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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 arr anged in a 

sequence that follows a typical workflow.  

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

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

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

to browser settings and hardware configuration of your computer.  

 

Whatôs New in ADAMS 3.0  

This version of ADAMS 3.0  features the following enhancements:  

 Supported browsers  now include Inte rnet Explorer 8 + , and Firefox 3.6 + .  See 

Section 1. 1.1 . 

 The Whereabouts User Interface  has been redesigned with a new look and feel:  

o A more intuitive Whereabouts interface  is available for athlete and team 

whereabouts.  The new interface features monthly, weekly, daily and list 

views.  Recurring and multiple entries can be created.  Travel entries are also 

introduced for athletes who have extended travel plans.  See Section 7 .  

o A new Whereabouts Guide  provides the RTP athletes with step -by -step 

instructions on entering their whereabouts.  See Section 7.4.2.2 .  

o A new Address Book  is added to store all the addresses from the 

whereabouts cale ndar and athlete profile.  See Section 6 .  

 Other enhancements  related to whereabouts are also included:  

o The athlete profile now contains a single mailing address.   This mailing 

address must be confirmed by RTP athletes onc e every quarter.  

o Users can select the first day of the week  for the Whereabouts calendar, 

either Sunday or Monday, in their user preferences.   See Section 2.1.4 .5 .  

o It is no longer necessary to resubmit whereabou ts when an SMS attachment is 

added to the calendar.  

o The whereabouts rules validation is on ly performed when the RTP inclus ion 

dates  are effective.   See Section 3.2.2 .  
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o The Whereabouts Submission Report  now features the  Respect Rules  

filter criteria; the report columns have also been enhanced to make the report 

easier to understand.   See Section 7.9.1 .  

 Some team managements  enhancements are included:  

o A team composition history  is retained whenever athletes are added and 

removed from the team.   See  Section 11.1.3 .  

o It is possible to perform some operations to a group of teams: modify the 

access list or public status, and modif y the list of team managers.  See 

Section 11.1.7 .  

o Teams can be retired.  See Section 11.1.8 .  

o Team deletion is now performed through the corrector role.   See Section 

11.1.9 .  

 Some TUE  enhancements  are included :  

o Declarations of Use, TUEs for Asthma and Abbreviated TUEs are phased out.  

o On the TUE form, the RTP field is now mandatory; t he Sporting O rganization 

list is now limited;  a few fields have been  renamed.   See Sections 12.4.1  

and 12.10 .  

 

In this document, all new features are identified with an ADAMS 3.0  icon  in the right 

margin, as shown here . 

 

ADAMS 
3.0  
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1  USER SETUP AND GENERAL N OTES  

1.1  BEFORE YOU START  

Before logging on to ADAMS for the first time , there are a few things you need to verify .  

 

1.1.1  SUPPORTED BROWSERS  

ADAMS is currently supported on the following browsers:  

 Firefox Version 3.6 +  

 Microsoft Internet Explorer Version  8+  

 

To verify which version you are running, click Help /About  from the browserôs main menu 

bar.   

The Safari browser on Macintosh pla tforms is still not officially supported, although most of 

the issues encountered in the previous version users have been resolved for Safari Version 

5.  Should you encounter any technical issues while using ADAMS on a Macintosh computer, 

please report it to your ADAMS custodian organization and indicate the platform used.  

 

Should you experience any technical issue while using a different browser, please try again 

using one of the above browsers.  Free versions of the browsers are available at the 

following  addresses:  

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

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

 

1.1.2  CLEAR YOUR BROWSER CACHE ï 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 ne w version of ADAMS.  To obtain 

detailed instructions on how to proceed for your specific browser  version , you can refer to 

pages such as the following:  http://www.wikihow.com/Clear -Your -Brows er%27s -Cache . 

 

In a nutshell:  

ADAMS 
3.0  

http://www.mozilla.com/en-US/firefox/all.html
http://www.microsoft.com/windows/internet-explorer/worldwide-sites.aspx
http://www.wikihow.com/Clear-Your-Browser%27s-Cache


  User Guide ï Sport Organizations  

 Version 3.0  

Page 10  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

Å If you are u sing 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 Filesé button in the Temporary Internet Files  section  of th e General  tab.   

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

 

Å 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 checkboxe s 

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 ñToolsò menu, select ñPop-up Blocker Settingsò and add adams.wada-ama.org to 

your ñAllowed sitesò list. 

Å If you are using Internet Explorer, select ñPop-up Blocker Settingsò from the ñToolsò menu and 

add adams.wada -ama.org to your ñAllowed sitesò list. 

Å If you are using Firefox, select ñOptionsò from the ñToolsò menu.  In the ñContentò tab, click 

the first ñExceptionséò button and add adams.wada-ama.org to your ñAllowed Sitesò 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 t o 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 experie nce difficulties  logging into ADAMS, it may be because your bookmark (if any) 

for ADAMS is n ot correct.  For access to the P roduction system, ensure that your bookmark 

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

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

 

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


  User Guide ï Sport Organizations  

 Version 3.0  

Page 11  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

Å 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.  

Å 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 ï For security reasons,  ADAMS has been configured to time out  after a certain 

period of inactivity.  I f you do not sub mit 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 ï ADAMS does  not support the use of yo ur 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:  

 

One ADAMS Session Per User ï 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 a nd the  following message  will be displayed :  
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1.3  LOGGING I N  

1.3.1  THE ADAMS  URL  

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

 

IMPORTANT:  always include the ñsò in the https  part of the site address . 

 

The first time you acc ess 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  LOGIN PAGE  

You will be  greeted with the following Log in screen :  

 

Enter the  Username and Password you received from your ADAMS administrator 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 I N  

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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1.3.3.2  Temporary Lock  

If you enter  an incorrect usern ame 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:  

 

During that temporary lock period, entering the original  password will not  work.  H owever, 

you may contact your custodian organization or request a temporary password ï 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 ñpermanentlyò.  At this stage  you will have to contact your ADAMS 

Administrator 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 administrator  if you forgot your ADAMS username.  
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1.3.3.5  Forgotten Pa sswords  

You can click the ñForgot Passwordò link at the bottom of the ADAMS Login page, which will 

display the Forgot Password  page:  

 

 

If you forget your password, you have two  options:  

1.  Request a T emporary Password :  If your ADAMS profile contains your ema il 

address, you can request a temporary password through email.  Simply enter your 

username and email address ï the same as the one saved in your ADAMS profile ï in 

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

 

ADAMS will then send you a n 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 ï since the ADAMS email 

could have been intercepted ï then contact you r ADAMS Administrator.  

 

2.  Contact your ADAMS Administrator : Your ADAMS administrator can reset your 

status in ADAMS, and issue a new password if required.  If you r custodial 

organization is a NADO or a National Federation, you can find their coordinates in t he 

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 t he 

sport and discipline;  then click the search button:  
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1.3.3.6  Changing the Password  

ADAMS will p rompt you to change your password :  

 I f y ou login to ADAMS with a temporary password, or  

 On a regular basis, for security purposes.  

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

Preferences / Password Change section for more details  

 

1.4  LOGGING 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 m ake a habit of always  terminating your ADAMS session by clicking the Logout  

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

 

Should you not terminate a session properly ï for example if you close your browser 

application or turn off your computer without logging out ï then the ñdeactivated sessionò 

warning message might be dis played the next time you log in:  
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If you follow the proper logout procedure and still see the above warning message, please 

contact your ADAMS administrator.  

