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INTRODUCTION

Welcome to the Learning Center! Our intention for this platformis to simplify the registration process
for referees and better support the State Referee Committees. The Learning Center provides one
place where all national license requirements can be completed and managed.

As you read through this manual, we hope you will gain a greater more comprehensive understanding
of the system and best practices for the license registration process. From a process standpoint, this
manual will provide guidance onwhat is possible in the Learning Center platformand clarify which
policies affect the registration process. It also includes step by step instructions for the most
common tasks that a state administrator will need to complete.

In addition to the state administrator specific instructions, this manual also includes some basic
knowledge that relates to the individual referee. This willhelp administrators in two ways:

1. Youare welcome to share those specific sections with your referee population, if deemed
useful. For example, the SRC may post the “How to Sign Up" section on their website or email it
out toreferees; this may minimize the emails and questions your SRC receives, while providing
consistent support for each individual referee.

2. Thisallows the SRC to take on the perspective of the referee, so you can see the Learning
Center through their eyes.

As the Learning Center improves and expands, we will also update this manual and share it with our
SRCs. Joining the Learning Center is a big change, but one we hope will benefit the whole referee
community inthe long run. We will continue to work to provide you with more efficient tools and
resources, aswell as better support, as we know you will continue to do the same for our referees.

Thank you for taking the time to familiarize yourself with the Learning Center. Please reach out to
referee@ussoccer.org if you have any guestions.

Sincerely,


mailto:referee@ussoccer.org

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. Thisis 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

Option1
Navigate your web browser to learning.ussoccer.com

1.

2. Intheupper right-hand corner, click [SIGN UP]

3. Inthe 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?

1. Navigate your web browser to learning.ussoccer.com/referee/

2. Intheupper right-hand corner, click [SIGN UP]

3. Complete the Sign Up form and click [SIGN UP] in the bottom right-hand

corner


http://learning.ussoccer.com

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 [| HAVE HELD A U.S. SOCCER REFEREE LICENSE BEFORE]. This will take the
User to the Image below:



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 alater 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:



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.




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.



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

Option1
Navigate your web browser to learning.ussoccer.com

1.
2. Intheupper 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]
Continue to Completing a Profile below


http://learning.ussoccer.com

Option 2

1.
2.
3.

4,

Navigate your web browser to learning.ussoccer.com/referee/

In the upper right-hand corner, click [LOG IN]
Enter your username and password in the window that appears and click the green [LOG IN]

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

-




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:

Vi.

Basic User Info: Name, USSF ID Number, Date of Birth

Contact Details: Email, Phone Number, Address

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).

Background Screening: displays the status of any NCSI background screenings.
Safety Certifications: displays certifications awarded for the completion of safety
assignments: SafeSport and Introduction to Safe & Healthy Playing Environments.
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.



Missing License Information

For assistance locating missing U.S. Soccer Referee Program license information:

1. Click [MISSING INFORMATION?]
2. Inthewindow 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 amember of the U.S. Soccer Referee Program staff.

Once amerge has beeninitiated 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
inone location on one platform. One important portion of these requirements is Risk
Management. