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1 ACCOUNT SET UP 

1.1 REGISTER YOUR ACCOUNT  

Go to https://www.rgform.eu and click on the black REGISTER button at the top right of the page. 

 

Fill in the required information (name should be the main administrator using the account) and click SEND REGISTRATION. 

You will receive an email. Follow the directions to log in and change your password. 

1.1.1 YOUR PROFILE 

From this page you can change your profile information, add athletes to your roster, add events and register for events. 
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1.1.2 POPULATE YOUR ROSTER 

Click on the button ATHLETES. 

 

You may begin to populate your roster. Click on the green NEW GYMNAST button. 

 

Fill out the required athlete information and click Save. You do not need to enter FIG license. However, please put the GO# in 
the National license box. 
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Your roster will populate as you add athletes.  
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2 REGISTER FOR EVENTS AND COMPETITIONS 

To register athletes and coaches for competitions, click on the EVENTS tab at the top of the page. At this time ODP athletes 
may be registered here as well (check with the event host) but will not be scored using KSIS (TBC). 

 

Click the drop-down box to select your discipline. 
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A list of the current public WAG/MAG events will be displayed depending on the discipline you select. 

Select the event for which you would like to register. In this example, we will register for the WAG Registration event. 

 

There are two options for registering: Preliminary or Online entry. 

• Preliminary registration allows you to register multiple athletes at one time 

• Online entry allows for individual registration (one at a time) as well as coach registration. 
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2.1 PRELIMINARY REGISTRATION 

2.1.1 LOAD ALL CLUB ATHLETES 

You may generate a full list of your athletes from this option. Coaches and other participants must be registered using the 
Online entry registration method. 

 

You have the option to add athletes individually or populate your entire list of athletes. 

If you choose to load all athletes, note that you will need to delete/remove athletes who are not participating in the event before 
sending the registration.  To do so, select the red box to the left of the athlete’s name. 
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You will need to select the appropriate category for each athlete. 

Ignore the Age Gr. drop down box as this is for the RG discipline.  

Review the page to be sure all information is correct. Click SEND to allow the information to go to the event. 

 

2.1.2 ADD ATHLETES INDIVIDUALLY 

If you choose to add athletes individually, begin typing the athlete information into the appropriate boxes. The information will 
auto-populate. Select the correct athlete. 
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Click the green ADD NEXT button to add the remainder of your athletes.  

For each athlete you need to add their category. Continue to ignore the Age Gr. drop down box as this box is used by the RG 
discipline. Select the appropriate level and age (if applicable for initial registration) for each athlete. 
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After you have completed your roster, click SEND. 

 

For either method, after sending your roster, a summary of your entries will be displayed: 
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2.2 ONLINE ENTRY REGISTRATION OPTION 

With this method, you will need to enter more detailed information for each athlete. You also add the athletes’ music from this 
option. If you use the preliminary registration method to register your athletes for an event, you will need to add their music 
later. 

Use this section to register your coaches and any other required participants for the event. Be sure to leave the event check 
marks as they are. This means they are participating in all apparatus. 

To add music, click the green + box and follow the prompts. 
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2.3 CHANGING REGISTRATION 

If the host allows changes after you have input your registration, it is important that you inform the host of the changes you have 
made as the Meet Directors are not provided notices of any changes. It is likely that they are using alternative methods to 
calculate the schedule, so helping them be aware of changes is courteous. 

If the host does not allow changes after you have input registration you will need to send all requests to the Meet Director. 

 

2.4 ADDING MUSIC 

It is best to add the athlete’s music as they are registered so that you do not forget, and the host does not have to track you 
down closer to the competition day. 

You will see a specific deadline for adding mp3 (floor music) so be sure to add music before this deadline.  If you miss the 
deadline, you will need to send it to the host so that they can upload it on your behalf. 

Note that if you need to register an athlete after the registration deadline, you will need to send your music to the host for them 
to upload it on your behalf if the mp3 deadline is the same date as the registration deadline. 

It may be possible for the Meet Director to open up the deadlines for a short time so that you can submit the athlete information. 
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3 CREATING THE EVENT/COMPETITION 

The name of the event must start with the discipline. Use prefix MAG, RG or WAG before the name of your event. 

3.1 CREATE THE EVENT YOURSELF 

If you are hosting an event with many categories, you will want to use the WAG MASTER EVENT (more information is in 
Section 3.2).  If your event will not have all available categories (i.e.: only Level 1-5 or Level 6+ or Level 1-2), you may want to 
create the event from scratch. 