 

1.5  W HAT TO DO I F 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 I NFORMATION  

Please take the time to submit the details.  

1.  Right -click the red error text (not the ñrunning manò picture) 

2.  Select View source  

3.  Save t he .txt file  

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

  

 

Other Useful I nformation  

 What time the error occurred  

 What Internet browser you use  

 What operating system (Windows XP, Windows Vista, Li nux, etc) you run  

 The speed of your Internet connection  

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

 What part of the screen the message was located in  

 It is useful to mention the series of actions that occurred before the error was enco untered, 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 ñPreviousò or ñNextò 

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?  

mailto:adams@wada-ama.org
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 Screenshot of the screen in error can also be useful.  

 

1.5.2  CONTACT THE ADAMS  HELP DESK  

A Helpdesk is available to answer technical user queries  about ADAMS . The Helpdesk, 

loca ted in Québec, Canada, is available from Monday to Friday from 9am to 5pm Eastern 

Time . 

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

2.  From outside North America  dial :   +1 (514) 904 -8800  

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

adams@wada -ama.org . 

2  THE ADAMS  I NTERFACE  

Once a user is logged in, the ADAMS interface is configured differently for administrator 

users, for athlete users and for organization users.  

 

For most organization users, the ADAMS page contains three different areas: a banner, a left 

column and a main area:  

 

1.  The top area is called the banner area.   It shows the ADAMS logo and a black taskbar with 

the most common options  for all users . 

2.  The lef t column area  contains the Quick Search box in the top section.   The bottom 

section shows the document tree for a specific athlete or team, whenever one is selected from 

the quick search list.  

3.  The main area  shows the ADAMS page for a specific module or doc ument.  

mailto:adams@wada-ama.org
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Each area is described in more details in the sections below.  

 

2.1  BANNER AREA  

The banner area contains the ADAMS logo and a taskbar with a few functions.  

The ADAMS logo, in the upper left corner of the ADAMS page, can be clicked at any time to 

return to the ADAMS home page (also referred to as My Zone ) :  

  

The taskbar contains links to global functions of ADAMS: Help, Contact, Data Privacy, User 

Preferences and Logout.  

 

2.1.1  HELP  

Contextual help is available in ADAMS.  Whenever you need support about a spec ific module 

of ADAMS, you can click the HELP link.  This will open a smaller browser window containing 

the help topic for the active module: Whereabouts, TUEs, Athlete Profile, etc.  

 

2.1.2  CONTACT  

You can use the Contact link to search contact information about organizations using 

ADAMS.  Clicking the link will open the Contact window:  

 

You can search organizations using different criteria:  

 Short name/long name : Tries to match the text entered with either the short name or 

long name of an organization  
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 Role : Sear ches for organizations having at least one of the roles chosen: IF, NADO, NF, 

etc.  If lab is the only role criteria chosen, then the results will return only pure labs.  Click 

the +  button to add a role  to the list, and the ï button (after selecting a rol e) to remove it 

from the list.  

 Countries : Searches for organizations (usually a NADO or NF) configured with at least one 

of the countries chosen.   Click the +  button to add a country to the list, and the ï button 

(after selecting a country) to remove it fr om the list.  

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

the sports chosen.   Enter a few letters of the desired sport and click the magnifying glass 

icon, then select the sport from the list.  

 

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 

organizationôs contact information.  Clicking the link will pop -up a window showing the 

con tact information for this specific organization:  

  

Each contact is displayed in separate sections for each specific area of responsibility in 

ADAMS: primary ADAMS contact, TUEs, Mission Orders, Result Management and Login 

issues.  If a section does not co ntain any information, it will be omitted from the display.  
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The contact  information should be maintained by the administrator of each organization .  

Please contact your ADAMS administrator should it not be up - to -date.  

 

2.1.3  DATA PRIVACY  

The Data Privacy link d isplays a page that contains general terms and conditions of data 

processing, which apply to athletes and other individuals using ADAMS.  

 

2.1.4  USER PREFERENCES  

To view your ADAMS user preferences, click your name link on the taskbar  -  the  orange link 

on the lef t of the Logout  option :  

 

This will open the User Preferences  window, which allows you to :  

 manage your own password,  

 set your preferred language , 

 enable email notifications , 

 define the first day of the week for the whereabouts calendar, and  

 (for ADO users ) define the level of whereabouts submission notification.  
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You can also access the User Preferences  window  by clicking the link at the bottom of the 

My Zone  page.  

 

2.1.4.1  Challenge Questions  

To configure your challenge questions, click the My Challenge Qu estions  button in the 

User Preferences  window.  

 

 

Click the Create Question  button, select or enter your question (e.g. Motherôs maiden 

name, Name of first pet, Street you grew up on, City of birth, etcé) and then enter the 

answer by clicking the Create An swer  button.  

ADAMS 
3.0  
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2.1.4.2  Password Change  

You can change your own password from the User Preferences  window , by clicking the 

Change Password  button . 

 

It is highly recommended to change your password from the one that was first issued to 

you .  ADAMS  may require you doing this the fir st time you login, and then on a regular basis 

for security purposes . 

 

The Change Password window is displayed :  

 

 

Enter your current password  (or the temporary password you received) , enter the new 

password twice and then  click the confir m  button . 

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

 

Once the password is successfully changed, a message is displayed at the top of the User 

Preferences window:  
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If you change your password at login, the same message is displa yed at the top of the My 

Zone page:  

 

 

2.1.4.3  Preferred Language  

You may select one of the ten languages currently supported by ADAMS: English, French, 

Japanese, Spanish, German, Arabic, Russian, Dutch, Finnish (Suomi) , Chinese  and Italian.  

Select the desired la nguage from the drop -down list, then click the Save  button (the 

leftmost button at the top of the User Preferences  Window).  ADAMS will then redisplay 

the My Zone  page in the language you selected.  

 

2.1.4.4  Email Notifications  

ADAMS can send you an email alert ev ery time a notification is received in your ADAMS box.  

The emails will be sent to the address defined in your profile by your ADAMS Administrator.   

(Athlete users can update that email address themselves, in their My Profile  page.)  You 

should therefore e nsure that your email address is up - to -date when you activate this option.  

You should also verify that the emails sent by ADAMS are not intercepted by your spam 

blocker , if any.  
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To activate or deactivate the email option, open your User Preferences  and s elect one of the 

options available under Email notifications :  

 the default option defined by your organization administrator  

 always send an email  

 never send an email  

 

Select the desired option, then click the Save button.  

 

2.1.4.5  Whereabouts Calendar ï First Day  of the Week  

You can select the day of the week (either Sunday or Monday) that will appear as the first 

day  in the monthly or weekly whereabouts calendars.  This will also be reflected in the other 

calendar layouts, such as the mini -calendars and the date picker tools, etc.   

 

Changing your own user preference will not affect the way the calendars are displayed when 

the athletes (or other types of users) are viewing their whereabouts calendars.   

 

Please note ,  however, that the static images of submitted wh ereabouts ï which appears in 

the Submission History  tab ï will always be displayed with the first day preference of the 

user who submitted the quarter.  For example, if an athlete who has selected ñMondayò as a 

first day preference submits a quarter, the c orresponding Submission History files will 

always appear with Monday as the first day of the week.  However, if you have selected 

ñSundayò as your first day preference and resubmit the same quarter, then the 

corresponding Submission History files will alwa ys appear with Sunday as the first day of the 

week.  

