

Attachment demographic - new person

LT T T
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10. Once all whereabouts entries are created, make sure that all days in the quarter have

a 60-minute time slot (shown as a small clock icon on the right of the entry).

21
Competition 1 13:00 (O

To add a 60-minute time slot to an entry, click the entry; in the pop-up, click the

checkbox and enter the start time, then save.

| Time Siot @ 08:00]

11.Review the mini-calendar on the left: all dates with invalid or missing data will be

highlighted in red.

Nowember

0 R
X
F
o

[+] 7 8 10 11 12
132 14 165 186 47 18 18
20 21 22 23 24 256 26
27 28 29 30

Placing the cursor above the date will display a message indicating the error(s).

5
12
19
26 27 28 29

The whereabouts guide also provides information on what is missing. All “errors” are

Please enter a 60-min. time slot

displayed with a red icon

Ciick here to view the list of dates missing or too many a8 S0-minute time siot. E:}J L

Click the date to display it on the main calendar and fix the error. Once you have

entered all the information, click the submit button. If you cannot click it, that means

that there is still some missing information.

2011-0Q4 Status: Hot Submitted
The quarter 2011-04 is overdue,
you should submit it immediately.
Drate= in red in the calendars below
contain errors, Please see the
Guide for assistance.

Submit
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12. Submission: Once all data is entered and all errors are fixed, click the Submit

button

Training 1 09:00 &

Once that you have successfully entered and submitted your whereabouts

information, the status will be shown as submitted

.............................

Modifications: After you have submitted your whereabouts information, you may
edit it at any time. Just select the entry you want to modify and click “edit”; make
the required change and save. The modified entries will appear with an orange
exclamation mark icon

21

Competition 1 15:00 (@

If the modification is made the same day of the occurrence, then the exclamation
mark icon will be red.

17 [0))

Residence 06:30 (O

Do not forget to always resubmit your whereabouts information after any

modification/update

2011-04 Status:
Resubmission required

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

Resubmit

For more information:

e The Whereabouts Page

e Whereabouts Entries
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7.3 WHEREABOUTS - WHAT’S NEW_IN ADAMS 3.0

Apart from the new look and feel of the whereabouts component, other enhancements were
introduced in ADAMS 3.0 to facilitate the entry of whereabouts, and to facilitate the entry of

whereabouts in compliance with the IST requirements.

7.3.1 WHEREABOUTS CATEGORIES

Some whereabouts categories are renamed while others are slightly changed:

e The Daily Overnight Residence category now becomes Overnight Accommodation.

Entries are still shown on the calendar with an orange background and a lodging icon

(H). Overnight accommodation is defined as the place where the athlete will sleep
at the end of a given day. Therefore, overnight entries always appear as the last
entry on any given day on the calendar. It is no longer possible to attach a 60-
minute time slot to these entries.

e The Training category now becomes Regular Activities; entries are still shown on
the calendar with a yellow background. Training whereabouts should therefore be
entered as a Regular Activity. Regular Activities not only encompass training
activities, but also other regular routines like work, school and rehab.

e Competition: this category does not change.

e The Other category is now shown with a grey background.

e [Travel is introduced as a special category. If an athlete has all-day travel plans that
prevent them from entering an accessible 60-minute time slot, they must inform
their custodian organization by providing their travel plans in this special entry.
Likewise, if an athlete has all-night travel plans that would prevent them from
entering a fixed and accessible overnight accommodation entry, they must inform

their custodian organization by providing their travel details in this special entry.

Athletes are not required to enter travel plans in ADAMS if they are able to provide

an accessible 60-minute time slot and overnight location for a certain day.

7.3.2 60-MINUTE TIME SLOT

60-minutes time slots are now shown on the whereabouts calendar with a clock icon ('E'),

on the entry to which they are attached. The start time of the 60-minute time slot is shown
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immediately to the left of the icon. It also appears in the 60-Min. column of the List View,

and on the Whereabouts Details Report.

RTP athletes are still required as per the IST to enter only one 60-minute time slot per day.
The 60-minute time slot should be attached to an entry occurring between 06:00 and 23:00.
It is not possible to enter a one hour testing slot period for Travel entries, only for the

categories Other, Regular activities Overnight Accommodation and Competition.

7.3.3 RECURRING ENTRIES

It is now possible to enter recurring entries in the calendar. These are shown on the

. . ot
calendar with a recurrence icon. (%)
Recurrence can be defined as one of the following values:

e Daily: a start and end date must be selected;

e Weekly: a start and end date, and at least one weekday, must be selected;
Recurrence [~
ElsEmETEwR TEF S
e Entire quarter: same as daily, but automatically starts on the first, non-past date in
the quarter, and ends on the last date in the quarter; start and end dates are
disabled.

e Specific dates: you can select any date on the calendar picker for any given month;

start and end dates are disabled.

Recurrence  Specific Dates El

October, 2011 November, 2011

17 18 19
20 21 22 23 24 25 26

27 28 29 3

7.3.4 ALL-DAY ENTRIES

Competition entries are by default defined as an all-day activity. Only whereabouts falling

into the Regular Activity and Other categories can be either defined as an all-day entry, or
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as an entry with a start and end time. The duration for any whereabouts entry must be at

least 60 minutes.

7.3.5 ATTACHMENTS

Attachments are still shown on the calendar as a paper clip icon, which &
appears in the upper-right corner of the day that it belongs to. Please B bt

refer to the Attachments section for more details.

7.3.6 “MODIFIED” AND “MODIFIED TODAY”’ ICONS

Once whereabouts are submitted, any change to a calendar day is tracked with the
“Modified” and “Modified Today” icons. The icons appear in the upper-right corner of the

day they belong to. They are shown as:

e An orange exclamation mark in a circle for days that were 12 I:I

Mt

Modified after submission;

e A red exclamation mark in a circle for days that were Modified 9 @

My ootineitie

Today — i.e. maodified on the same day.
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7.4 THE WHEREABOUTS INTERFACE

7.4.1 THE WHEREABOUTS PAGE

The Whereabouts page includes two basic components: the Quarter Area in the left

column, and the Main Area of the page.

Calendar View List View Submission History Hotes & Activities Last updated 11-Dee-2010 15:54 GMT by Josl Lopes
201004 Status: ot submitted || D@CEMber 2010 4 Today Day | Wask | Month | » [ tew - R
2010-R24 Whereabouts are -
overdue. Flease submit S W 5
immediately. 1 z & = & 4 &
Submit Travel A Ewent Ed Travel A Activity Competition Activity
Whereabouts Guide 2
Filter By: + @yamiti3 k=t
5 P &7 Pk a ® " 11
L] 2010-04 | - o - i ;
a Activity T Activity Activity T Aivity Activity Activity Activity
Travel E
— mare..
ﬂ: Ovemight = Ovemnight E=1 owemight (X}
[ 12 13 14 15 16 Rt Rt @
w Activity Activity Activity @ Activity Activity Activity
[
1e]
S Ewant E=
T2 e 0 21 22 23 24 25
I::'l" 104 5 8 7T @ 3
0o 1 1z 14 15 1 || Aethvibe Actiity Activity Activity Activity Activity Activity
28 27 28 29 20 31
12 || ativity Activity Activity Activity Activity Activity Activity
3 4 5§ 8 7 8 3
oAz 13 14 15 18
17 o1 19 m 71 32 23
4 15 W@ X o M W Ovwermight =] Overnight by
3

The Main Area of the calendar displays the whereabouts information in one of the following
views:

e the Calendar View, which includes a monthly, weekly and daily calendar;

e the List View;

e the Submission History, and

e the Notes and Activities View
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7.4.1.1 The Quarter Area

2010-34 Status: Mot Submitted
2010-04 hereabouts are
overdue. Please submit
immediately.

