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ACCOUNT CREATION STEPS FOR THEMIS
1. Click link provided: https://ca.themis.events/Connect/canadiancheer

2. Click the blue “Register” button.

3. Fill in the required information and Click the red “Register” button.

4. Click the middle box “I want to create a new program”
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5. Fill in your program’s information including Logo, Website and Phone Number

6. Fill in your main gym location (you will be able to add other locations afterwards)
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7. On the “Events” tab click the button “View More Producers”:

 
From this screen, ensure that the Canadian Cheer producer is connected to your account. If it is 
not, click the “connect” button.

8. Account Creation Complete!!!

*If you get an error message while creating an account, try refreshing first..if that doesn’t work, please contact zack@canadiancheer.com*
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CREATING A TEAM ON YOUR ACCOUNT
1. Ensure you are on the “Team” tab of your desired location.

2. Click the plus (+) button next to “Teams”

3. Create your “Team Name” and add a description if you want to.
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4. Choose “Rules Organization” as Cheer Canada

  a. Competition Type: Competitive

  b. Athlete Types: Cheer

  c. Tier: ‘Desired Category’

  d. Level: Level of Team

  e. Division: Division of Team

5. Click Red Create Team Button

Congrats you have created your first team!

*If you get an error message while creating an account, try refreshing first..if that doesn’t work, please contact zack@canadiancheer.com*
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IMPORTING/ADDING ATHLETES  

TO YOUR TEAM
1. There are 3 Options to add athletes to a team.

	 	 a.	Click	the	plus	(+)	button	next	to	‘Athletes’	to	manually	create	an	athlete	profile.
	 	 b.		Choose	a	previously	created	athlete	profile	from	the	dropdown	menu	and	click	‘Add	

Athlete’ Button

  c. Import athletes via CSV by clicking the ‘Import Additional Athletes from CSV’ button. 

OPTION A

Fill in all required information and click the red “Create Athlete” button.
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OPTION B 

Choose one or multiple Athletes that are already added to your account and click the red “Add 
Athletes” button.

OPTION C

*Team Roster CSV Template-Make Copy*

1. Click the red “Import Additional Athletes from CSV” button.

2.  For easiest upload: Download the provided Excel/CSV Template by clicking the white cloud 

with an arrow in the bottom right of the screen. 

3.  Once downloaded: Copy your team’s roster information into the template, ensuring to match 
your information to their appropriate column.

 a.   Ensure to remove any special characters from CSV data otherwise the import process will 
not work.
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4. On this page, if template was used: Select the appropriate date format that matches your data.

5. Click red ‘Select CSV File”; select your completed and saved template to upload.

6.  Review and ensure that each box title matches what is in the box (Ensuring the columns of your 
data matches the system’s)
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7.  At the bottom there will be a sample of the athletes you are attempting to import. If all looks 
correct, Click Red “Import Athletes” button.

Congratulations you have imported athletes to your team!IM
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ADDING COACHES AND PERSONNEL  

TO YOUR ACCOUNT
1.		Coaches	and	Personnel	are	added	through	their	specific	tab	on	your	main	page	of	your	account.	
(These	are	specific	to	location)

2.		On	the	coaches	profile	you	will	add	them	to	the	specific	teams	they	coach	by	clicking	the	
respective boxes. 

Note: Please add only one coach per team-this will be your cheer replay contact during events.

3. Teams are required to have a coach to be allowed to register.
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REGISTERING FOR EVENTS
1. On the events tab you will see all the events you are able to register for in a list.

2.  You can also view the events in a calendar format by clicking this symbol:  in the top left  
of the page.
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3.  Either view will show you the events and if your teams are already registered or if they are 
available to register: In the case of the above A-Team and B-Team are already registered and 
Tester team is available to register.

4.  After selecting the team and event you would like to register you will be brought to a 
registration page:

5.  Any errors will be stated: in this case there must be at least one coach assigned to a team to 
register.
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6.  After resolving errors: ensure the division is correct, input any discount codes if applicable and 
select the Register button.

7.  Underneath the registration breakdown you will be able to view your invoice for the team that 
was just registered. Your Gym Total will be under the Event Balance Tab. R
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CHANGING DIVISION AFTER REGISTERING
1. Go to Events Tab

2.  Open the registration of the team you wish to modify. (Click the yellow box then Red Writing)  
If the box is pink please contact zack@canadiancheer.com to open the registration for you 
to modify your division

3. Click the “Change Division” button next to the Register/Unregister button.

4. Select division from drop down menu
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SHOWDOWN DISCOUNT CODE
If you are attending both days of Big East Blast/ShowDown or Battle at the Border/Showdown, you 
will be required to input a discount code when registering for Showdown to modify your pricing.

You input on a per team basis, so please only apply to teams attending BOTH event days (we will be 
cross referencing)

CODE: SHWDWN25

S
H

O
W

D
O

W
N

 D
IS

C
O

U
N

T
 C

O
D

E



Updated 08/15/2024

ADDING OR REMOVING ATHLETES ON A ROSTER 

OF A TEAM THAT IS ALREADY REGISTERED
1. Go to Events Tab

2. Open the registration of the team you wish to modify. (Click the yellow box then Red Writing)  
If the box is pink please contact zack@canadiancheer.com to open the registration for you to 
modify your roster
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3. Click “Athletes” tab within the registration

4.  Here you can remove athletes (click the “-” symbol next to their name) and add athletes via 
dropdown. Doing this will automatically update your event balance. 
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OTHER IMPORTANT INFORMATION ABOUT 

YOUR ACCOUNT
Event Balance Tab
We are not currently using Themis for payment, you will receive an invoice by email with a breakdown 
of your fees and information on how to submit your payment.
If you have any questions, please contact info@canadiancheer.com
 
Users Tab
The users tab allows you to add users to your account and set their permission appropriately. 
  - Ex. You can add a gym admin and allow all permissions
  -  Ex.  You can add coaches at your gym and give them permissions to only modify team rosters to 

keep them updated throughout the season.
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