 

2.1.4.6  Whereabouts Notifications Filtering  

ADAMS automatically generates notifications whenever whereabouts are submitted, modified 

or received through SMS.  If your ADAMS profile is defined to receive Whereabo uts , 

Whereabouts Update  and/or Whereabouts SMS  notifications, then you will receive these 

notifications for all athletes for which you have access  or custodianship in ADAMS.  

ADAMS 
3.0  
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You can  decrease  the number of whereabouts submission notifications you receive: you can 

request to receive notifications only for the athletes who are:  

1.  in any of your RTPs (National, International or Other) , or  

2.  only in your National or International RTP.  

 

To activate any of these filtering options, open your user preferences and selec t one of the 

following options :  

 

 select the first option to receive whereabouts notifications for all athletes (default option);  

 select the second option to receive whereabouts notifications only for athletes in any of your 

RTP: National, International or  Other  ï in other words, you will not receive notifications from 

athletes who are not included in any of your RTPs;  

 select the third option to receive whereabouts notifications only for your National or 

International RTP athletes.  

Once your modifications a re done, click the Save  button.  

 

2.1.4.7  ADAMS Version  

The current ADAMS version number is displayed at the bottom of the User Preferences 

window.  

 

2.1.5  LOGOUT  

The Logout  link button, at the extreme right of the taskbar, safely terminates your ADAMS 

session.  You shoul d always click it when you are done with ADAMS.  
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2.2  LEFT COLUMN AREA  

The left column area usually contains a 

quick search area in the top portion, and 

a tree -structured area in the lower 

portion:  

The Quick Search  area allows you to 

search a specific athl ete , non -athlete, 

team, TUE or test result.  Enter a search 

string , specify the type of search, and 

click find .  The search results are then 

listed under the search box.  Next , select 

the particular entry from the list of 

results; this will display the dat a related 

to the selected person or team in the 

Tree Structure  area.   You can expand 

the various nodes (for example the 

Whereabouts node for an athlete) by clicking the plus sign ( + ) located on the left of the 

node label.  Once you click a document label f rom the tree structure, it will display the 

corresponding document in the main area of the ADAMS page.  

 

2.3  MAIN AREA  

The main area of the ADAMS page shows the information as you navigate through the 

application: for example the athlete information (whereabout s calendar, TUEs, etc.), Mission 

Order information, and so on.  

 

To display athlete information in the main area, you must first find and select the specific 

athlete using the Quick Search in the left column area, then select one of the documents in 

the ath leteôs tree structure.  The selected document will appear in the main area. 

 

When you first login to ADAMS, the initial page displayed in the main area is the My Zone  

page .  It shows all the ADAMS modules and functions to which you have access.  Therefore 

your  My Zone  page may look slightly different from that of other ADAMS users.  It is 

configured differently for administrator users, for athletes and for various categories of 

organization users, including DCOs, athlete doctors, team managers, etc.  
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Depend ing on the role and access rights defined by your ADAMS Administrator, your  My 

Zone  page may contain links  to the following modules ï please note that this is a partial 

list:  

 The Message Center (Messages)  

 Reports  

 Group Management  

 Major Game Events  

 Mission Order Management  

 Chain of Custody  

 Import Athlete  

 

2.4  MESSAGE CENTER  

The Message Center is available to all ADAMS users.  You can access it by clicking the link 

shown in the My Zone page:  

 

You can search a specific message by using the message search box loca ted under the 

Messages link.  See the Searching a Message  Section for more information.  

 

ADAMS displays t he number of new notifications and messages underneath the message  

search box .  New notifications are indicated by a flashing red message.  

 

2.4.1  SEARCHING A  MESSAGE  

ADAMS may send you an email to indicate that you have received a new notification.  The 

email subject will contain a message ID ; for example ñADAMS Notification with ID: N-

2701701 ò. 

 

If you know the exact message ID that you are looking for, you c an look it up using the 

message search box, located underneath the Messages link on the My Zone page:  
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Enter the message ID (for example, ñN-2701701ò, or more simply ñ2701701ò) in the text 

box and click the magnifying glass icon, or hit enter on your keyb oard.  

 

The Messages window will then be displayed with the specific message.  The message ID will 

be displayed in the upper - right corner of the message area:  

 

 

2.4.2  MESSAGES AND NOTIFICATIONS  

Messages and notifications are treated differently in ADAMS . 

 

Messag es : Users can communicate in ADAMS in a secure fashion using the Message 

feature.  Messages can be sent only to specific users in your organization, or in other 

organizations with which you normally communicate ï about Mission Orders, Lab Results, 

TUEs, et c.  

 

Automatic Notifications : ADAMS automatically informs specific users of all internal events 

as they occur.   Automatic notifications are sent in the language of the recipient , as defined 

in their ADAMS user  preferences.  

Only users who have the notificati on type defined in their user profile, and access to a given 

athlete, can receive a notification about this athlete.  
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Manual Notifications : ADAMS users can send notifications to other users , from specific 

screens .  This is done using the notify button locat ed on the screen, for example in the 

Athlete Profile or TUE panel:  

 

 

 

 

 

Manual  notifications are similar to messages, and can include links to the page currently 

viewed ï in the above examples, the at hlete profile or a specific TUE:  

 

 

In the above examp le, t he recipient of this manual notification can click the blue link to 

access the athlete profile.  

 

Manual notifications restrict t he list of recipients and the included link to the viewing rights 

of each recipient.  Therefore, should a recipient not hav e sufficient rights to view the 

attached page, the link will not be included:  
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2.4.3  THE MESSAGES W INDOW  

The Messages window shows messages and notifications, in separate sets of folders:  

 

 

Messages and notifications are stored in folders labeled ñreceivedò, ñsentò and ñarchivedò.  

Clicking each folder displays the messages it contains.  

 

The list of messages and notifications is displayed in descending chronological order ï the 

latest ones are shown first.  However, you can click the Sender, Subject and Date/Time 

column headers to toggle the ascending and descending sort of all messages in the list:  

 

 

To close the Messages window, click the close  button in the upper - right corner, or simply 

close the browser window that contains it.  

 

2.4.3.1  Creating a Message  

To create a message to be sent to another ADAMS user, click the create message  button in 

the upper - right corner  of the Messages window:  
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The Messages  page is displayed.  Click the to  button to view the list of recipients:  

 

Next, select the recipient(s) of the message in the list, click the add  button to add it to the 

list of Selected items  on the right, then click save :  

 

Tips:  

 You can hold down the Control key on your keyboard as you click elements in the l ist, to select 

multiple entries.   

 You can type th e first letter of a name , to select  the next name starting with that letter  in the 

list.  For example in the list shown above, clicking a name in the list then typing ñmò would 

select the ñManager1ò entry. 

 

Back in the Messages page, type the subject and t he message text, then click send to send 

the message:  

 

A copy of the message will be retained in the sent  folder of your Message  box.  The status 

of the message (Read / Unread) appears next to each recipient name in the list:  
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2.4.3.2  Archiving a Message  or Not ification  

To archive a message included in one of the received or sent folder, click the checkbox in 

front of the message, scroll down to the bottom of the message list, and click the archive 

button.  You may select multiple messages for archiving, or clic k the checkbox on the left of 

the Sender column header to select all messages in the folder.  

 

The selected message is then moved to the corresponding ñarchivedò folder, either under 

messages or for notifications.  

 

2.4.3.3  Deleting a Message  

To delete a message inc luded in one of the received or sent folder, click the checkbox on the 

left of the message sender, scroll down to the bottom of the message list, and click the 

delete button.  You may select multiple messages for deleting, or click the checkbox on the 

left  of the Sender column header to select all messages in the folder, then click delete.  

 

The selected message is then permanently deleted from the folder.  

 

2.4.4  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.  
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The number of messages and notifications you retain in ADAMS can impact th e 

overall response time, therefore we invite you to clear your messages and 

notifications on a regular basis.  

 

2.4.5  NOTIFICATION EMAIL ALERTS  

ADAMS can automatically send you an email every time a message or notification is received 

in your Message Center.  You  can turn this feature on or off by changing your user 

preferences; please refer to the User Preferences  Section  for more details . 

 

The email alert is sent in the language which is defined in your user preferences.   

 

The email alert subject include s: the related module, the required action type, the 

sport/discipline of the record and the notification ID.  For example: ñADAMS Notification: 

Whereabouts ï SMS Received ï Aquatics -Swimming -  ID N -123456 78ò 

 

2.5  ACTIVITY TABS  

As you navigate through the different mo dules in ADAMS, you will notice that man y of them 

feature  óActivityô tabs ï for example: TUEs, Whereabouts, DCF, Sanctions, etc .  

 

Activit y tabs track the creation of and modifications  to each record in ADAMS.  Therefore  you 

can get an overview of the his tory of a specific record  by clicking  its  Activity tab .  The 

Activity tab only stores one entry per day ;  for a given record, it will reflect the last activity 

for each day for which  some  activity occurred .  
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3  MANAGING ATHLETE AND N ON - ATHLETE DATA  

3.1  SEARCHING ,  CREATING /E DITING ATHLETE DATA  

3.1.1  ATHLETE SEARCH  

 

The Quick Search box, located in the upper - left column area of the ADAMS screen, 

can be used to search athlete records .  You can search a specific  athlete using any of 

the following criteria:  

a.  full or partial  string of the athlete first name and / or last name;  

b.  full or partial preferred name;  

c.  full or partial ADAMS ID number;  

d.  full or partial Blood Passport ID number;  

e.  full or partial IF ID number;  

f.  full or partial NF ID number;  

g.  full or partial NADO ID number.  

 

1.  Enter the search criteria, make sure that ñAthleteò is selected in the search type 

drop -down field and click find  (or hit enter).  

2.  The list of athletes corresponding to the search criteria will be returned underneath 

the search results header (showing the num ber of matching records found ).  

3.  Only athletes to which you have access in ADAMS will be listed in the search results.  

The list will contain only non - ret ired athletes.  To list athlete records to which you do 

not have access , or to list retired athlete rec ords , you must use the athlete report or 

the advanced search (see below).  

4.  Clicking the list  button returns a predefined number of athletes that you have access 

to.  It returns the same list you would get by clicking find  without any search 

criteria.  
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3.1.2  REFIN ING SEARCH USING THE ATHLETE REPORT  

For performance considerations, ADAMS has a defined limit on the number of search 

results displayed.  Whenever an athlete search generates a list which  exceeds that 

limit, a message will appear suggesting to use the repo rt option to refine the search 

criteria.  Should this occur, click the run a report  button  to display the Athlete 

Report Selection screen:  

 

Running the Athlete Report  will allow you to enter more search filters , and ultimately  

to narrow down the search results.  

 

3.1.3  ATHLETE ADVANCED SEARCH  

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

the athlete  advanced search  button.  

 

2.  Fill in any relevant search criteria.  

Please note the t wo filtering criteria that have been added to h elp search for shared 

data:  

Shared by : will filter the results to display only the records that are accessible 

because the specified organizations have shared access with the target organization.  

Accessible using sharing : will filter the results to display  only the records that are 

accessible because of a share, because of an existing rule (ex: explicit access to an 
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athlete, your organization is the NADO of the athlete) or itôs either one of those 

cases.  
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3.  Click  

a.  Search  button: the system will search thr ough only the athletes that you 

have been granted access to.  

b.  Search all button: search within the entire system and return a minimal 

amount of information. This function is primarily used to see if an athlete 

already exists within the system, thereby helpi ng to eliminate the occurrence 

of athletes being entered into the system more than once.  

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

athlete records by clicking  their link within the search results.  

4.  Select y our desired athlete by clicking  their Athlete ID in the list displayed.  

 

The athlete advance search result page also allows you to:  

 create DCF for athletes you do not have access to (in red)  

 Create multiple accounts:  

o Select the desired athletes  

o Click cre ate user account: a result page is displayed with the list of usernames and 

passwords.  
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3.1.4  CREATING A NEW PERSON  

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

athlete and ADAMS displays possibl e duplicates, the sport and date of birth of the possible 

duplicates is displayed.  

1.  Click the New Person  button  in the  Quick Search  area.  

 

 

 

 

 

 

2.  The Demographic tab will appear with a blank record displayed. By default the 

system assumes you are adding a ne w athlete.  Fields  with a red asterisk (*)  are 

mandatory.  

a.  Last name  

b.  First name  

c.  Gender : Male, Female, Unknown  

 

 

 

 

IDs:  IF, NF and NADO: these IDs are each organization reference number. International 

federations of an athlete can now edit the IF ID# field  of the athlete even if they do not 

have edit rights on the rest of the page. In this case, only the IF ID# field will be editable. 

The user can type the ID and then press <Enter> to save it.  

 

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

field in the same way.  

 

The Accreditation # field is blank when creating a new athlete record.  This 

number can only be set by the ADAMS or Major Game administrator.  
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d.  Date of birth: format dd -mm -yyyy. This field is not mandatory but 

recommen ded   

 

e.  Preferred name  

f.  Former last name: maiden name  

g.  Nationality : the athlete nationality. An 

athlete can have multiple nationalities  

h.  Sport nationality : the country for which 

the athlete is playing. Even with multiple 

nationalities an athlete always plays for only 

one country. Based on this field the NADO 

of that country will get automatic access to 

the record. For example if an athlete with 

the French Nationality plays for a UK Team his sport nationality should be UK.  

 

i.  Disability: to list athlete disabili ty  

j.  Disability class: list of disability classes  

 

 

 

 

k.  Contact details: athlete contact details: phone number and email address. The 

email address must be completed to allow the athlete to use the ñforgot 

passwordò functionality. 
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l.  Address information  

Note: The address indicated here is the same that will be selected by default in the 

whereabouts ñMailing Addressò. 

 

m.  Sport/discipline : enter the first 3 letters of the sport and the system will 

show the list of available disciplines. Sport discipline is a manda tory field.  If a 

sport does not have disciplines, please select the same sport name as the 

discipline.  

 

n.  The relevant International Federations are automatically listed in the 

International Federation dropdown  

o.  Relevant National Federations are also automa tically listed , and based on the 

combination of Sport Nationality and sport|discipline . If they are not, please 

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

p.  Test pool  

i.  Select the relevant test poo l: International, National or Other.  

Note: National and International level athlete have to comply with the 

IST for the whereabouts submission (Quarterly submission, mandatory 

overnight accommodation  and one hour testing slot)  

mailto:adams@wada-ama.org
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ii.  Select the ranking: risk fact or from 1 to 5, 5 being the highest. This 

field is used when the system is doing random testing searches  (from 

the Mission Order page)  

iii.  Enter the test pool start and end date  

 

q.  Save  

 

3.1.5  MANAGING THE RTP  

Managing the Registered Testing Pools (RTP) for an athlet e can be done at the individual 

level, in the athlete profile, or through Group Management.  In this last case, p lease refer to 

the Registered Test Pools section, under Group Management, for more details.  

