
 

 

Returning Athlete Medical Screening Checklist: 
 

 
 Log in to ATS Athlete Portal 

 Review and update demographic information on the “General” tab  

 Update “Medical History” tab with any new procedures, conditions, or medications as needed 

 Check expiration date and edit primary insurance policy as needed  

 Review and update emergency contact information  

 Complete all four ATS forms  

 Assumption of Risk  

 Returning Athlete Health Update  

 Statement of Insurance  

 Student-Athlete Authorization/Consent for Disclosure of Protected Health Information 

 Upload current NCAA Banned Substance form to “eFiles” tab IF APPLICABLE 

 Upload Return to Sport clearance note to “eFiles” tab IF APPLICABLE  

 Provide athletic training staff with ALL clinical documentation for new or ongoing injuries from the 

previous school year IF APPLICABLE  

 This includes but is no limited to clinical notes, imaging results, pre-/post-operative reports, 

physical therapy initial evaluations and/or discharge notes 

 FOOTBALL ATHLETES ONLY: Complete ImPACT baseline for current year  

 
 

 
***Please refer to the following pages of this document for in depth instructions on how to 
complete each task. These instructions have been carefully curated to guide you through this 
process step-by-step and decrease as much confusion as possible  



 

Returning Athlete Medical Screening Instructions 
 

Welcome back, student-athletes! To participate in varsity sports at Willamette University, please follow the steps below to 

complete your required medical paperwork. You'll need to log into ATS to get started. 

 

*PARENTS/GUARDIANS PLEASE HAVE YOUR CHILD FILL OUT THE PAPERWORK* 

Once you click on the following link you will see this website below.  You will be forced to change your password once you log 

in. Please DO NOT change your Athlete ID to anything other than your student ID number you have been given by the 

university.  

Link: http://willamette2.atsusers.com/ 

Athlete ID: Student ID# 

Password: WillU!26$port 

Database: atswillamette 

 

 

 

 

 

 

 

 

STEP 1: Athlete Information Section 

Please take time to review your information under the “General” and “Contact” tabs and update all fields highlighted in yellow 

as necessary. You must ensure that all fields in yellow filled out before saving the updated information. ATS will not allow you 

to save and move on unless all fields in yellow are complete.  

Once all fields in yellow are complete, press the “Save Athlete Information" button at the bottom of the screen. A green banner 

titled “Information successfully saved.” will appear at the top of the screen to indicate the save was successful.  

http://willamette2.atsusers.com/


GENERAL Tab 

 

• ATHLETE ID# must be your student ID number provided to you by the university 

• Ensure the “Year” section accurately reflects your present status (e.g. Grad 2027, Sophomore, etc.) 

•  Please double check that the “Medical Alerts” and “Allergy” are correct and update each section accordingly to reflect 

your present medical information.  

• Select “Verify Athlete Information” at the bottom of the screen to save the page if all information appears correct 

and no changes have been made. A green banner will appear at the top of the screen to confirm that the page was 

successfully saved.  

 

 

 

CONTACTS Tab 

 

 

 

 

 

 



• Please review emergency contacts. If you do not wish to change this, click the “Verify Emergency Contact 

Information” button. Wait for the green banner to appear at the top of your screen to ensure information was 

successfully saved. 

 

 

 

• To edit information to any existing emergency contacts, select desired contact and click the “Edit Selected” button 

toward the top of the screen. 

 

• If you would like to change this, follow the steps below.  

 

o Click on the “Add New Contact” button and fill as much information as you can. Under contact order, enter a 

1 for the person you wish to be contacted first. Include a note if there is anything else we should know such as 

“Try work phone first.” To add another person, click “add” again. Make sure you put a number under contact 

order. To finish, click the “Verify Emergency Contact Information” button.  

 

STEP 2: Medical History 

 

 

 

 

 

 

 

• If you haven’t had any changes to your medical history since the END of the school year, that we are aware of, then 
click on “Verify Medical History”. A green banner will appear at the top of the screen to indicate all information has 
been successfully verified. 