Submit

Whereabouts Guide ?
Filter By: +
2010-04 boot| R

3 04 5 & 7 & 4@

7.4.1.1.1 The Submission Area

The Quarter Area is shown in the left portion of the Whereabouts page.
It allows you to navigate through the quarters, submit whereabouts for a
quarter, select a period to be displayed in the Main Area, filter its

whereabouts entries and to confirm the athlete’s mailing address.
It features the following components:

e Submission Area

e Whereabouts Guide

¢ Mailing address button

o Filter Area

e Mini-Calendar Area

The Submission Area, located at the top of the Quarter | 2010-04 Status: Hot Submitted
Area, indicates the status of the quarter currently selected. | 2U10-=24Vwhereahouts are overdue.
The status is shown as Not Submitted, Submitted, or

Resubmission Required, with a short message when

applicable:

Fleaze submit immediately .

Submit

e Not Submitted: this is the initial status for any quarter, before whereabouts

are submitted for the first time.

e Submitted: indicates that whereabouts were submitted and that no further

action is required.

¢ Resubmission Required: indicates that some updates were done to the

whereabouts calendar after a prior submission, and that the quarter must be

resubmitted.

For RTP athletes: if the quarter is not submitted and no error is found, the Submit button

is enabled to submit the quarter whereabouts. The same thing occurs whenever

whereabouts entries are modified: the Submit button is enabled.

Page 56 of 97

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�

‘ AMD]‘ AMM]‘ SJ User Guide — Athletes

Version 3.2

7.4.1.1.2_The Mailing Address Link Mailing Address

Clicking this link displays the Mailing Address dialog, which lets you select and confirm a

mailing address for the quarter.

By default, the mailing address saved in the athlete profile is initially displayed in the Mailing

Address dialog. Please refer to the Whereabouts Guide section for more details.

7.4.1.1.3_ The Whereabouts Guide Link areshouis Euide ?

This link toggles the display of the Whereabouts Guide in the Main Area of the screen.

Please refer to the Whereabouts Guide section for more details.

Filter By: -
74.11.4 The Fl|tel’ Area Search For... q
A collapsible Filter Area allows you to filter the entries displayed on the st
[ go-min. Time Siat o
calendar. Simply click the Filter By header to expand or collapse the T overniere -
WErnig SO

filter area.

I:‘ Regular Activities
By default, all entries are displayed in the whereabouts calendar. You Ccompetiions
I:‘ Other Categony

DTla\reI X
A Search box at the top of this section allows you to enter a search [ ...

can pick which types of entries will be displayed:

string. The filter is applicable to the monthly weekly daily and list views.

7.4.1.1.5_The Mini-Calendar Area @‘f 2010-04 _ | _@

A collapsible Mini-Calendar Area allows you to see all

three months of the quarter at a glance and navigate -

to specific dates. @

e (1) You can select any available whereabouts

quarters from the quarter selection drop-down box

at the top. P B e b o8 4
LU S R [ O [ |-
e (2) The mini-calendar collapses automatically when w18 19 a0 I I I3
¥ 6 I 8 MW
the filtering area is expanded, and vice versa. To |

acernber

@ 4 &5 B F B 9
@-@- o1z 1z 14 15 16
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collapse or expand it, click the “-” or “+” icon in the upper-right corner.

e (3) For RTP athletes, any day in the quarter which has errors (for example, a missing 60-
minute time slot or Overnight accommodation entry) is shown in red in the mini-calendar. To
display a short message indicating the nature of the error, simply place your cursor over the
day in error.

e (4) A yellow shade indicates the period displayed in the main calendar area — either a specific
day, week or month.

e You can click any day in the mini-calendar to display the corresponding month, week or day in
the main calendar.

e Repeatedly clicking the same day in the mini-calendar toggles the view in the main calendar:

from monthly to weekly, weekly to daily and daily to monthly.

7.4.1.2 The Whereabouts Guide .
Whereabouts Guide ?

For RTP Athletes

A Whereabouts Guide is available to assist RTP athletes with their whereabouts entry. It
ensures that all whereabouts are entered in the calendar for a given quarter in conformance

with the IST (International Standard for Testing).

Where can | find more information about whereabouts?

For more information on the possible consequences of failure to provide this information or for being unavailable for testing at your designated 60-minute time slot, please
contact your whereabouts custodian organization, which is listed in the security section in "My Profile”. This anti-doping organization should also provide you with more
information regarding your rights and responsibilities with respect to whereabouts information.

By default, the Whereabouts Guide is displayed every time you access a current or upcoming
whereabouts calendar of an RTP athlete. To disable the automatic display of the Guide,

unselect the “Show this Guide...” checkbox shown in the Whereabouts Guide title bar.

Show this Giiide every time f access My Whereabouts v

The Whereabouts guide is displayed in the main area of the whereabouts page. It includes
seven sections. Each section contains instructions on how to enter the required whereabouts

information, as required by the IST:
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Whereabouts Guide
1 Introduction =
Introduction Title Show this Guide every time | access My Whereabouts ¥/

Information about your sport.

Specify the sport for which you reguire a Therapeutic Use Exemption (TUE). Specify the evert 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 Artidoping 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 ta.

2 Mailing Address e +
3 Overnight Accomodation +
4 Competition You are missing infa for submission for this quarter. €3+
5 Regular Activities +

+

6 60-Mimute Time Slot

7, Submission

Introduction: this section introduces the Guide.

Mailing Address: this section indicates how to enter and confirm the mailing address to
be used in the course of the quarter. This mailing address will be used if there is a need to
mail official communications to the athlete.

Overnight Accommodation: this section indicates how to enter an overnight
accommodation entry for each day in the quarter.

Competition: this section indicates how to enter competition entries for the quarter.
Regular Activities: this section indicates how to enter regular activities for the quarter.
60-Minute Time Slot: this section indicates how to assign a 60-minute time slot for each
day in the quarter.

Submission: this section provides instructions for submission of your whereabouts.

If any whereabouts requirement is not met in one of the sections, its header displays an

error message. Otherwise, a green checkmark indicating that the requirement has been

met.

You are missing info for submission for this quarter. €3 o +

In addition to the error message in the headers of the whereabouts guide, you can also use

the mini-calendar to quickly identify the days in error — shown in red.

The submit/resubmit button in the quarter area is not enabled until all requirements are met

and all errors are fixed.
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7.4.1.3 The Calendar View

The whereabouts Calendar View is shown in the main area of the Whereabouts page. In

the Calendar View, you can:

e View, create, edit and delete whereabouts entries

The Calendar View is displayed every time the Calendar View tab is selected.