 

The RTP category is no t  mandatory. An athlete does  not have to belong to any RTP.  

 

Available RTPs depend on the organizations type:   

 National Anti -Doping Organizations (NADO) have the ñNationalò and ñOtherò testing pools. 

 International Federations (IF) have the ñInternationalò and ñOtherò testing pools. 

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

 

3.1.6  CUSTODIANSHIP  

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

Testing Pools.  

 

The IF will be granted custodianship of the athlete if they assign the  athlete to in their ñInternationalò 

pool. The athlete must however not be included in any other organizations ñNationalò or ñInternationalò 

testing pool.  

 

The NADO will be granted custodianship of the athlete if they assign the athlete to their own ñNationalò 

pool. The athlete must however not be included in of any other organizations ñNationalò or 

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

the user whether the transfer was succ essful or not.  

 

 

 

3.1.7  ATHLETE CREATION / ACCESS RULES  

Athletes created by a National Anti -Doping Organization (NADO) will automatically have 

their Nationality and Sport Nationality fields pre - filled with the Country of the NADO.  

 

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

jurisdiction of that IF.  

 

Finally, International Federations will get access to every athlete in the system that has their 

organization selected in the athletes sport identity. This holds true r egardless of which 

testing pool the athlete belongs to.  

 

3.2  ATHLETE PROFILE PAGE  

The athlete profile consists of 4 tabs:  Demographic, Sport / Discipline, Activities and 

Security.  

 

3.2.1  DEMOGRAPHIC  

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

would enable the SMS functionality . 

This page is partially editable by the athlete  or athlete agent . See screenshot.    
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The athlete, agent or custodian organization user can up load a picture of the athlete by 

clicking the Edit  button, then clicking the Upload photo  button.  The size of the picture 

uploaded in the profile can be at most 1 MB.  Should the picture exceed 1 MB, an error 

message is displayed.  

 

3.2.2  SPORT / DISCIPLINE  

The at hlete and agent only have a read access to this tab.  The sport/discipline tab list the 

sports practiced by the athlete, the test pool information  and the competition level 

information .  Clicking the Sport/Discipline link also displays the International Fe deration and 

possible National Federation.  
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You can add a sport/discipline to an athlete profile by clicking the new sport/discipline  

button, then entering the  sport information in the New Sport - Discipline  pop -up.  

 

Using the Corrector role (see the Reco rds Corrections  section), you can delete a 

sport/discipline from an athlete profile.  Click the Correct  button, select the sport/discipline 

to be deleted, enter a reason for deletion then click Save .  
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You can add or remove  an  athlete from one of the testin g pools in your organization: click 

the Edit  button, check or uncheck the corresponding checkbox  in the Test Pool  section , 

then click Save .  Optionally, you can add a start and/or end date to indicate the period 

during which the athlete will be included in  the testing pool . 

 

Athletes who are included in a National or International RTP in ADAMS will be required to 

provide specific information when they submit their whereabouts.  If you do enter a date 

range  for RTP inclusion , please note that ADAMS will val ida te  the whereabouts rule s 

for the quarters which overlap the start and end dates  you enter .  

 

You can also assign a competition level to an athlete: click the Edit  button, check or 

uncheck the corresponding checkbox in the Competition Level section, then  click Save .  

You can add an optional start and/or end date to indicate the period during which the 

competition level inclusion will be effective.  

 

If an athlete is included in other organizationsô testing pools, these organizations and testing 

pools would  be listed under ñOther Org's Test Pools to which the athlete belongs ò.  Likewise 

for the competition level: they would be listed under ñOther Org's Competition Levels to 

which the athlete belongs ò. 

 

3.2.3  ACTIVITIES  

ADAMS automatically keeps track of certain ev ents regarding an athlete record, like the date 

and time when the athlete signed the ADAMS agreement, when the record was retired or 

unretired, etc.  These events would appear as activity entries in the Activities tab.  

 

 

ADAMS 
3.0  
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The Activities tab also allows you  to attach any relevant files or documents to the athlete 

demographic section of the system , or to  create notes as needed .  See the section on 

Adding Attachments .  

 

3.2.4  SECURITY  

 

The Security tab displays a list of the organizations that have access rights to the athlete, 

and also indicates which organization has a ówhereabouts custodialô role for that athlete. If 

the custodial organization changes for some reason, the athlete will receive a system 

generated notification, assuming he or she has an ADAMS user ac count. As well, each time 

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

 

As well this tab displays any other non athlete personnel who have been entered into 

ADAMS as an agent or representative for the ath lete. This might be a coach, trainer, 

manager, relative, medical practitioner or a dedicated Athlete  doctor. Each time an athlete 

representative is added to an athlete, ADAMS will generate a notification to the athlete in 

question.  

 



  User Guide ï Sport Organizations  

 Version 3.0  

Page 47  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

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

organization.  

 

 

3.3  W ORKING WITH SMS  

Athletes can submit last -minute updates to their Whereabouts using SMS on their  mobile 

phone, smart phone, or PDA.   While athletes are still required to e nter Whereabouts into 

ADAMS on a quarterly basis, this new SMS feature facilitates updates, especially when 

Internet is not available.  

 

How it works:   

 An athlete enters a short message describing his or her change of plans and sends 

this via SMS directly t o ADAMS using a ñvirtualò mobile number.  



  User Guide ï Sport Organizations  

 Version 3.0  

Page 48  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

 Upon receipt, ADAMS files this message in the athleteôs Whereabouts calendar as 

determined by the athleteôs mobile telephone number. This message will be 

considered as a change to whereabouts and will be added as a n attachment to today 

in the athleteôs whereabouts calendar.  

 ADAMS also sends an acknowledgement of reception to the athlete via SMS.  

 A ñSMS Whereabouts Notificationò is automatically sent to the anti-doping 

organizationôs Whereabouts coordinator indicating that an SMS message has been 

received from the athlete. The notification contains a link to the received message.  

Note:  The notification must be added to relevant users by your organization 

administrator.  

 When the Whereabouts coordinator opens the notif ication, the athleteôs record will be 

automatically retrieved and the corresponding monthôs Whereabouts calendar will be 

displayed on the screen.  

 The Whereabouts coordinator will update the athleteôs calendar as instructed by the 

SMS text message.  

 

3.3.1  ENABLING SMS  FOR AN ATHLETE  

An athlete can activate and configure his account to accept SMS messages from one or more 

mobile phones.  

1.  Access the athlete profile and click the edit  button.  

2.  In the Contact Details & SMS Setup  section of the pr ofile, click add phone number, 

enter  the athlete ôs mobile phone number then click save  (at the top of the page) :  

 

Here are some e xamples of proper telephone numbers:  

 + 1 514  555  1212 (North America)  

 + 33  412  3456 (France)  

 + 44  778  155  5666 (United Kingdom)  

3.  The use SMS  check box  and test connection  button will appear  next to the 

telephone number ; click the checkbox and then the button:  
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Clicking  the ñTestò button will trigger a message to be sent from ADAMS to the 

athleteôs mobile phone. The message will instruct the athlete to send a three-digit 

number to an SMS number owned by ADAMS. The athlete has a limited amount of 

time (e.g. 24 hour)  to respond to this message before it expires and another test 

must be sent.  Once the athlete creates a new message to send the correct code, the 

configuration is considered valid, and the athlete may then send Whereabouts 

updates to ADAMS by SMS.  