• If not, please list any changes to surgeries, medical conditions/alerts, allergies, and current medications. Then click on 
“Save Medical History”. A green banner will appear at the top of the screen to indicate all information has been 
successfully saved. 

 



STEP 3: Insurance  

 

 

• If you haven’t changed your insurance since the END of last school year. Verify your current insurance information 

listed, make any changes as needed, then click “Verify Insurance Information”. Wait for the green banner to appear 

at the top of your screen to ensure information was successfully saved. 

 

• If you need to edit a current insurance policy, you can also highlight the current policy, then select the blue “Edit 

Selected” button below the tabs on the top of the screen.  

 

• If your insurance has changed, follow the instructions below first to add your new insurance.  

 

o Click the “Add” button to add your insurance. Under “Company” your insurance company should be listed. If 

not, close the window and click on the “Add a New Insurance Company” button and add your insurance 

company, then go back to the “Add” button. Enter information in all the yellow highlighted sections. In the 

“Payor#” field you must enter 1 since this is your primary insurance. At the bottom you are required to 

upload a copy of your insurance card. Make sure to upload both the front and back of your card. Files must 

be < 1mb in size and type .jpg, .png, .bmp or .gif and readable. Once the card image is uploaded, click the 

“Save” button on the bottom left of the webpage.  

o Please use the “Add New Insurance Company” if your insurance company is not already listed in the drop-

down menu.  

 

• Once you have added your new insurance, remove old insurance by clicking on the old insurance and selecting 

“Delete Selected” button in blue right above it. 

 

 



STEP 4: Paperwork 

You will need to fill out four of the forms and save them. Once they are completed, it will show up under records at the top of 

the page. The required forms for RETURNERS are listed below:  

• Assumption of Risk 

• Returning Athlete Form 

• Statement of Insurance 

• Student-Athlete Authorization/Consent for Disclosure of Protected Health Information 

Please disregard the “New Athlete Medical History” form. You completed this before your first year at Willamette.  

Once completed, the paperwork tab will display the word “Submitted” next to the name of the form along with the submit date. 

Ensure that these are present next to each of the four form names to fulfill this medical screening requirement.  

You can also use the “Forms” tab to complete your four forms using the drop-down menu toward the top of the screen. Once 

completed, the completed forms will appear listed, and time stamped in the table at the bottom of the screen for each school 

year.  

 

More information on each form is listed below. 

Assumption of Risk 

Type your name at the top of the form in the specified text box. Read through all the sections and place your initials in the box 

at the bottom of each section (in the "Explain" section). Once you’ve completed this, sign the form.  



You will sign the form by checking the box to accept an electronic signature for the document. Then, type your name in the 

“Signed By” box. Click the “Sign” button next to your name. Finally, Click the blue “Save” button at the bottom of the screen to 

save this form before you can move on to the next. 

Please follow these guidelines for signing the other forms as described below. 

 

 

 

 

 

 

 

Returning Athlete Health History 

Please complete all questions and sign at the end—this form is for any NEW injuries from the PAST school year that the 

athletic training staff are not yet aware of. Please try to be specific regarding things like body part affected, 

procedure/providers sought, injury, etc.  

Once you’re finished, sign the form and click “Save.” If any answers are missing, they will be highlighted at the top of the page. 

Complete the missing information and click “Save” again. 

 

Statement of Insurance 

Please read this form in its entirety before signing at the bottom. (Refer to instructions above regarding how to sign the form) 

This form states that you confirm that you have health insurance and understand it must be comparable to the Willamette 

Student Health Insurance Plan. Students will not be permitted to participate in intercollegiate athletics without either the 

Willamette plan or comparable medical coverage.  

