NAVIGATING USER PROFILES
This section will provide a first-time look of the Learning Center from the perspective of the
referee. It will outline the steps needed to create a profile, log in, and common mistakes made
during that process. Please use this section to create your own profile and to help the
referees in your state. This is a key step to ensuring your referees are eligible to sign up for
the correct courses based on their license levels and prevent additional work for the
administrator later on.
New Users: Sign Up
Option 1
1. Navigate your web browser to learning.ussoccer.com
2. In the upper right-hand corner, click [SIGN UP]
3. In the Select Discipline window that appears, click [REGISTER AS REFEREE]
4. Complete the Sign Up form and click [SIGN UP] in the bottom right-hand
corner

Option 2
1. Navigate your web browser to learning.ussoccer.com/referee/
2. In the upper right-hand corner, click [SIGN UP]
3. Complete the Sign Up form and click [SIGN UP] in the bottom right-hand
corner
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Most new users will now see the following window indicating a profile/account has been created:

Click [I HAVE NEVER HELD A U.S. SOCCER REFEREE LICENSE BEFORE] to go to the newly created
profile page.
Users who have held a U.S. Soccer License in the past, or think they may already have a Learning
Center account, click [I HAVE HELD A U.S. SOCCER REFEREE LICENSE BEFORE]. This will take the
User to the Image below:
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The User may now enter their pre-existing USSF ID in the box above.
Please note: If they ‘X’ out of this box at anytime, instead of entering a valid USSF ID and linking it to
the newly created profile page, then the Learning Center will not show that they have license
history and the User will need to request a profile merge on their profile at a later date.
If the USSF ID number they type in does not exist in our system, the User will receive the following
alert message highlighted in blue:

If the USSF ID number they type in has already been claimed by another profile, the User will
receive the following alert message highlighted in blue:
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If the USSF ID number is valid and has not already been claimed, then the Learning Center will show
the message in green below. The User must now confirm the name and date of birth linked to that
USSF ID matches their own. If it does, the User should click [CLAIM THIS RECORD].
If the information highlighted in green does NOT match their own information, the User should
verify that they typed in the correct USSF ID OR email referee@ussoccer.org to request additional
support.
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Users who click [REQUEST HELP FINDING A DUPLICATE PROFILE] will have their profile created as
is, and a note will appear on their profile indicating they have requested a profile merge for U.S.
Soccer Administrators to review.

If some or all of the information entered by the user matches an existing Learning Center
account, the user will see this window:
If the details match, the user should select [CONFIRM] and the Learning Center will import the
matching license details automatically.
If the details below do NOT match the User, then the User should select [DO NOT IMPORT], so the
Learning Center may create a new profile.
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If the email entered by the user matches an existing Learning Center account primary email, the
user will see this window:

Users, carefully review all information in the window and select the most appropriate option.
Returning Users: Log In
Option 1
1. Navigate your web browser to learning.ussoccer.com
2. In the upper right-hand corner, click [LOG IN]
3. Enter your username and password in the window that appears and click the green [LOG IN]
4. From the Learning Center home page, click [Referee Program]
5. Continue to Completing a Profile below
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Option 2
1. Navigate your web browser to learning.ussoccer.com/referee/
2. In the upper right-hand corner, click [LOG IN]
3. Enter your username and password in the window that appears and click the green [LOG IN]
4. Continue to Completing a Profile below

Completing a Profile
1.
2.

After signing up or logging in, move your mouse to hover over your name in the top right
corner.
In the drop down menu, click [Profile] to be taken to your main profile page
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3. Carefully check the information displayed on your profile page for accuracy. The profile
consists of three tabs:
a. The [PROFILE] tab displays the following information:
i. Basic User Info: Name, USSF ID Number, Date of Birth
ii. Contact Details: Email, Phone Number, Address
iii. U.S. Soccer Licenses: Displays a user’s U.S. Soccer Referee Program license history. If
any licenses appear to be missing, click [Missing Information?] for help importing
missing licenses (see below for additional information on this topic).
iv. Background Screening: displays the status of any NCSI background screenings.
v. Safety Certifications: displays certifications awarded for the completion of safety
assignments: SafeSport and Introduction to Safe & Healthy Playing Environments.
vi. Other Qualifications: users who wish to add supplementary certifications or
qualifications may do so here. Note: items added under this section are not endorsed
by U.S. Soccer.
b. The [PAYMENTS] tab displays all payments users have processed directly through the
Learning Center platform. This will include fees for courses and background screenings.
c. The [NOTIFICATIONS] tab allows users to toggle email notifications from the Learning
Center on or off. This allows you to opt out of all daily unread message reminders for any
course you are registered for. If you would like to subscribe or unsubscribe from one
specific course, please go to that course classroom's communication tab.
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Missing License Information
For assistance locating missing U.S. Soccer Referee Program license information:
1. Click [MISSING INFORMATION?]
2. In the window that appears, check the [Request help finding a duplicate profile] box
3. Click [SAVE & CLOSE]