 

ADAMS SMS Phone Number s :  

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

 ADAMS Training ( https://adams - training.wada - ama.org ) : +44 7 624 802848  

 

4.  Once the te st has successfully completed, the message ñTest OKò will be displayed 

next to the Use SMS  checkbox.  

5.  Every time an SMS message is received from the athlete, ADAMS will acknowledge 

reception by sending a message to the same mobile telephone number.  The 

mes sage will read: ñADAMS confirms that your SMS was received on dd -mmm -yyyy 

at XX:XX GMT. Your custodian organization will process its content ."   ADAMS will also 

display an updated status instead of the ñTest OKò, next to the Use SMS  checkbox 

on the Athlete Profile page: the status message will read ñSMS-update received on 

[date - time] ò and will overwrite any previous status message. 

 

3.3.2  D ISABLING SMS  

The athlete (or ADO) can disable inbound SMS on the account at any tim e by editing the 

athlete profile and un -checking the ñUse SMSò checkbox. If this is done, and the athlete 

wishes to re -enable SMS, then the validation procedure described herein must be followed 

again.  

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

are problems with SMS messages going through the mobile network.  

 

https://adams.wada-ama.org/
https://adams-training.wada-ama.org/
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3.4  ATHLETE USER ACCOUNT MANAGEMENT  

This fu nction allows an organization to create an athlete and an athleteôs user account (login 

credentials) in a single step. Previously, it was necessary for the organizationôs administrator 

to perform these functions.  

 

A button is provided on the athlete profil e page which will allow designated users to create 

the user account. The system will suggest default values which may be overridden prior to 

creating the account. Note that the username is not case sensitive, but the password is case 

sensitive. Both the us ername and password may contain accented and non -western 

characters.  

 

At the same time as the user account is created, a personalized welcome letter to the 

athlete will be generated and displayed in English and French.  This letter can be saved, 

printed, o r e -mailed to the athlete by clicking the appropriate button in the PDF viewer.  (It 

may also be re -printed from the athleteôs security tab in the event that the original copy is 

lost or misdirected.) .  
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Functionality is provided to allow a user to reset an athleteôs locked password, or change his 

or her credentials.  A ñpassword changeò letter will be displayed in this case.  

 

On the first login, the athlete will be required to accept the ADAMS agreement as well as 

change his or her password.  If the athl ete has changed his or her password since any letter 

was generated, the letter will display ñ********ò in the password field since athlete-

provided passwords encrypted with a one -way function.  

 

Lastly, ADAMS supports ñbulkò creation of athlete accounts.  This feature is useful to create 

accounts for athletes that have been imported into the system.  Upon completion, a report is 

provided which shows all athlete credent ials created during the session . 

 

3.4.1  CREATING AN ACCOUNT F OR A SINGLE ATHLETE  

1.  Search and selec t the athlete  

2.  Click create u ser account  

 

3.  The system automatically generates the username (firstname.lastname), password 

and sets the status to Active  

4.  You can change the password value ï and the username as well, if need be ï then 

click save :  

 

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

contact information :  
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3.4.2  RESETTING A PASSWORD  

1.  Search and select the athlete  

2.  Click Manage User Account  

 

3.  Enter a new password , make sure that the status is Active , then click save :  

 

4.  A n ew  PDF letter will be generated with the new password.  

 

3.5  ATHLETE CONSENT AGREEMENT  

The athlete consent agreement requires that the athlete ñsignò the agreement with his or 

her birth date and password.  The birth date is optional and is simply recorded in the 

athleteôs activity grid; it is not compared against the birth date stored in the system. 
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However, the athlete must enter the correct password to accept the agreement and login to 

ADAMS.  

4  N ON - ATHLETES  

In the past non -athletes were created by users of an or ganization to keep track of any ADRV 

or sanctions an individual who is not an athlete (i.e. a coach, a physician, etc.) might have. 

These individuals might also be users of the system. However, those user profiles (created 

by the administrator) had no conn ection to the ñfront-endò non-athlete identities.  

 

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

have two separate accounts for the same person.  

 

4.1  NON - ATHLETE SEARCH  

The Quick Search box, located in the upper - left column area of the ADAMS screen, can be 

used to search non -athlete users:    
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You can search a specific non -athlete using any of the following criteria:  

a.  full or partial string of the non -athlete first name and / or last name;  

b.  full or partial preferred n ame;  

c.  full or partial ADAMS ID number;  

d.  full or partial IF ID number;  

e.  full or partial NF ID number;  

f.  full or partial NADO ID number.  

 

1.  Enter the search criteria, make sure that ñNon-Athleteò is selected in the search type 

drop -down field and click find  (or hit  enter).  

2.  The list of non -athletes corresponding to the search criteria will be returned 

underneath the search results header (showing the number of matching records 

found ).  

3.  Only non -athletes to which you have access in ADAMS will be  listed in the search 

re sults.  

Clicking the list  button returns a predefined number of non -athletes that you have 

access to.  It returns the same list you would get by clicking find  without any search 

criteria.  

 

4.2  REFINING SEARCH USING THE NON - ATHLETE REPORT  

For performance consid erations, ADAMS has a defined limit on the number of search results 

displayed.  Whenever a non -athlete search generates a list which exceeds that limit, a 

message will appear suggesting to use the report option to refine the search criteria.  Should 

this o ccur, click the run a report  button  to display the Non -Athlete Report Selection screen:  
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Running the Non -Athlete Report will allow you to enter more search filters, and ultimately  

to narrow down the search results.  

 

4.3  CREATING AND EDITING NON ATHLETE DAT A  

Non -athletes can now be created by administrators as well as by front -end users. Once a 

non -athlete is created it will be accessible by both the front -end users and by the 

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

 

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

Federation fields have been removed.  

 

 

 

To add a non athlete person to ADAMS you need to create a new record for them.  

1.  Go to the Search  area.  

 

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

displayed.  
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3.  Ensure that the Non Athlete radio button  is ticked. It is set to Athlete by default. If 

you select the Non Athlete option then you need to select a Non Athlete ótypeô from 

the offere d pick list.  

  

4.  Enter a Nationality for the non -athlete person and then fill in the rest of the 

demographic information you wish to have stored in the system, (address details, 

phone numbers, email details etc.).  

5.  Click the Save  button after you have finish ed entering your data. More tabs will be  

displayed.  

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

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

 

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

has fewer options available.  

 

You can create an ADRV or a Sanction for a non -athlete. For details on creating ADRVs and 

Sanctions for non -athletes, view those sections within this guide.  
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 If ñDCOò is selected in user types, then the non -athlete can be selected as a Lead DCO in 

Mission orders.  

 If ñMO Participantò is selected, then the MO Participant Type and Excluded sports field are 

displayed.  

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

Participant tab of mission orders.  

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

in any testing.  

5  PASSWORD RESET  

This feature will permit to a user/athlete who forgot his password, to request a new 

temporary password that will be sent by email.  

5.1  PREREQUISITES  

1.  The athlete must have a n email address on his profile:  

 

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

a.  Login as the organization admin  

b.  Select User  account Management  
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c.  Search for the user you want to give access to  

 

d.  Enter the userôs email address in the contact details  

 

e.  Save  

3.  Each organization must complete the Login contact information  

a.  Login as the organization admin  

b.  Select your organization short  name  
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c.  Go to the Contact tab  

 

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

 

e.  Save  

 

5.2  REQUESTING A PASSWORD  RESET  

1.  Click the Forgot password  link  
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2.  Enter your username and email address (must be same email address as in your 

profile) and submit . An email will be sent to you with a temporary password. You 

will have to change it at your first login.  