Calendar View List View Submission History Notes & Activities Last Updated 18-Nov-2011 21:18 GMT by Adams, Adam
November 2011 4 Day Week Month » Print
5 M T w T F 5
By default, the monthly calendar is displayed for the
. . . mission History Hotes & Activities
month in progress. You can display the weekly or daily
4 | D3y | week | Morth |»
view of the calendar by selecting the corresponding T ——————
button at the top of the calendar. 1 z
You can also navigate to a different month, week or day mission History lotes & Activities
within the same quarter by clicking the left and right Elﬂav W MWhIIl
arrows on either side of the calendar selection bar.
1 2
7.4.1.3.1_Calendar Presentation
Whereabouts calendars are displayed as a monthly, weekly or daily view:
Decembelgi.lll} o .-.:, . e~ Y
_— — " - - == L —— slandar Visw List Viaw Subindssion Iistery Mates & Aetivit Lt Upisten 11020010 1554 GMT By Jodi Lopaz
December 2010 ¢ Day  Weeh Momh o [ ew - T
c
T S AN S N, s 18
Tiawnl £
e - gt i ]
' - SN - -
Foars L]
December 2010 o Dy Wk _Marin v T ‘T
I T T T, T S S
Dwarnight i
Ty °
- 2 »

Deamaght -~ Ouamight - Ovemighe - Duemight - Deamigha - Dvemight ™ Ouemight ]
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All calendar views feature the same characteristics:

e You can click a day or a whereabouts entry to create, view or modify the entry.

e You can click the New button in the upper-right corner of the calendar page to create a new
whereabouts entry — or click the arrow to create a new attachment. You can also click any
blank area in the calendar to create a new entry.

e You can print a copy of the Whereabouts Details Report by clicking the Print button in the

upper-right corner.

Submission History Notes & Activities Last updated 11-Dec-2010 16:54 GMT by Joel Lopez.

e The upper-right corner of the calendar page

4 Day Week Month » [new - BT
shows the user name who last updated the
1 2 & 3 & 4 &
calendar, with the corresponding date and time. Travel X Activy Compettion activty

e Whereabouts entries are shown with the background color corresponding GVernight

to their category: orange for Overnight Accommodation, green for Competition
Competition, yellow for Regular Activity, blue for Travel and grey for Other. Regular Activity
e The Overnight Accommodation and Travel entries are also shown with EEE]
Other
standard right-justified icons.
Travel Ed|
e The Overnight Accommodation entries always appear as the last Overnight -

entry at the bottom of any given day.
e Past days are shown with a grey background color. The whereabouts entries on past dates
cannot be modified nor deleted.

e Attachments are shown as a paper clip icon in the upper-right corner of each day; placing the
F

mouse cursor over the icon will show you the file name of the T——

attachment in a tooltip. Please refer to the section on attachments **" bempeiiion

for more details.
o The default first day of the calendar week is defined by your ADAMS Administrator. You can
select either Sunday or Monday as the first day of the week by updating your user preferences.
Whereabouts Calendar - First day of the week
@ Sunday

Monday

This has no impact on other people’s view of the same calendar. However, please keep in
mind that other users may view their calendars with a different configuration than the one you
are using.

To change your user preferences: Click the orange link with your name on the black taskbar,

then select Monday from the “Start Day of the Week” radio button group.
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For the Monthly calendar view:

e When a given day contains more whereabouts entries that can be 7 &
displayed, you can click the “more...” link to see a complete list of the Activity <
whereabouts entries for that date. :nr:::l -

[y

e Control-click: you can hold down the control key while clicking, to [Cuwermigh
select a series of days when creating a whereabouts entry.
e Dragging: you can also drag across a series of dates on the monthly calendar to create a

recurring whereabouts entry.

For the Weekly and Daily calendar views:

e The period outside the regular testing hours (06:00 to 23:00) is shown with a grey
background.

e Overlapping entries are shown side-by-side on the calendar. S 2;‘?;':5 <

400 200 - 5:30

7.4.1.4 The List View

To display the whereabouts List View, click the List View tab at the top of the Whereabouts
page.

Calendar View List View Submission History Hotes & Activities Last Updated 17-Nov-2011 23:17 GMT by Adams, Adam
2011-Q4 print
Date I/ Time 60-Min. Category ] Address Recurrence Last
Updated
17-Nov-2011 06:00-08:00 06:00 Other Residence Green Hil 75, London, UNITED KINGDOM Daily (1) 17-Nov-2011
SR Cnbmeiani
1 Bhor 0 ST R Mo 201 Overnight Travel A Airine AR123 17-Nov-2011
Overnight 3 2 ek
18-Nov-2011 All Day Residence Green Hill 75, London, UNITED KNGDOM Daily (44] 17-Nov-2011
Accommadation
5 4 "
18-Nov-2011 09:00-12:00 03:00 Regular activiies Training 1 ;m”:‘;;r‘f“”e A andan, (I 17-Nov-2011
19 Nov-2011 All Day Chn Residence Green Hill 75, London, UNITED KINGDOM Daity (44 17-Nov-2011
Accommodation
19-Nov-2011 06:00-08:00 06:00 Other Residence Green Hil 75, London, UNITED KINGDOM Daily (2 17-Nov-2011
20-Nowv-2011 All Day xR Residence Green Hill 75, London, UNITED KNGDOM Daily’ (44) 17-Nov-2011
Accommodation
20-Nov-2011 06:00-08:00 06:00 Other Residence Green Hill 75, London, UNITED KINGDOM Daily (2} 17-Nov-2011
w avenue 34 T
21-Nov-2011 All Day 15:00 Competition Empm‘”" m‘ﬁgg‘“ R R L L 17-Nov-2011

This view shows you a tabulated list of all whereabouts entries for a given quarter. It allows
you to view, create, edit and delete whereabouts entries for the quarter. It also displays file

and SMS attachments.
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Like the Calendar views, the List View also features a Print button which allows you to print

a copy of the Whereabouts Details Report.
Please refer to the Whereabouts Entries section for more information.
7.4.1.5 Submission History

To display the whereabouts Submission History, click the Submission History tab at the

top of the Whereabouts page.

Calendar View List View Submission History Notes & Activities Last Updated 17-Nov-2011 23:17 GMT by Adams, Adam
2011-Q4
Date | Time > User v
17-Nov-201 1 23.08 GMT Adams, Adam Cctober MNovember Decembe

This view shows you a historical list of all submissions for a given quarter. It allows you to
view a snapshot of the calendar status at the time of submission, for each month of the

quarter.
7.4.1.6 Notes & Activities

To display the Notes & Activities view, click the Notes & Activities tab at the top of the

Whereabouts page.

Calendar View List View Submission History Notes & Activities Last Updated 22-Nov-2011 17:42 GMT by Adams, Adam
2011-Q4
Reference date Activity Posted By b Last Updated v
quarter [2011-04] modified on 22-Nov-2011 between 17:39 GNT and 17:42 Whereabouts 22-Nov-2011 17:39
01-Det-2011 GMT Modified Adams, Adam GMT &
———— - ST ween 20:58 GNT and 23:53 Now-2011 20:5
31-Oet2011 iual'ler[gﬂﬁ Q4] modified on 17-Mov-2011 between 20:58 GMT and 2 nhe.rgatouts Adams. Adam 1? Eo.' 2011 20:58 8
G Modified GM
quarter [2011-Q4] modified on 16-Nov-2011 between 21:18 GNT and 21:31 Whereabouts 16-Mov-2011 21:18
01-Oct-2011 GHT Modified Adams, Adam GMT &