 

Student-Athlete Authorization/Consent for Disclosure of Protected Health Information 

This is also referred to as the HIPAA Release form in some locations. Please read this form in its entirety before signing at the 

bottom. (Refer to instructions above regarding how to sign the form) This form authorizes Willamette University athletic and 

medical staff to share your protected health information related to injuries or illnesses during athletic participation with 

relevant parties. Signing is required to participate in intercollegiate athletics. 

 



STEP 5: e-FILES 

If asked to upload any files by the athletic training staff, 

please do so at this step by selecting the blue “Upload 

Document” button. Be sure to title each upload 

appropriately, including body part and side of the body 

when appropriate. A good title, for example, could look like 

“Right Elbow MRI Results”.  

As you upload things over the years, they will appear 

beneath the electronic files provided by the athletic 

training staff (pictured below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can print the documents listed below — read the description under each one to determine if it applies to you. Afterward, 

return to ATS and upload the necessary forms. 

***All required documents must be uploaded in PDF format. Photos and screenshots will not be accepted. Document size 

must be 1mb or below. Larger documents will not be accepted by ATS.  



• Return to Participation  

If you had surgery or physical therapy over the summer, or even if you saw a physician, you need to be cleared for 

participation. Please print out the “Return to Play” form, have your treating physician sign it, and upload it to the system. 

Be sure to notify us if this applies to you. 

• Pre-Participation - “Banned Substance”  

If you have a change in medication that falls under the NCAA Banned Substance, please print this form and have it signed 

by your prescribing physician. The list of banned substances can be found on the NCAA website. 2025-

26NCAA_BannedSubstances.pdf 

If you are currently taking a medication that required a banned substance form to be completed in the past, you must have 

this form filled out by your prescribing physician every year. Be sure that all physician information at the bottom of the 

form is completed, including the clinic stamp.  

• Impact Directions 

This only applies to returning football athletes, who must retake the ImPACT baseline test each year. The ImPACT 

instruction sheet is available in the ATS system. Once logged in, go to the “eFiles” tab located on the far right. Click the tab 

to view and print the necessary documents. 

____________________________________________________________________________________________________________________________________________ 

It is important that all information is submitted to ATS by July 1, 2026. If the necessary forms 

are not complete, information is incomplete, or medical documentation is incomplete, THE 

STUDENT ATHLETE WILL NOT BE ABLE TO BEGIN PRACTICE. THERE WILL BE NO EXCEPTIONS. 

 

*Submitting your primary insurance information is for Sports Medicine Department use only. It is in no way a substitute 

for the Willamette University Student Health Insurance Waiver. Proper completion of this waiver, if you choose to waive 

the Student Health Insurance Plan, is done through the cashier’s office. 

 

IMPORTANT TIPS: 

• If you are having problems with the webpage, try a different search engine such as Chrome, Internet Explorer, Firefox 

or Safari.  

• Use the “Medical History” tab only if you need to list surgeries, medical conditions/alerts, allergies, and current 

medications.  

o Please DO NOT use the “Sickle Cell” or “Physical” tab to upload your sickle cell screening result document and 

physical. Please upload these documents under the “eFiles” tab. If you are a returning athlete, you do not 

need an updated sickle cell screening or physical. 

• If you try to save and there is a yellow section not filled out, you cannot save the information. At the top it should say 

what question was not filled out. Please go back and make sure all yellow sections are filled out.  

• Larger forms that you upload into the system take longer to save. Don’t navigate to another section until you see the 

green “Save Complete” banner on your screen.  

• The insurance card that needs to be uploaded into the system should be readable and not have a mirror image. You 

can take a picture with your cell phone and upload it into the system. Please make sure the image is only of the 

insurance card, make sure to crop off any excess background.  

• Make sure to save as you go, since you might be logged out from your Internet browser. Even though you are active, 

the browser might still log you out. 

https://ncaaorg.s3.amazonaws.com/ssi/substance/2025-26/2025-26NCAA_BannedSubstances.pdf
https://ncaaorg.s3.amazonaws.com/ssi/substance/2025-26/2025-26NCAA_BannedSubstances.pdf