 

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

or NF.  

 

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

message will be displayed at the change password screen.  
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6  ADDRESS BOOK  

The address book store s all addresses for a given athlete or team.  

 

 

6.1  ADDRESSES M IGRATION FROM ADAMS  2.3  

Addresses replace the locati on 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 training location, etc.  

Addresses remain in the address b ook 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 qua rters, accessible from the athlete  tree.  

All addresses used in the athlete whereabouts calendars prior to ADAMS 3.0, and addresses 

located in the athlete profile, have been migrated to the address book of each athlete.  

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

of each team.  

 

6.2  ADDRESS BOOK PAGE  

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

address book page:  

 

ADAMS 
3.0  
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You can  click the heading of the column by which you want 

to sort.  You can click it  again to toggle the sorting order .  

The order (ascending or descending) , is indicated by the 

arrow  next to the column name .  

If you have access to an  athleteôs (or a teamôs) whereabouts calendar, you also have access 

to their add ress book:  

 If you have read - only  access, clicking any address on the list will allow you to view 

its details; the New button and the delete icon will be disabled.  

 If you have read and write  access, clicking any address on the list will allow you 

to view an d modify its details; you will also be able to create and delete entries.  

    Addresses are retained in the address book .  

 

6.3  V IEWING AN ADDRESS  

If you have read -only access to the athleteôs (or 

teamôs) address book , you can click any entry on 

the list to br ing up the View Address pop -up.   The 

pop -up displays all fields for the selected address.   
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6.4  CREATING AN ADDRESS  

If you have read and write access to the athleteôs (or teamôs) address 

book , you can click the New button, in the upper - right corner of the 

Add ress Book page, to create a new address entry.  The New Address 

pop -up will be displayed:  

 

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

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

unique.  For  exam ple: ñHomeò, ñGymò, ñStadiumò, etc. 

 Address Line 1 and 2 (line 1 is mandatory)  

 City (mandatory)  

 Region : this can be for example a  province, a state, department  

 Country (mandatory)  

 Postal / Zip  

 Phone Number 1 and 2  

 Additional information: this field could c ontain, for example, instructions on how to find the 

address, etc.  

 

6.5  EDITING  AN ADDRESS  

If you have read and write access to an  athleteôs (or teamôs) whereabouts calendar, you can 
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also edit  their address book.  In this case, you can click any entry on the l ist to bring up the 

Edit Address pop -up.  

 

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 indica ted with an asterisk  next to their label. T he Label field must 

be unique; if it already exists  in the address book , a n 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.  

For example :  If you change an address labeled ñHomeò from ñ123 First Streetò to ñ456 

Second Streetò and save: 

 If the ñ123 First Streetò address was used in past whereabouts, it will be retained 

in the address book; its label will automatically be changed to ñHome-1ò (or 

ñHome-2ò, etc.);  

 The ñ456 Second Streetò address will be saved in the address book with the label 

ñHomeò. 

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:  
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Clicking Confirm will automatically change the address on al l upcoming whereabouts entries 

in the calendar.  

 

6.6  DELETING AN ADDRESS  

If you have read and write access to an athleteôs (or teamôs) whereabouts calendar, you can 

delete an address  from the address book . 

To delete an address, click the delete (x) icon, in t he rightmost column of the address list.   A 

pop -up window  will ask you to confirm the deletion.  

 

 

 

 

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 delet e all upcoming whereabouts entries 

using this address, or click Cancel to abort the 

deletion of the address.  Past whereabouts entries 

cannot be deleted .  
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7  ATHLETE W HEREABOUTS  

 

7.1  I NTRODUCTION  ï W HEREABOUTS REQUIREMENTS  

The Whereabouts function in ADAMS all ows the athlete to enter and submit their 

whereabouts calendar for a given quarter.  

If the athlete is part of a Registered Testing Pool ï 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 :  

 

 A 60 -minute time slot must be en tered 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 . 

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

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

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

class etc.  

 

7.2  ENTERING W HEREABOUTS ï GETTING STARTED  

To enter whereabouts in ADAMS for an athlete :  

1.  Search the athlete: enter the athlete name in Quick Search, click 

find  then click the name in the list of results.   

2.  Expand the Whereabouts link in the athlete tree on the left, then 

click the desired quarter.  This will open a new window showing the 

Wher eabouts information.  

If the athlete is * not *  included in a Registered Testing Pool, 

continue with S tep 8 below .  Non - RTP athletes are not 

required to enter whereabouts as per the IST.  However 

they should follow your organizationôs requirements, if any. 

3.  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 ñQuarter Area ò) to display it, whenever it is required . 

ADAMS 
3.0  

http://www.wada-ama.org/Documents/World_Anti-Doping_Program/WADP-IS-Testing/WADA_Int.Standard_Testing_2009_EN.pdf
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4.  To select and confirm a m ailing address for the 

quarter, 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 ñI 

confirméò checkbox, then Save .  

5.  If the athlete has no competitions for th e quarter, 

select the Competition ï Step 4 of the Guide ï and 

click the link in the section header (ñClick here if you 

have no Competition this quarter. ò).  In the Missing 

Whereabouts dialog, click the I do not have any 

competition  checkbox, then Save .  

6.  If the athlete has no regular activities (such as training)  for the quarter, select the 

Regular Activities ï Step 5 of the Guide ï then click the link and follow the same 

instructions as in the previous step.  

7.  Click the Go to Calendar button in the upper - righ t corner of the 

Guide.  

8.  To create a whereabouts entry, click the first, non -past date 

in the calendar.  In the New Entry  pop -up, select an 

address and a category; enter the recurrence information 

and a 60 -minute time slot if applicable, then click Save .   

9.  Repeat step 8 until all days in the quarter have an overnight 

accommodation entry ï shown at the bottom of each day 

with an orange background.  

10.  Repeat step 8 to enter all competition whereabouts of the 

athlete for the quarter, if any.  

11.  Repeat step 8 to enter all regular activities whereabouts  of the athlete for the 

quarter, if any.  

12.  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).  To add 

a 60 -min ute time slot to an entry, click the entry; in the pop -up, click the checkbox 

and enter the start time, then save.  
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13.  Review the mini -calendar on the left: all dates with invalid data will be highlighted in 

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

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

14.  Once all data is entered and all errors are fixed, click the Submit button . 

 

For more information:  

 The Whereabout s Page  

 Whereabouts Entries  

 

7.3  W HEREABOUTS -  W HATôS 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  W HEREABOUTS CATEGORIES  

Some whereabouts cate gories  are  renamed  while others are slightly changed :  

 The Daily Overnight Residence category now becomes Overnight Accommodatio n .  

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

( ) .  

The o vernight accommodation is def ined as the place where the athlete will stay at 

the end of a given day.  Therefore, overnight entries always appear as the last entry 

on any given day  on the calendar .  

 The Training category now becomes Regular Activities ;  entries are still shown on 

the c alendar 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  and  school.  

 Competition : th is category does not change.   By default, the competition entries are 

defined as all -day entries.  

 The Other  category is now shown with a grey background . 

 Travel  is introduced as a special category .  If an athlete has all - day  travel plans that 

keep them from entering a 60 -minut e 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 keep  them from entering a n overnight 

http://www.wada-ama.org/Documents/World_Anti-Doping_Program/WADP-IS-Testing/WADA_Int.Standard_Testing_2009_EN.pdf
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accommodation  entry , they must inform thei r custodian organization by  provid ing  

their travel details in this special entry.  