This view shows a list of all notes entered for a given quarter, and all activities generated
by ADAMS:

e Notes: any organization user in ADAMS, with the proper access to a given athlete’s

calendar can view or enter or delete notes for a given quarter.
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Calendar View List View Submission History Notes & Activities VWADA Notes & Activities Last Updated 22-Nov-2011 17:42 GMT by Adams, Adam
2011-Q4 —_—
Reference date Activity Posted By hd Last Updated v
quarter [20411-04] modified on 22-Nov-2011 between 17:3% GMT and 1742 Whereabouts 22-Nov-2011 17:38
01-Oct-2011 GMT Modified Adams, Adam GNT a
S0 1 . Mo ween 20:58 GMT 23.53 W _Nov-2011 205
01-0ct3011 iua_rter[gﬂﬂ Q4] modified on 17-Nov-2011 between 20:58 GMT and 2 nha.rgatouts Adame. Adam 1? Eo.' 2011 20:58 8
GM Modified GM
quarter [2011-04] modified on 16-Nov-2011 between 21:18 GMT and 21:31 Whereabouts 16-Nov-2011 21:18
01-Oct-20m GMT Modified Adams, Adam GNT a

e Activities: ADAMS automatically generates records of significant activities for each
quarter of an athlete’s whereabouts; for example: whenever whereabouts are modified,

or whenever team whereabouts are entered by a team manager.

Notes and activity entries can be read by the athlete and any user with the access to the

whereabouts calendar — such as team managers.

Reference date Activity Posted By Last Updated v
. ; Torres Vilegas, 22-Nov-2011 18:00
_Nov-: |
22-Nov-2011 Whereabouts User Activity Diego GHT

Notes and activities can be signed, which means that they are locked and can no longer be
modified. This is indicated by a small padlock icon (®) in the last column of the list.

Date Time: Signed

Z2-Nov-2011 1

[
Ln
&

Activities generated by ADAMS are automatically locked and cannot be modified. To lock an

entry, you must update it and sign it — i.e. enter your ADAMS password in the Signed field.

Reference date Activity Posted By Last Updated v
22 Nov-2011 Whereabouts User Activity Torres Vilegas, 22-Hov-2011 1818 ae
Diego GMT

If a note contains an attachment, the last column will show a paperclip icon.

By default, the list of notes and activities is shown in descending chronological order - the
most recent entries appear first. To change the order of entries on the list, click any column
header; clicking the same header repeatedly alternates the sort order from ascending to

descending, and vice versa.

Posted By hd Last Updated v
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The list is paginated. If more entries exist, you can display other pages by clicking the icons
at the bottom of the page:

e To go to the first page, click

e To go to the previous page, click

e To go to the next page, click

e To go to the last page, click
7.4.1.6.1Viewing a Note or Activity Entry

To view a note or activity, click the entry on the list of the Notes & Activities view. This

will display the View Activity pop-up.

% VIEW ACTIVITY

DateiTime Type

22-Nov-2011 12:56 User Activity

Subject

Whereabouts

write the note here

The pop-up shows the reference date and time, the type of entry, subject and body of the
note. If the activity is not signed, and if you have write access to the Notes & Activities, you

can click the Edit button to update it. See Editing a Note Entry for more details.

A “Record Signed” caption appears at the bottom of the pop-up if the entry is signed (and

therefore locked).

Record SIGNED Close
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7.5 WHEREABOUTS ENTRIES

You can create, view, edit or delete whereabouts entries from any of the Whereabouts
Calendar views, or from the List View. The whereabouts quarter should always be re-
submitted after any modification is made to the whereabouts entries.

Whereabouts entries added to a team calendar by the team manager need to be validated
by each individual athlete. The athlete can accept the entry as it was created (default),
remove the team whereabouts entry from their calendar, or enter a 60-minute time slot on

a team whereabouts entry. The athlete must then re-submit their whereabouts quarter.

7.5.1 _CREATING WHEREABOUTS ENTRIES

From the Whereabouts Calendar or List View, click the New button drop down arrow in the

upper-right corner of the screen, | cconiisory  fotes & Activiics Last updatad 11-0852010 1869 GMT by Jos! Lopaz

4 Day ‘Wwesk Morth b

then select New Entry from the

drop-down menu.

Tip: Clicking the New button instead of

Owernight

the arrow will have the same result. - o ® " .
ity O Activity Activity
Travel B
You can also click any blank area = EE o — - &
14 15 16 17 18 &
on the Calendar, on a current or Activity Activity @  Activity Activity Activity

future date, in order to create a whereabouts entry for that particular day.

Note: you can only create whereabouts entries if you have a write access to the athlete’s (or team’s)

whereabouts calendar.
7.5.1.1 Whereabouts Entry on Multiple Dates

To create an entry for multiple contiguous dates, click and drag across the first and the
last date of the series, then release the mouse button. The New Entry pop-up will then be

displayed to create a recurring whereabouts entry for the selected date range.

Note: dragging is only available on the Monthly Calendar view.

Page 66 of 97

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�

‘ AMD]‘ AMM]‘ SJ User Guide — Athletes

Version 3.2

To create an entry for multiple non-contiguous dates, hold down the Control key on your
keyboard, while you click a blank area in each individual date. Releasing the Control key will
display the New Entry pop-up. To add more dates to your selection, hold down the Control
key again and click the additional dates; the pop-up will appear again once you release the
Control key. The list of selected dates will be displayed in the Start Date, and the Recurrence

will be set as Specific Dates.
Note: control-clicking for multiple selections is only available on the Monthly Calendar view.

You can also create a whereabouts entry on multiple dates by clicking a single date on the
calendar, then adding a recurrence to the entry. For more information, see the Recurrence

field in the New Entry Pop-Up Section.

7.5.1.2 New Entry Pop-Up

The New Entry pop-up will be displayed. This pop-up is MNew Entry
modal, which means that you must close it before you can
Zelect an Address... (W

return to the whereabouts page. To close it, click Save or
Select a Category... |
Cancel, or click the close icon in the upper-right corner of

the pop-up.

Select Recurrence. .. |

Enter the information for the whereabouts entry:

- Address: select an address from the drop-down O
list. This list contains all addresses in the athlete’s
(or team’s) address book, in alphabetical order of

label. To add an address to the address book, select

Cancel

New Address from the drop-down list.
See also the section on Travel Whereabouts Entries.

- Category: select one of the following categories to be assigned to this entry:

0 Competition: this category should be assigned to any competition held during the

quarter.

0 Overnight Accommodation: this category refers to the location where the athlete

would stay at the end of a given day: home, hotel, competition accommodation, etc.

0 Regular Activity: this includes any activity that recurs throughout the quarter:
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training activities, work, class, etc.

o0 Other: this category can be used for any other type of whereabouts, as needed; for

example: appointment, public appearance, etc.

- Start Date, End Date and Recurrence: the date will be automatically filled if the
entry is created by clicking a date on the calendar. If the entry is recurrent, select

the recurrence pattern: either daily, weekly, specific dates or entire quarter:
o Daily or weekly: this entry repeats from the first to the last date, inclusively;

o Entire quarter: this option allows you to quickly define a whereabouts entry
which recurs daily, from the first to the last day of the quarter. There is no

need to select the start and end date for this option.

o0 Specific Dates: this option lets you select specific days throughout the
calendar for which the entry occurs. To select these days, click the calendar
icon located on the right of the drop-down box, then select the days of the

quarter for which this entry is applicable.