 

NOTE: It is recommended that you only provide the levels offered at your event rather than the levels and ages.  Adding the 
ages will result in a very long drop-down list which results in errors on behalf of the person registering the athletes for your 
event.  After registration is received, you can split or combine ages as necessary. 

 

From your main page, click on the blue MY EVENTS button. 
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A list of the events you have created and hosted will appear. Click on the green CREATE NEW EVENT button at the top of the 
page. 
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You will be brought to the EVENT DATA PAGE where you input the data about your competition. Select your discipline from 
the drop-down menu. 

 

Click the PRIVATE box if you do not want your event to be seen by others. Select the option especially at the start while you 
are working on the competition. If the event is private, clubs will not be able to register. 

You may want to consider selecting PRIVATE after your registration is closed so that participants do not see your information 
while you are in the process of working on it. 
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Enter the start and end date of the competition, the name of the event as indicated earlier (starting with the discipline initials), 
the City or Place, Country, and Organizing Club name. 

In the Deadline fields, enter the registration deadline in the first. After this date, clubs can no longer add athletes to your 
competition. The second deadline field is the mp3 deadline date. It is recommended that you set this date approximately one 
week before the competition start time so that clubs have until then to upload their music. 

Fill out the contact information for the Meet Director(s) and/or the Club. Include any notes such as parking, or hotel information 
in the Notes field. 

Next, add the level and age categories available at your event. You can decide to start with a basic list (only adding the actual 
levels) or a more detailed set of options (add every level with every age).  You can combine or split categories later. 

 

After you have added all necessary categories, click SAVE. A pop up will occur for your review. 
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If the information is correct, click PUBLISH. Keep in mind that if you have many categories, the page often takes some time to 
load. Be patient and allow it to finish loading. 

 

 

The event will now be published in your list of events. 
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3.2 CREATE THE EVENT USING A TEMPLATE 

Go to your EVENTS tab. A list of all available events will populate. 

For WAG events, use WAG MASTER EVENT.  

For MAG events, use GO MAG MASTER EVENT. 

Click on the black MENU button to the right and select COPY from the drop-down menu. 

 

Be patient while the event loads. It can take at least 2 minutes to load. The template has every available level for the discipline.  
Click on WAIT if a “Page Unresponsive” box pops up. It takes time but the event will load. Fill in and/or replace the necessary 
information for your event following the same directions in the previous section. 
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KSIS MANUAL 2022-2023 Pg. 21 of 38 

All levels offered in Ontario will be displayed. Delete any levels you do not want to include in your event by clicking on the red - 
button to the left of each level/category.  
 

 

 

You will see that all relevant documents can be uploaded to your event page. Currently the Event Directive template is loaded. 
You can delete this document and upload your Event Directive once your documents are finalized. 
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Click on the green ADD FILE button to select your documents. You can also add any other relevant documents here. 

 

 

Click SAVE and then PUBLISH if the information is correct. Clubs will now be able to register for your event if the Private 
checkbox is unchecked. 

 

  



KSIS MANUAL 2022-2023 Pg. 23 of 38 

4 EVENT MANAGEMENT 

Go to your events. Click on the black MENU button to the right of the event. A dropdown will occur. Click on SHOW EVENT.  
This page is where you manage the competition details. 
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This new page, called the EVENT PAGE, will look something like this:  
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4.1 EVENT SET UP 

4.1.1 SETTINGS/SET-UP BUTTON 

Click on the black settings Gear icon. 

 

A pop up will be displayed with various tabs. 
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4.1.1.1 CATEGORIES TAB 

All categories available in your event will be displayed here.  

4.1.1.1.1 Level 

Leave this blank 

4.1.1.1.2 Duration (sec.) 

This number assists in creating your schedule. Adjust this number (in seconds) to the amount of time needed per 
athlete at that level.  This must include the warm-up time, competition/routine time and judging time for the largest 
rotation. See scheduling summary document for times.  However, as this is a new feature, please do not rely on this 
tool for your schedule.  As we use this system more, we can determine if this feature will become an accurate tool for us 
to determine scheduling. 

4.1.1.1.3 Max Entry Country 

Generally not applicable.  Adjust this number if you would like each country to have a maximum number of athletes 
registered. 