   

Athletes are not required to enter their travel plans in ADAMS if they comply with the 

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

 

7.3.2  60 - M INUTE TI ME SLOT  

60 -minutes time slot s are now shown on the whereabouts calendar with a clock icon ( ), 

on the entry to which they are attached.   The start time of the 60 -minute time slot is shown 

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 Overnight 

Accommodation or Travel entries , only for the categories Other, Regular activities and 

Competition . 

 

7.3.3  RECURRING ENTRIES  

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

calendar with a recurrence icon .  ( )  

Recurrence can be defined as one of the following values:  

 Daily : a start and end date must be selected;  

 Weekly : a start and end date, and at least one weekday, must be selected;  

 

 Entire quarter : same  as daily, but automatically starts on the first, no n-past date in 

the quarter, and ends on the last date in the quarter ; start and end dates are 

disabled.  

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

start and end da tes are disabled.  
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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 

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 

refer to the Attachmen ts section for more details.  

 

7.3.6  ñMODIFIED ò AND ñMODIFIED TODAYò I CONS  

Once whereabouts are submitted, any change to a calendar day is tracked with the 

ñModifiedò and ñModified Todayò icons.  The icons appear in the upper - right corner of the 

day they belong to.  They are shown as:  

 An orange exclamation mark in a circle for days that were 

Modified  after submission ;  

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

Today  ï i.e. modified on the same day.  
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7.4  THE W HEREABOUTS I NTERF ACE  

7.4.1   ACCESSING THE W HEREABOUTS PAGE  

To access the whereabouts page of an athlete:   

 Perform a search of the athlete  

 Click the athlete name from the list of results.  The athlete 

tree will appear in the section underneath.  

 Expand the Whereabouts node and se lect the quarter you 

wish to access.  

 The whereabouts calendar will appear in a new window . 

 

 

 

 

To access the Whereabouts page, you  can also click the Whereabouts link, on the navigation 

bar at the top of the screen:  

 

 

 

7.4.2  THE W HEREABOUT S PAGE  

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

column, and the Ma in Area  of the page.  

 

        Main Area  
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The M ain Area of the calendar displays the whereabouts information in one of the following 

views:  

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

 the List View ;  

 the Submission History , and  

 the Notes and Activities View  

 

 

7.4.2.1  The Quarter 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 athleteôs mailing address. 

It features the following components:  

 Submissio n Area  

 Mailing address link  

 Whereabouts Guide  link  

 Filter Area  

 Mini -Calendar Area  



  User Guide ï Sport Organizations  

 Version 3.0  

Page 74  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

 

 

7.4.2.1.1  The Submission Area  

The Submission Area , located  at the top of the Quarter 

Area, indicates the status of the quarter currently selected .  

The status is shown as Not Submit ted , Submitted , or 

Resubmission  Required , with a short message when 

applicable:  

 

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

are submitted for the first time.  

 Submitted :  indicates that whereabouts were submitted  and that n o 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 : i f the quarter is not submitted and no error is fo und, the Submit  button 

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

whereabouts entries are modified: the Su bmit  button  is enabled.  

 

7.4.2.1.2  The Mailing Address Link  

Clicking this link displays the Mailing Address dialog, which 

let s you select and confirm a mailing address for the quarter .  

By default, t he 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.  

 

7.4.2.1.3  The Whereabout s Guide  Link  

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 . 

 



  User Guide ï Sport Organizations  

 Version 3.0  

Page 75  of 240  

 

World Anti -Dopin g Agency  800, Square Victoria, Suite 1700  Montréal, QC H4Z 1B7  Canada  

Tel. +1 514 904 8800  Fax +1 514 904 8650  email: adams@wada -ama.org   

7.4.2.1.4  The Filter Area   

A collapsible Filter Area allows you to filter the entries displayed on t he 

calendar.  Simply click the Filter By  header to expand  or collapse  the 

filter  area .   

By default, all entries are displayed in the whereabouts calendar.   You 

can pick which types of entries will be displayed:  

A Search box at the top of this section allo ws you to enter a search 

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

views.  
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7.4.2.1.5  The Mini - Calendar Area  

A collapsible Mini -Calendar Area allows you to see all 

three months of the quarter at a glance  and navigate to 

specific dates .   

 (1) You can  select any available whereabouts 

quarters  from the quarter selection drop -down 

box at the top . 

 (2) The mini -calendar  collapses automatically 

when the filtering area is expanded, and vice 

versa.   To collapse or expand it, click the ñ-ò or 

ñ+ò icon  in the upper - right corner .  

 (3) For RTP athletes, a ny 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 natu re of the error, simply place your cursor over the day in 

error.   

 (4) A yellow shade indicates the period displayed in the main calendar area ï either a 

specific day, week or month.  

 You can click any day in the mini -calendar to display the corresponding m onth, week 

or day in the main calendar.  

 Repeatedly c licking 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.  

 

7.4.2.2  The Whereabouts Guide  

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) . 

 

ADAMS 
3.0  
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By default, t he Whereabouts Guide i s displayed every time  you access the whereabouts 

calendar of an RTP athlete.  To disable the automatic display of the Guide, un select  the 

ñShow this Guideéò checkbox  shown in the Whereabouts Guide title bar .  

 

 

The Whereabouts guide is displayed in the ma in 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:  

 

 

1. Introduction : this section introduces the Guide.  

2. 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.  

3. Overnight Accommodation : this section indicates how to ent er an overnight 

accommodation entry for each day in the quarter.  

4. Competition : this section indicates how to enter competition entries for the quarter.  

5. Regular Activities : this section indicates how to enter regular activities for the quarter.  

6. 60 - Minute Tim e Slot : this section indicates how to assign a 60 -minute time slot for each 

day in the quarter.  

7. Submission : this section provides instructions for submission o f your whereabouts . 

 

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

error message.  Otherwise, a green checkmark indicat ing  that the requirement ha s been 

met.  
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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 ï shown in red.  

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

and all errors are fixed.  

 

7.4.2.3  The Calendar View  

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

the Calendar View, and with the proper access rights, you can:  

 View, create, edit and delete whereabouts entries for an athlete;  

 View, create, edit and delete whereabouts entries for a team or subset of a team.  

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

 

By default, the monthly calendar is displayed for the 

month in progress.  You can display the weekly or daily 

view of the calendar by selecting the corresponding 

button at the top of the calendar.   

You can also navig ate to a different month , week or day 

within the same quarter by clicking the left and right 

arrows on either side of the calendar selection bar.   
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7.4.2.3.1  Calendar  Presentation  

Whereabouts calendars are displayed  as a monthly , weekly  or dai ly  view:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All calendar views  feature the same characteristics:  

 You can click the New  button in the upper - right corner of the calendar page to create a new 

whereabouts entry ï or click the arrow , then New Attachment  to create a new attachment .  

You can also click any blank area in the calendar to create a new entry.  

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

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

upper - right cor ner.  

 The upper - right corner  of the calendar page 

shows the user name who last updated  the 

calendar, with the corresponding date and time.  

 

 Whereabouts entries are shown with the background color  corresponding to 

their category : orange for Overnight Accomm odation, green for Competition, 

yellow for Regular Activity, blue for Travel  and  grey for Other.  

 The Overnight Accommodation  and Travel entries  are also show n with standard 

right - justified icon s .  

 




































































































































































































































































































