Specific Dates w E
4 April, 2011 »

[
. 4 5 B 7 8 9 10
v B
Specific Dates 112 13 14 18 16 17
18 10) 20 21 22 23 24
5 26 27 28 20 30

- Start Time, End Time and All Day: whereabouts entries should normally occur

between 06:00 and 23:00. If the entry is valid for the entire day, you can click the

All Day checkbox to indicate it.

Notes:

o0 Competition and Overnight Accommodation: these whereabouts entries do not require

time parameters.

0 Minimum entry length: each entry must be at least one hour long.

o Conflicting Entries: time periods for entries cannot overlap. However it is possible to

create an All Day entry (for example, “Home All Day”), then add another entry which

defines an exception (“Gym from 10:00-12:00").

e 60-Minute Time Slot: you can add or remove a valid 60-minute time slot within the

time period, and between 06:00 and 23:00. This time slot is the period during which
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the athlete is available for testing.

e Additional Information: this field is carried from the address book. If you wish to
update it, please click the Address Book link on the navigation bar, and then edit the

corresponding address.

7.5.2 TRAVEL WHEREABOUTS ENTRIES

The International Testing Standard requires from an athlete included in a Registered Testing
Pool, among other requirements, the full address of the place where the athlete will be
residing overnight, and one 60-minute time slot where the athlete will be available for
testing - for every day in a given quarter. In reality however, athletes may have extensive

travel schedules that would preclude them from providing such information.

ADAMS 3.0 allows entering travel whereabouts entries for two specific circumstances:

1. If for any given day in the quarter an athlete travels all day, between 06:00 and 23:00,
and is unable to provide a daily 60-minute time slot as a result, then a “Daytime Travel”
entry can be created.

2. If for any given day in the quarter an athlete travels overnight and is unable to provide an

overnight accommodation as a result, then an “Overnight Travel” entry can be created.

Shorter travel plans are not required to be entered in ADAMS. Non-RTP athletes are not
required either to enter their travel plans in ADAMS. In any case however, the athlete

should follow the instructions from their custodian organization.

It is not possible to change a travel whereabouts entry to a regular whereabouts entry, or
vice versa. You should create a new whereabouts entry and delete the old one, should this

be required.

7.5.2.1 Creating Travel Whereabouts Entries

New Entry
To create a Travel Whereabouts Entry:
e Create a new regular entry: click the New button at Select an Addhess...
the top of the whereabouts page, or click any blank flew felress
area on the calendar. ﬁiﬁe
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e From the Address drop-down list on the New Entry pop-up, select Travel at the
bottom of the list.

e A pop-up will appear to warn that travel whereabouts can only be used if 60-minute

time slots or overnight accommodations cannot be WARNING
1 1 Aotravel category may only be used if wou are unable to
prOVIded ShOUId the travel ClrcumStanceS be as provideaBD-gmmute‘trime‘;lot beMee:B:DD A and

11:00 P.M. [fyou are able to provide a B0-minute time

described, you can C|IC|( Confi rm to Continue’ slot, then elick Cancel to go back and enter it. Othenuise,

click Continue to zawve thiz entry and continue.

otherwise click Go Back to return to the New ot .
Entry pop-up.
e The New Travel Entry pop-up is displayed. This pop-up is also modal, which means

that you must close it in order to return to the Whereabouts page.

Enter the information about your trip: New Travel Entry
o Category: select either overnight or daytime travel. Select a Category... ¥
Select Overnight Travel if this travel occurrence is Select... v

precluding you from entering an overnight
accommodation at the end of this day. Select Daytime
Travel if this travel occurrence is precluding you from
entering a 60-minute time slot for this day.

o0 Transportation Type: select either Air, Ground or

Other.
m Cancel

o0 Carrier and Routing Number: these fields are shown
only for certain transportation types (air, train, etc.)
For a simple itinerary, enter the carrier (e.g. the
airline) and the routing number (e.g. the flight number) for your trip. For a more
complex itinerary, consider adding an attachment (for example a pdf document
containing your itinerary) in addition to the travel entry.
o Departure: indicate your point of departure: for example specific airport terminal,
hotel for bus transportation, etc. This is the point where you get on board the major
carrying vehicle.
Departure Date and Time
Arrival: indicate your point of arrival. This is the point where you deboard the vehicle.

Arrival Date and Time

O O o o©o

Details: you may include the details of your trip, or a note (e.g. “See attachment

filename.pdf on date”).

iy,

e Click Save to create the travel entry, or Cancel (or the close icon, “x”, in the upper-right

corner), to cancel creation of the entry.
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e The Travel entry will be displayed on the calendar with a blue background color and a small,
right-justified, airplane icon. It will either appear as an All Day entry — in the case of a

Daytime Travel entry — or as an Overnight Travel entry — in lieu of the Overnight

Accommodation entry. Travel b

7.5.3 VIEWING WHEREABOUTS ENTRIES

You can click any whereabouts entry on the calendar or on the list to view it.

Clicking an entry brings up the View Entry pop-up. The pop-up  View Entry

displays all information for the selected entry.

12245 Address Way

City, State, Zip
You can select other options by clicking the following buttons at E"”“‘“‘t_t_
ompettion
the bottom of the View Entry pop-up: 05-Dio2010
heekly on Tuesday, Thursday
e Edit: you can click this option to modify the whereabouts 28-bie210
09:00
entry. .
10000
e Delete: you can click this option to remove the whereabouts
Brief description goes here if
entry from the calendar. walasle
e Duplicate: you can click this entry to a copy of the Daiets Duplionte

whereabouts entry on a different date on the calendar.
Note: these options are only available if you have write access to the whereabouts calendar. Past

whereabouts entries cannot be modified or deleted.

New Entry
7.5.4 EDITING WHEREABOUTS ENTRIES

Select an Address... (W

To edit a whereabouts entry, click the entry on the calendar Select a Category... (%

(or list). On the View Entry pop-up, click the Edit button.

Select Recurance... [

Note: these options are only available if you have a write
access to the whereabouts calendar. Past whereabouts entries 0O
cannot be edited.

You can modify any of the fields in the Edit Entry pop-up.

Please refer to the Creating Whereabouts Entries section

Cancel

for more details.
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7.5.5 _DELETING WHEREABOUTS ENTRIES
11:00

You can delete an entry from the whereabouts calendar, 100

provided that you have a write access to the athlete’s (or AL SR 200300
available.

team’s) calendar. You cannot delete past entries.

To delete a whereabouts entry, click the entry on the Luploste

calendar (or list). Then click the Delete button located at the bottom of the View Entry
pop-up.

On the List View, you can also delete an entry by X8 Recurrence ¥

clicking the Delete icon — displayed on the extreme - ety |:|

right of each entry eligible for deletion.

= Guwm e mkhe

Deleting a whereabouts entry will trigger a confirmation dialog.

Deleting an entry that is part of a recurrence will also

WARNING
display a confirmation dialog. In this case you will also be Yo i b 1 it o dlets s ory Tt e part of
a recurring series. Choose your option below.
prompted to confirm if you wish to delete only this specific e it iEa niior e today il never e dRlpked.
occurrence, or all occurrences in the series — excluding L o e
past entries. Cancel

7.6 SUBMITTING WHEREABOUTS

7.6.1 SUBMISSION DEADLINE

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

ﬁ My whereabouts

2011-Q4
The quarter 2011-Q4 is overdue, you should submit
it immediately.

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

of athlete users.
B Messages

I

No new notifications

World Anti-Dopin¢ al, QC H4Z 1B7 e Canada

No new messages
Tel. 1 Next quarter of whereabouts must . Mwada-ama.org

be submitted before 01-Jan-2012
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Athlete agent users will receive a similar message on their MyZone page.

For athlete agent users, a flag icon next to the athlete 2 matching records found

Name ADAMS ID#
ADAMS ID indicates which athletes have un-submitted &o&.Jane ROMAERZL2H
Dioe, John ITHEFRS?Q‘llq

whereabouts.

In addition to the messages described above, ADAMS sends a notification to the athletes
who are included in a National or International Testing Pool and their agents, to remind
them of the submission deadline. That notification appears in the Message Center of the
user. If the user’s profile contains an email address, then the notification is also sent as an

email message.

The deadline for entering whereabouts is defined by the administrator of each organization.
It can be a number of days before the beginning of the quarter, or a specific day of the
month prior to the quarter. Likewise, the number of days prior to the deadline, which marks
the moment when ADAMS displays the reminder messages and sends the notifications, is
defined by the administrator. Finally, the administrator can determine whether or not to

send the reminder email messages.

7.6.2 _ERROR CONDITIONS

ADAMS validates whereabouts requirements for athletes included in a National or
International Registered Testing Pool. (Ref. Intro)

e Should the overnight accommodation be missing

e 60-min

e Regular activities

e Competition

e Mailing address

e Cover travel?
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7.6.3 _AUTOMATIC WHEREABOUTS NOTIFICATIONS

ADAMS sends automatic notifications to different users, following three different types of
events:

¢ When whereabouts are submitted,
e When they are updated,
¢ When whereabouts SMS are received

Other notifications are also triggered following other whereabouts-related events.

7.6.3.1 Whereabouts Submission
Submitting whereabouts triggers a series of automatic notifications in ADAMS:

e An automatic notification is sent to the person who submitted the whereabouts
(athlete, agent or ADO user), to acknowledge submission.
Note: Regardless of who submitted the whereabouts, the athlete and agent are
always sent this notification.

e If the athlete belongs to a team, a notification is also sent to the Team Manager(s) of
that team.

e In addition, another notification is sent to every user of the athlete custodial
organization, as long as they have this notification type set up in their profile.

e The same notification is sent to other organizations with access to the athlete and
who have included the athlete in their Registered Testing pool.

e Users from third party service providers also receive this notification if their
organization is under an active Whereabouts contract with one of the above

organizations.

Only organization users who have access to a given athlete will receive notifications about
this athlete. The Administrator of their organization must have assigned the Whereabouts

Notification type to their user profile.

7.6.3.2 Whereabouts Updates

When the whereabouts of an athlete are modified after being submitted, ADAMS sends
automatic notifications to specific users:

e Organizations users of the IF and NADO with access to the athlete.
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e If a test is planned on the athlete, the organization’s users of the test will get the
whereabouts notification notified. These organizations and users include:

The Testing Authority,

The Sample Collection Authority - including the confirmed Lead DCO, and

The Test Coordinator.

O O O o

The above organizations can be a third party Service Provider.

e All organization users must have the notification type Whereabouts Update
notification set up in their user profile from the Admin.

e Users from third party service providers also receive this notification if their
organization is under an active contract — Whereabouts or Test Management — with

one of the above organizations.

Only organization users who have access to a given athlete, either by their access rights or
through the testing process, will receive notifications about this athlete. The Administrator of
their organization must have assigned the Whereabouts Update Notification type to their

user profile.

7.6.3.3 SMS Whereabouts

When an SMS update is being sent by an athlete, the users of the Custodian organization

are notified.

Only organization users who have access to a given athlete will receive notifications about
this athlete. @ The Administrator of their organization must have assigned the SMS

Whereabouts Notification type to their user profile.

7.6.3.4 Other Whereabouts-Related Notifications

If the access to the not submitted Whereabouts of the athlete is granted to, or revoked

from, users of the custodian organization will receive a notification.

7.7 ACCESS RIGHTS TO WHEREABOUTS

Different ADAMS users can access whereabouts on the athlete’s behalf, if they are granted

the rights to do so. This section summarizes the access rights.
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The list of organizations and agents who can access the athlete whereabouts, as well as
team managers who can add team whereabouts to their calendar, is listed in the Security

tab of the Athlete Profile.

7.7.1 _ATHLETE USERS AND ATHLETE AGENTS

Athlete users (and any athlete agent assigned to them) can enter, view, modify and submit

their whereabouts at all times.

7.7.2 CUSTODIAN ORGANIZATION USERS

Any users from the custodian organization can be granted rights to access whereabouts for

one (or more) athlete or team:

o If the athlete does not have a user account:
The custodial organization of the athlete can view and modify the whereabouts regardless of
the submission status.

o If the athlete has a user account:
The custodial organization of the athlete can view and modify only the submitted whereabouts
of the athlete. However, this rule can be changed with the athlete’s permission or with the

administrator’s configuration, as described below.

7.7.2.1 Athlete’s Permission

Athletes with a user account can give permission to their custodian to access their
whereabouts details, regardless of whether or not they are submitted. To do this, the
athlete needs to change the option in their User Preferences — accessible by clicking the
orange link with their name on the black taskbar. Then they can select the grant option
under Access configuration.

Access configuration for whereabouts that are not submitted

Since Adams 2,0, without delegation, no arganization can access whersabouts that are not submitted

Ddenr access to custodial organization

® grant access to custodial organization

Page 76 of 97

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 3.2

7.7.2.2 Access Configuration by Custodian Administrator

The administrator of the custodial organization can grant or revoke access to their users, for

whereabouts that are not submitted. This is done individually, one athlete at a time.

To do this, the administrator accesses the athlete account in the User Account Management

section. The option is presented at the bottom of the Edit User Account page:

Access configuration for whereabouts that are not submitted

(O Use athlete configuration: Can MOT access whereabouts that are not submitted
(' can NOT access whereabouts that are not submitted

(®) can access whereabouts that are not submitted
Reason to change the accessikility *

The administrator can select any of the access options that are shown: use the athlete
configuration, grant access, or revoke access. A reason for the configuration change must

also be entered.

7.7.3 _OTHER (THAN CUSTODIAN) ORGANIZATION USERS

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

the athlete. Major Game Organizations can have an access defined with a time period.

7.7.4 TEAM MANAGERS

Team managers can enter whereabouts for the teams to which they were granted access.
Other than this right, they may have read access to the whereabouts of their team’s athletes

— provided that the athletes are under the custodianship of their organization.

7.8 POPULATING THE CALENDAR & SUBMISSION

As long as you enter the required whereabouts information, including the 60-minute time

slot for each day of the quarter (see section 6.8 “entering whereabouts™), you can view all

the entries for the correspondent days displayed in the calendar.
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20 21 ® 2 @ 23 24 ®
Residoncs (0600 @G| compefion 1 15:00 @ |Residence [[07:00@)| [Residence | 0600 @S| [Residence 6150
Training 1 o

Entries can be deleted or updated at any time (except for past dates). Once all required
information and entries are complete, the whereabouts information can be submitted; to do
so, click the submission button. Do not forget to re-submit the whereabouts information

after every modification or update is made.

My Whereabouts

201104 Status:
Rezsubmission required
. My Whereabouts
The quarter has been modified
since the last submission. Please
rezubmit i 2011-Q4 Status: Submitted

............................

