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This document is a quick -reference guide that describes the functions that can 
be carried out by t he user, according to a particular level of authorization. It 
primarily deals with athlete registration  and competition entries .  
 
USERS 
 
National Federation (NF) : Access is restricted to the area of each Federation. 
The NF will  only be able to modify or to  create information relative to their 
own NF, but will be able to view the information  of another NF including  
athletes, ITO s and other persons. Please note confidential information (eg 
passport number and expiry) is only available to be viewed for your ow n NF.  
 

To access the system, please follow the steps below:  
 
ü 1.- Enter the URL: http://i cf .msl.es/icf/main.jsp   
ü 2.- Enter your username and password then click ok  

 

 

 

If you have forgotten your password, please click on the icon as shown above.  
The following window will appear on your screen.  

 

 
 

Once you have entered the correct user name and password you will be able to 
access the system,. Your username details will then appear on the top right 
corner of t he main screen.  
 

http://isis.msl.es/icf/main.jsp


 

 

 
 
 
 

 
 
 

ü Federation management  
o Structure Management 

-  Continental Association 

-  National Federation  
 

o People Management 

-  Athletes  

-  ITO 

-  Other Persons        
                                                                                    

ü Compet itions  
o Calendar 
o Online Entries 
o Pre Accreditations  

 
 
 
 
 
 
 
 



 

 

 
 

 
 
 

1.  Federation M anagement:  

 

1.1.  Structure Management  

 

1.1.1.  CONTINENTAL ASSOCIATION:  

 

After choosing Continental Association from the left menu, you will be able to view 
specific Continental Association in formation  by double clicking  on the Continental 
Association that you wish  to view, or by clicking on the  ôEditõ icon. You will be able to 
view the  information but not modify it.  

 

 
 

 



 

 

 

 

1.1.2.  NATIONAL FEDERATION:  

 

 
When you click on National Federations, you can search a specific NF by using the 
filters in the top section.  The result of the search will appear below in the ôFound 
National Federationõ area.  

 

  
 
 

You will be able to view the information of other NF s by double clicking  on the 
National Association you wish to view,  or on the ôEditõ icon. Note:  The "OK" button 
will not appear when you are viewing details of another NF  so you cannot update 
their information .  

 



 

 

  

 
An NF will be able to see and modify  their  data through the different fields and 
tabs: Address, Telephones, Emails, President and General Secretary. This 
information will appear in the NF list on the ICF website.  

 
 

 
 
The fields are:  

-  Country  

-  Short Name (this should be the countryõs three letter IOC code) 

-  Full Name 

-  Webpage 

-  Continental Association  

   



 

 

The address can be added or edited by clicking on the button .  

You can add information by double -clicking  on the relevant box, e.g. 
Address type, Address, 2nd Address, City, Zip code and Country. It is 
possible to insert the telephone, by clickin g on the  button , 

which will allow you to fill in the fields Phone Type, Country Prefix and 
Number by clicking on their relevant boxes.  

 
 

1.2.  People Management  

 

1.2.1.  ATHLETES:  
 
You can either search for a specific athlete by using the filters on the top area or 

create a new athlete by clicking on the  button. Also you can view the 
information of athletes who do not belong to your NF although you will not be able 
to modify the  information. (When the screen shows information of an athlete 
belonging to another NF, t he OK button will not be present, meaning you cannot 
modify their information ).  

 
 

 
 

 
The search can be filtered by:  

 

-  Family Name 

-  First Name 

-  ICF number 



 

 

-  Gender 

-  Discipline 

-  Continental Association (the relevant C F will be shown by default)  

-  National Federation  (the relevant NF will be shown by default)  

 
The following screen will appear either when clicking on an already 
existing athlete entry or when creating a new athlete (in which case the 
fields will appear empty and you will have to fill in the relevant 
inf ormation ). Note: the fields  with an asterisk and  underlined in red are 
mandatory.  

 
 

 
 
Additional  information can be completed by going through the following 
tabs: Address, Telephones , Image, More Information , Biography  and 
Interests .  You will be able to a dd new addresses or telephones by clicking 
on the  and  buttons .  

 
 



 

 

 

 
 
Once you have clicked on the new address button, the ôAddress typeõ 
field will be enabled, which will allow you to choose among four options 
(Work, Home, Generic and Other). The other  fields within the Address tab 
(Address, City, Zip code and Country) can be completed by double -
clicking on them. In order to delete an entry, right -click on the relevant 
entry and left -click on the ' X' Delete  message. 
 
Image.  The system allows you to uplo ad photos from your computer. The 
photo can be searched by clicking on the "Browse" icon.  

 
 

  
 

Once you have selected the  photo to upload, the system will allow you to 
select the desired area by dragging the box over the image. The  size can 
also be modifi ed by clicking and dragging the corners.  Finally, in order to 
save the chosen picture, click on the "Apply selection" button and click on 
the OK button to save changes. If you want to choose another photo or 
return to the previous screen without saving the  changes, click on the 
òReturnó button. Photos should adhere to regular passport specifications .  

 



 

 

 

 
It is possible to edit or delete the photo by right -clicking on the picture 
and selecting the relevant option.  

 
 

 
 

More Information : This tab is divided i n two windows. The window on the 
left side contains  athlete data. The disciplines section shows  the 
available disciplines that you can assign to the relevant athlete. The 
section on the right contains the disciplines, which have been assigned to 
the athlet e and can be removed by double clicking on them or using the 
buttons in the middle column:  
 



 

 

 

 
 

 This button allows you to place any selected discipline assigned to the 

athlete (right window) at the top of the list.  
 
  This button allows you to move up o n the list any selected discipline 

to the correct position, among those which have already been assigned to 
the athlete (right window).  
  
 
  This button allows you to add new disciplines on the right window, 

from the available ones (left window) assigning  them to the selected 
athlete.  
 
 
   This button allows, after selecting a discipline already assigned to 
the athlete (right window), to move it back to the left windows, returning 
it to the òavailableó status (left window) and removing it from the 
athlete  assignment. 
 
 

  This button allows you to move down on the list any selected 

discipline to the correct position, among those which have been already 
assigned to the athlete.  
 
 

  This button allows you to put at the bottom of the list, any selected 

discipline assigned to the athlete (window on  the right).  
 
 
Delete athlete : in order to delete an already existing athlete, please run 
the search by using the relevant filters. Then right -click on the desired 



 

 

entry and left -click on the ' X' on the 'Delete  message '. You can also 
directly click on the red X icon. A confirmation window will appear, 
asking you to confirm that you wish to " Delete person ". You will see the 
two options: 'Yes' and ôNoõ. Clicking on the ôYesõ will allow you to delete 
the selected record.  

 
 

 

 
 

 
If you try to delete an athlete who is inscribed in a competition  or has 
been in the past , an error message will appear, and you will not be 
allowed to carry out the operation: " This person has associated data ". 
This is to ensure all historical r ecords remain in the database.  
 

 

 
Important note:  If a person already exists in the database with the same 
document ID number as the person you are trying to add, you will see the 
notification: "warning - this ID document is already in the database". You 
will not be able to save the data of the person you are trying to add. 
Instead, search for the person to update their details instead of adding a 
new person. This person could also appear with a different function, eg 
I.T.O. If you cannot find this person please contact sdp@canoeicf.com and 
include the ID document number which is causing the issue.  

 
