4.1.1.1.4 Max Entry Club 

Generally not applicable.  Adjust this number if you would like each club to have a maximum number of athletes 
registered. 

4.1.1.1.5 Max Entry 

Generally not applicable.  Adjust this number if you would like each category to have a maximum number of athletes 
registered. 

4.1.1.1.6 Private 

Select this box for all WAG age 7&8 categories, as it keeps scores from being shown. 
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4.1.1.2 EVENT TAB 

This section allows for a general set up of the event. This information will be displayed on your main event page for all clubs to 
see. 

4.1.1.2.1 Event Logo 

Add your event logo. Click the “Custom” drop down and add your file. 

4.1.1.2.2 Cancelled 

Select if your event has been cancelled. 
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4.1.1.2.3 Postponed 

Select if your event has been postponed. 

4.1.1.2.4 Private Event 

Select if you do not want your event made public. A good setting to use when you are editing categories or running a 
mock meet. 

4.1.1.2.5 Virtual Event 

Select if your event will be held virtually. 

4.1.1.2.6 Video Recording Only With KSIS Camera 

For virtual events using the KSIS video option. 

4.1.1.2.7 Show Judges 

Select if you want the judges displayed on the event page. 

4.1.1.2.8 Show Entries 

Select if you want the number of entries displayed on the event page. 

4.1.1.2.9 Show Trainers 

Select if you want the trainers displayed on the event page. 

4.1.1.2.10 Show Others 

Select if you want other registrants displayed on the event page. 

4.1.1.2.11 Show Volunteers 

Select if you want the volunteers displayed on the event page. 

4.1.1.2.12 Show Media 

Select if you want any available media information displayed on the event page. 

4.1.1.2.13 Show Time In Result 

N/A 

4.1.1.2.14 Register Apparatus 

N/A 
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4.1.1.2.15 Disable change entry after registration 

This will prevent clubs from making changes to their roster after their registration has been submitted. 

4.1.1.2.16 Show D, E in Live Results 

Select so that spectators can view the breakdown of athlete scores. 

4.1.1.2.17 Lock Rotation 

N/A 

4.1.1.2.18 Maximum Entries 

Select if you want the maximum number of entries for the event to be displayed on the event page. 

4.1.1.2.19 Maximum Clubs allowed from country 

Select if you want the maximum number of entries per country for the event to be displayed on the event page. 

4.1.1.2.20 Maximum entries from clubs 

Select if you want the maximum number of entries per club for the event to be displayed on the event page. 

4.1.1.2.21 Event ID combi results 

N/A at this time 

4.1.1.2.22 Result/Private Event Password 

More information to come. 

4.1.1.2.23 Logins allow to cooperate 

It is important to add the following emails so that you can be assisted in using KSIS; events@gymnasticsontario.ca , 
wag@gymnasticsontario.ca  and mag@gymnasticsontario.ca. 

You can also add the emails of anyone on the scoring committee here. Each member of the scoring committee may 
create their own KSIS profile. This would allow them to access the event without having to log into the club KSIS 
account. 

4.1.1.2.24 Live Video Embed 

Use this function to add the live video stream to your results page. 

 

  

mailto:events@gymnasticsontario.ca
mailto:wag@gymnasticsontario.ca
mailto:mag@gymnasticsontario.ca
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4.1.1.3 EJUDGE TAB 

 

4.1.1.3.1 Event ID 

This number is given to the judges to log into the events. 

4.1.1.3.2 Generate code 

This is the password to log into the event. 

4.1.1.3.3 Enable wait: 

N/A 

4.1.1.3.4 Pin for exit: 

N/A 
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4.1.1.4 PROJECTOR/TV TAB 

General set up for the scoring displays. 

 

Check those boxes related to how you want your scores to be displayed. It is important that the D score (select D detail), E 
score and final scores are shown.  

Different projector for two carpets – select this option if you are running two floors. It allows you to set the carpet number 
for the projector (Section Error! Reference source not found.). For example, Ontario Championships have a WAG A and 
WAG B floor (labeled as carpets 1 & 2 in KSIS). 
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Color schema – determine the colours you would like on your display. The dual coloured backgrounds (for example: 
Grey/Blue) are all similar and change the background colour of the score line. 

Background image – add an image to be displayed behind the scores. If you set the image size to the aspect ratio of your 
screen, you can display a well-proportioned image on your screens. In the example below, we have a 16:9 aspect ratio 
image on a large screen. 
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4.1.1.5 PRINT TAB 

This section sets up how you want the print outs to be displayed. 