Resubmit . Submit |

7.8.1 TEAM WHEREABOUTS

7.8.1.1 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].

@ My whereabouts

2011-0Q4
The quarter 2011-Q4 has been modified since the
last submission. Please resubmit it!

Team entries are preceded by “T-“ in the calendar.
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To edit or reject the whereabouts entries entered by a team manager, click on the entry and

select “edit” or “reject”. If you choose “reject”, you will be asked to confirm.

T-Training 2

Park avenue 34,

Sidney, New South Wales

AUSTRALLA
Other

ZZ2-Nov-2011

None

0700

12:00

User Guide — Athletes

Version 3.2

*
Team Whereabouts Team WARNING

*ou are about to reject the selected team entry. Choose your
- option below.

m Reject Reject Cancel

7.8.1.2 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-Training 2
Park avenue 34,
Sidney, New South Wales
AUSTRALLA
Other
Z2-Nov-2011
Hone
0700
12:00
© @ orw

Whereabouts Team

The entry pop-up will be displayed, but only the one-hour timeslot checkbox and one-hour

start time fields are editable.

The rules remain the same as regular entries:
e The 1-hour timeslot must be within the start and end time of the entry

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.

7.8.1.3 Overnight accommodation Entries

Team overnight accommodation entries are now counted towards the “one overnight

accommodation per day” rule when submitting whereabouts.

7.9 _PRINTING A COPY OF THE WHEREABOQUTS

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

1. In the athlete’s Whereabouts tree, click the desired month.
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Adams, Adam

Mew. . -

~ Passport

~TUEs

~Address Book
E-Whereabouts

- 2012-02, Not Submitted
- 2012-01, Not Submitted

2011-Q4, Submitted
- Dec 2011
“Now 2011
- Qct 2011

2. On the Athlete Whereabouts screen, click “print” under calendar or list view.

Calendar View List View Submission History Notes & Activities WADA Notes & Activities Last Updated 22-Nov-2011 19:57 GWT by Adams, Adam

Print

November 2011 4 Day Week Month [ tew -

8 M T w T 3 3

3. From the Whereabouts Report Criteria window, enter the date range for the print

out you wish to generate, and select the desired type of data: details only, or
calendar and details.

£S5 REPORT CRITERIA

Starting Date Ending Date

21-Nov-2011 30-Nowv-2011

Athletes

Adams, Adam

9 Calendar and details ' Only details

Click the View button.
The Whereabouts Details window is displayed with the requested information.

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

your keyboard.
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Period covered by this report: cl
21-Nov-2011 J 30-Nov-2011 D cose
Generated on: 22-Nov-2011

Whereabouts Details Report

Adam Adams ADADMAS4515 Phone numbers

Green Hill 75
London, ENG: Londan, City of, UNITED KINGDOM, LO83-YUT

Email: adam.adams@gmail.com

Calendar
5 M w T 3
21-Nov-2011 22-Hov-2011 23-Nov-2011 24-Hov-2011 25-Nov-2011 & | 26-Nov-2011
Competition 1 Residence (07:00 - 09:00) | |Resujence (08:00 - 08:00) | Residence (06:15 - 08:00) | Residence (06:00 - 08:00) | Residence (06:00 - 08:00)
© (1500 © (07:00) © (0800 @ (08:15) © (0800 ® 830
Residence |2=y | | | Residence |z= || Training 1 (09:00 - 12:00) Residence |a=y || Training 1 (09:00 - 12:00) Residence 2=y
Residence ey Residence ]
27-Hov-2011 28-Nov-2011 29-Hov-2011 30-Nov-2011
Residence (06:00 - 02:00) | Residence (08:00 - 02:00) | Residence (06:00 - 02:00) | |Residence (08:00 - 08:00) |
©(06:00) ©(06:00) ©(06:00) ©(05:00)
Residence |e=y | | | Residence |e=y | | | Residence |e=my || Training 1 (09:00 - 12:00)
Residence o
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7.10_ATHLETE QUICK REFERENCE CARD

Whereabouts for RTP Athletes

Request your username and password from your #* Send an email to your ADO (your Custodian erganisation) from the
ADO. email address you recorded on your last whereabouts form

Loqg into ADAMS on the Internet.

Go to https://adams.wada-ama.org.

Enter your new username and password

Click [legin]

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

User name nsmith

Password esesssssses

AR U

login

Update your Profile and set your Preferences
e —vce | —ston » Click [My Profile] for updating your profile if required
- ¥ To set your Preferences click on your name displayed at the right
top in the header on the Home page
¥  Adjust your Password, select your Language and the first day of
your calendar week, and indicate whether you want to receive
netifications on your email address (as setin 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

estivn's Conamration:. Never send el

© At 3¢

To open your whereabouts session.
» Click [My whereabouts] on the home page
ﬁ My whereabouts » Your main whereabouts page will open up taking you to the
O Whereabouts Guide which walks you through the steps required
to submit your information.

Your Whereabouts Guide

Go To Calendar If at any time you wish to leave the guide and begin to enter your
T y T F 5 whereabouts information, you can click the green Go to Calendar

1 2 3 4 5 & 2 button in the upper right hand corner of the screen. You can also go to
8 8 0 11 12 12 14 a specific date by clicking the date on the mini three month calendar on
1B 16 AT 18 13 20 24 the left hand side of this page.
22 23 24 26 26 27 28
23 30 31
Whereabouts Guide and Mandatory Categories The steps outlined in the Guide will show you how to use ADAMS to
Whereabouts Guide submit your whereabouts and explain each of the requirements.
*  You need to provide a mailing address.
1 Introduction +  You need to provide the full address of where you will be
staying overnight at the end of a particular day.
2 Mailing Address . . -
gA * You need to provide details of your competition schedule.
3 Overnight Accomodation = + You need to provide the name and address of each location
where you will be training, working or conducting any other
4 Competition regular activity during the quarter.
& o « You are required to provide, for each day of the quarter, one
5 Regular Activities - c ; H po
specific 680-minute time slot between 06:00 and 23:00 where
- you will be available and accessible for testing at a specific
6 g0-Minute Time Slot @ location.
7 Submission As you complete this information, a green check mark will indicate you

have completed each section, or will identify what is missing.
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Entering location information

1. Click an existing entry on the calendar (or create a new one by
clicking a date in the calendar, or by using the New button n
| the top right hand corner).
In the Edit (or New) Entry pop-up, choose the relevant
address and category (competition, overnight address etc)
and select the start and end time for this location.
3. If this is an entry that applies to other days as well, you can
Date 18-Bpr-2012 select the relevant days right away to save time.
4, You can also attach a 60-minute time slot to a whereabouts
entry at the same time such as a Regular Activity,

New Entry

Address Search fordddess. n

Cateniry  Selec s Category. . [W

ra

Recurience None £
Overnight Accommodation or Competition to save you
Start Time [ ahoay from making additional entries.
5. Click Save
Erict Time: 6. Repeat this step for each of the requirements set out in the
guide.

B0-Min Tine St @ [
Each new location (address) that you enter will also be stored in your
Cancel Address Book so that these locations are available to you in the future
without re-entering them. They will be accessible by typing the first
few letters or from a drop down menu when you add an entry to the
calendar.

Populate your calendar

As you add more entries, your calendar will begin to populate with each
' category highlighted with an icon or colour to illustrate what sort of

entry it is.