Upon completion of the steps above, a user may expect their request to be promptly reviewed
and processed by a member of the U.S. Soccer Referee Program staff.
Once a merge has been initiated by U.S. Soccer Referee Program Staff, users will receive the
below email.
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RISK MANAGEMENT
As mentioned in the introduction, we hope to simplify the registration process for referees by
providing a centralized system that allows all national license requirements to be completed
in one location on one platform. One important portion of these requirements is Risk
Management. Risk Management includes the SafeSport and Background Screening
requirements. As a reminder, the background screening process is based on USOPC’s
standards and guidelines, to which USSF must adhere. For more information on these
guidelines please visit our FAQ page, as detailed in the FAQ section on page 77.
The Risk Management section of this manual will outline the following:
1. Where can the referee submit their background check?
2. List of the background screening statuses and what each one means/what is expected of
the referee
3. Where can the referee complete the SafeSport assignment?
Background Screenings
All users age 18 and older must complete a background screening before a license will be
issued in the Learning Center. For the 2021 registration year, this is an assignment in the
course, but does not have to be completed prior to enrolling in a course. U.S. Soccer
Federation recommends the referee not attend an in person session until the background
screening is clear.
1. Sign Up or Log In to the U.S. Soccer Learning Center
2. Click [COURSES] > [AVAILABLE COURSES] > [Background Screening]
To initiate the background screening process:
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3. Click [BEGIN]

4. Click the empty bubble next to the user’s name to confirm which individual the background
screening is for, then click [NEXT].
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5. Review the Terms and Conditions, check the box next to “I have read, understand and agree to
the U.S. Soccer Learning Center Terms of Use above.”, then click [CONTINUE].

6. Review the Electronic Communication Consent and Disclosure statement, check the box next
to “I have read, understand and agree to the Electronic Communication Consent and Disclosure
above.”, then click [CONTINUE].
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7.

Review the FCRA Acknowledgement, check the box next to “I have read and agree to the FCRA
Acknowledgement above.”, then click [CONTINUE].

8. In the next window, review the Disclosure Regarding Background Screening statement, check
the box next to “I have read and agree to the Background Screening Disclosure above.”, then
click [CONTINUE].
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9. Fill in all required fields beneath “Background Screening: Personal Information,” answer any
“Voluntary Disclosure Questions” you are comfortable with, then click [CONTINUE].
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10. Review the Consent and Authorization — Background Investigation statement, check the box
next to “I have read and agree to the above Acknowledgement and Authorization Acceptance.”,
then click [CONTINUE].

11. Confirm all information is correct, then click [PROCEED TO PAYMENT].
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12. Enter payment information, then click [SUBMIT PAYMENT].

13. Users should now see the following confirmation:
Thank you, your background screening information has been
submitted for processing. The background screening process may
take 10 business days to complete. During that time, it is common
for NCSI to have questions or need information from you in the
course of the background screening process. You will be contacted
via e-mail at the address you provided. Please be sure to respond
promptly to avoid a delay in the process. Follow up requests from
NCSI will come from: automation@instascreen.net.

Note: Users may not register for any courses in the Learning Center before completing a
Background Screening. Users who have not completed their Background Screening will be
prompted to do so whenever they attempt to register for a course. In that case, begin the
process above at Step 3.
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Background Screening Statuses
Once the background screening process has been initiated, expect the review process to take up
to 7 - 10 business days to be completed. In the meantime, users may view the status of their
screening on their profile page.

Users will see one of several statuses:
• (none on file): The background screening process has not yet been initiated.

•

Clear: The user is approved and eligible to enroll in referee courses.
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•

Awaiting Result: NCSI is reviewing. No action needed from the user.

•

Pending Verification: NCSI requires additional information to complete the background
screening, and has emailed a request to the user. Users must respond to the NCSU email
within 30 days of receipt or the background screening will be canceled.