 

PLEASE BE SURE TO DE-SELECT “PRINT DATE OF BIRTH” AND “PRINT FULL DATE OF BIRTH”. 

You can change the Name Format to First Last so that the names are displayed this way on the athlete draw as well as the 
projectors. 
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4.1.1.6 ENTRY FEES/MEDALS TAB 

Use this tab to assist in calculating invoices for clubs. 

4.1.1.6.1 Medals Tab 

Set at AA + Apparatus 

4.1.1.6.2 Payment 

Set to the amount per athlete. Adjust as necessary if you have different fees for different levels. 

4.1.1.6.3 Routines and Sanction Fee 

Leave these columns blank as it refers to RG. 
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4.1.1.7 DOCUMENTS TAB 

A list of all documents you have added will be here (Directive, Registration Form, Hotel Information, etc.). Add/remove 
documents as needed. 
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4.1.1.8 SCORING RULE TAB 

The top row defaults for all categories. If all categories have the same rules, then you can use the dropdowns in this row to 
set up the rules for the event.  If not, you will need to adjust for each level. 

4.1.1.8.1 Max E Value 

10.0 for all categories 

4.1.1.8.2 Counts/AA Rule 

Select the scoring rule for Vault: 

WAG  

- Level 1-10, Xcel, Aspire 2, NOVICE HP, JUNIOR HP, set at 1 (the best of 2 vaults will be entered by the judges 
after the athlete competes). 

- Aspire 1, set at 2/AVG (the average of the two vaults counts toward the all-around score). 
- SENIOR HP, set at 1 (the first and only vault counts toward the all-around score). 
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MAG  

Select the scoring rule for Pommel Horse: 

- Elite levels 3 and 4, set “counts/AA rule” to “2/AVG” and set “Qualif. AA rule” to “AVG” (the average of both 
pommel horse routines counts towards the AA score). 

- All other levels, set “counts/AA rule” to “1” and set “Qualif. AA rule” to “1st” (this is the default setup on KSIS). 
 

Select the scoring rule for Vault: 

- Set “counts/AA rule” to “1” and set “Qualif. AA rule” to “1st” (this is the default setup on KSIS). 
- Except for National Sr and Jr when competing on team selection events. In this case, set “counts/AA rule” to 

“2/AVG”, set “Qualif. AA rule” to “1st” and set “Qualif. App rule” to “2nd”. 

4.1.1.8.3 Qualifying AA Rule 

Only used if the first event is used to qualify to another event.  Set as BEST if necessary. 

4.1.1.8.4 Qualifying APP Rule 

Only used if the first event is used to qualify to another event.  Set as BEST if necessary. 

4.1.1.8.5 AA Events Count 

Leave as the default. This selection means that all of the event scores count toward the All-Around score. 

4.1.1.8.6 Scoring Formula 

This is relative to the category.  

WAG 

- Level 1-10 and Xcel use the SV (start value) – E (execution) formula.  
- FIG (HP categories) use the D (difficulty) + 10 – E formula. 

MAG 

- The following levels use the SV (start value) – E (execution) formula: 
o Inter-club levels 1 to 4 
o Provincial levels 1 and 2 
o Elite levels 3 & 4 when competing their compulsory routines 

- The following levels use the D (difficulty) + 10 – E formula: 
o Provincial levels 3 to 5  
o Elite levels 3 and 4 when competing their optional routine 
o National Open, Junior and Senior 
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4.1.1.8.7 E. Diff. Alert 

This alerts the judges if their scores are too far out of range. Not necessary for WAG/MAG.  Set at 2.0. 

4.1.1.8.8 Tie 

Determines how ties will be handled. WAG generally uses the 1, 1, 2 (no bumping) format. 

4.1.1.8.9 Team Rule 

Determines how the team score is decided. 

4.1.1.9 COOPERATORS PERMISSIONS TAB 

 

This tab relates to the EVENT TAB where you added “Logins allowed to cooperate”.  The COOPERATORS PERMISSIONS 
TAB allows you to determine what rights/abilities each of the logins has in your event.  Be sure to add 
events@gymnasticsontario.ca, wag@gymnasticsontario.ca and mag@gymnasticsontario.ca (for MAG). 

mailto:events@gymnasticsontario.ca
mailto:wag@gymnasticsontario.ca
mailto:mag@gymnasticsontario.ca