21 &
Training 1 o

On the lower left corner of the screen, you will also see a mini-calendar
of the quarter. Each date in red indicates a day that is missing some
 required information.

. By placing your cursor over this date, the calendar will indicate what
12 information is missing for that particular day.

19

Submitting your Whereabouts.
Once the mini calendar ne lenger has any dates in red and the status

bars of the whereabouts guide indicate you have met all of the
2011-04 Statug: Submitted requirements, you may submit your whereabouts information.

Submit

Malling Address
Whereabouts Guide
Filter By: +

2011-Q4 - Submitted ¢ | -
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Using the Whereabouts SMS Service in ADAMS 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
Phone type Phone Number may not be entirely dependable; therefore we suggest performing a few

Mobile w |33‘] 294R57 use SMSs 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
AT D Einncimben properly entered; otherwise click [add phone number], select the
Mobile [ |41 23456783 [ use stis [Shis tevt staried] [Mabile] Phone type, and enter the number to be recorded for SMS

service (E.g. "15141234567", "44778155566"). Click [Save].

Enable 545 canfirmation » 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

use SMS sent by ADAMS. Uncheck the box te 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 phene 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 ATIFMAZGZ18 COUNTRY Male

Sport f Discipline
Sport | Discipline

wigw all

Date City Sport Result

Z1-Jan-2011 Sport|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-Jan-2011 Sport|Discipline Urine: Megative - ATF
13-Jan-2011 Sport|Discipline Urine: Megative

12-Jan-2011 Sport|Discipline Urine: A&F

11-lJap-2011 Sport|Discipline Urine: Megative

10-Jan-2011 SoortlDiscioline Lrine: LLF - 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 TUEs using ADAMS.

Please note that:
e 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.
e 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.

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

As an athlete you can create a 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.

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.

Adams,Adam

Mew. . o

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

details:

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 TUE.

Athlete TUE 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 National 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.

Sportl[!iscipline* Sporting Organization*

|Aquatics | Swimming |r" FINA - Fédération Internationale de Natatio

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

Select the relevant one for the TUE.

Registered Testing Pools &

1 o R

I am part of an International Federation Reagistered Testing Pool
I am part of a National Anti-Doping Crganization Testing Pool
I am participating in an International event for which a TUE granted pursuant to the International Federation's rules is required

None of the above

V.

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

MNext Competition and Date

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]
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STEP 2: INFORMATION ABOUT YOUR PHYSICIAN

Last Name First Name Medical Specialty

Address

Country Region City Postal code/Zip
.................... . TR | | ]
Telephone Work Telephone Home Telephone Mobile Telephone Fax

| | | | L 1

Email

VI. Medical information:

a) Pick a diagnosis in the Diagnosis drop-down list (the most common diagnhosis
are listed.) If your diagnosis is not in the list, pick “Other, please specify”,
select a Diagnosis Class, then enter the diagnosis in the Diagnosis
description field.

b) Enter the Medical exams/test performed and any additional information.

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

*

Diagnosis Diagnosis Class

| Other, please specify ~ | | ............... b

Diagnosis descriptian*

Medical Exam / Test Performed

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.

c) 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
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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.

Specific name of drug Prohibited Substance® Dosage*

[ I | # o | - Add Substance

Frequency of Administration Route of Administration* Expiry Date

[ ] asneeded =~  ............... - [da-MM-yyyy | EH

Medical Guidelines

Conditions and Comments

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.

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

|

Document Description

STEP 6: SUBMIT YOUR APPLICATION

You 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 application by selecting the TUE from your athlete tree on the left side of the screen.

save Submit Application

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.

Athlete TUE save | Submit Application

Originally created 22-Mow-2011 16:43 GMT , by Adams, Adam
Last updated 22-Nov-2011 16:49 GMT , by Adams, Adam

Generate Application Form |

Cancel Application

5. 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]
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6. 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].

Adams,Adam
Mew. .. -

Biological results
- TUEs(1)
L [5] no effective date - Submitted - salbutamol - T-688653

7. 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/ Numédra de AUT

Bl ADAMIS 200 N

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

Surnarme/Nom de famiiie Glven Mame) Prémmwn Gengder/Sexe

Athlate IF male

Date of Birth/Date de nassance  Spor/Sport Discipline/ Discipiing
Sport Digcipling

Compeatition Name Registered Testing Posl

Nom de la compétition [Groupe cible

Medical Information/ Renseignements médicaux

The Athlete has received approval for the use of the prohibited substancesis) listed below under the
condtiors stpulated in this document. / Lathidte 3 requ Mawtorisation d'utiiser i (Tes) substance(s)
Interdite(s) citée(s) o-dessous seion i3 (les) condition|s) stipuide(s) dens ce document.

Diagnosis/ Disgnestic: Allergies by Ingestion

Effective date/Date d'enirde en vigueur:  24-Jan-2011

es, Vo

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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BlADAMS

Veuillfar compléter toutes los sactions an

Application form/Formulaire de demande

Therapeutic Use Exemptions
Autorisation d'Usage a des fins Thérapeutiques

TUE/AUT

Plazse complata all ssctions In capital istters or typing

1. Athlete Information/Renseignement sur le sportif

Surnarme’ Athlete
MWy

Given
Mamies) Prémng
i

Address/
Adresse:

;:;:: D Male) Hovmime E

Dake of BirthyDals de nakasmos

(d/mfy):

IF

ayr
Ville:
(Tl

(withy
Sport:

Orpancatian sparove ey PYIF File (Ctrl+F) |

iE -

Internatioral Feceration
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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. Diagnosis Class: this field will be filled automatically when you select a Diagnosis. If you
select “Other, please specify” from the Diagnosis list, then you will have to select a value
from the Diagnosis Class list.
iii. Diagnosis description: if you selected the “Other, please specify” diagnosis, this field must
give an accurate description of the diagnosis.
iv. Medical Exam/Test Performed: list medical tests and exams performed for the diagnosis
v. Additional information: any additional information about the medical condition
f) Medical Information:
vi. Specific name of drug: medication name
vii. Frequency of administration: frequency of administration of the medication
viii. Dates of administration: dates of applying the drug
ix. 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.
X. Dosage: dosage of the prohibited substance
Xi. 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.
xii. Condition and Comments: any comments about the medication you would like to add.

xiii. Add medication: you can add as many medications as you need

9.3 DECLARATION OF Uste (DolU)

[Quoted from the STANDARD FOR TUE 2011]:
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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.

You can view all your already existing DoU’s from your athlete tree.

9.3.1 ACCESS TO A SAVED DECLARATION OF USE

Athlete users
e Athletes can view all Declaration of Uses created for them regardless of the status.
There are three status vales: Not Declared, Declared and Cancelled.
e They can only edit a Declaration of Use if the status is “Not Declared”.

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

Athlete doctor users
e Athlete doctors can view all Declaration of Uses for the athletes for which they have
been granted access in ADAMS, regardless of the status.
e 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:

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

e 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:

e They can only view the Declaration of Use if it is “Declared” or “Cancelled”

3. WADA
e WADA users with access to the athlete can view all Declaration of Use’s regardless of

status.
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e 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. For this ADAMS release, the

functionality supporting TUEs for Asthma are phased out.

9.4.1 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.

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.
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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

e From North America dial: (866) 922-3267 (1-866-92-ADAMS)
e From outside North America dial: +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).
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