•

Canceled: The background screening has been canceled because NCSI emailed the user
requesting addition information, but the user failed to respond within 45 days of receipt.
Users who wish to continue refereeing must initiate the background screening process again,
including the fee. No refunds will be issued for canceled background screenings.

•

Flagged: The user has been flagged by NCSI. This means they may not referee or register for
a referee course. Users who wish to continue as a referee must submit an appeal. Submitting
an appeal does not guarantee that referee privileges will be reinstated. Please see our FAQ
page for more on how to appeal.
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•

Authorized: The user was flagged by NCSI, but have been deemed eligible to referee and enroll
in referee courses after a successful appeal.

•

Incomplete: Rare. Indicates a system error has prevented the process from initiating correctly.
In this case, users will receive a pop-up notification when they login to the Learning Center, and
should resubmit their background screening. Users will not be charged twice.
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License Suspension for Risk Management
When a referee turns 18, they will need to complete the Risk Management assignments to maintain
their license. If they do not within the time frames detailed below, then there license will be
automatically suspended by the Learning Center.
Please read below for a detailed explanation of how the referee is alerted by the Learning Center
that these assignments are due and the grace period they have to complete them.

Background Screening
If the referee has an active license at the time they turn 18, then they would have received an email
2 weeks prior to their 18th birthday indicating they have a 45 day grace period to complete their
background check before they are temporarily suspended. They get another one on their birthday,
15 days after, 30 days after, and 44 days after. Then, on the 45th day after their 18th birthday, if they
do not have a background check with a "clear" result, they will receive an email informing them that
their referee license has been temporarily suspended. Once they initiate a background check
through the Learning Center, these emails stop.

SafeSport
If a referee is 6 months or less away from turning 18 at the time they sign up for a course, they will
receive an email that indicates they are not required to complete SafeSport at this time. However,
it will be required when they turn 18 and they will only have a 10 day grace period to complete it once
they turn 18.
If a referee is under 18 and is either a) enrolled in a certifying course currently or b) has an active
license currently, then 7 days before their 18th birthday they will receive an email indicating they
have they are not required to complete SafeSport at this time, but it is required when they turn 18.
They will only have a 10 day grace period to complete it once they turn 18. Once they turn 18, they
get an email that indicates they are now 18 and required to complete SafeSport within 10 days. They
get this email every day for 10 days. After the 10 day grace period, their license is suspended. Once
they complete SafeSport, the emails will stop.
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SafeSport Certification
All members of the referee community who are 18 years old or older must hold a SafeSport
Certification. This is mandated by Congress and there are no exceptions.
How to see if a user is SafeSport Certified:
1. Go to their Learning Center Profile
2. Look for “SafeSport Trained” in the SAFETY CERTIFICATIONS section.
3. Users who do not see “SafeSport Trained,” proceed to sections
below.

Users who have not completed a SafeSport Certification
1. Go to [Courses] > [Available Courses]> [Supplemental Course] > [SafeSport] > [Start
SafeSport]
2. Complete the SafeSport module within the Learning Center
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Adding previously-received SafeSport Certifications to a Learning Center Profile
1. In the Safety Certifications section, click [I’ve Already Done SafeSport]

2.

In the window that appears, enter unique identifier found at the bottom of your SafeSport
Certificate (see below for help locating a certificate)
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3. If there is a match, a green box will appear. Confirm that the first and last name match the
user’s, then click [YES]

4. If there is not a match, see “Adding U.S. Soccer Membership to your SafeSport Profile” below
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Locating a previously-received SafeSport Certification
1. Navigate your web browser to www.safesport.org and click [SIGN IN]

2.

Enter your login information then click [Sign In]

3. Click [MENU] > [SafeSport Trained]
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4. Click the [Certificate] button to download your certificate

SafeSport Certification ID Number
1. Open your SafeSport Certificate
2. Locate the ID Number (16-20 digits) along the lower middle edge of
your certificate

3. Use the ID Number to complete the steps under “Adding previously received SafeSport
Certifications” above
Adding U.S. Soccer Membership to your SafeSport Profile
1. Go to www.safesport.org and sign in
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2.

From your Learning Dashboard, click [Edit Account]

3. In the window that appears, click the [Profile] tab then scroll down to [Add Membership]
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4. Select U.S. Soccer from the dropdown list that appears.

5. Enter this access code in the space provided: YC3E-6P5G-YYILCS2M

6. Click [Save]
7. Complete “Adding previously received SafeSport Certifications” section above

30

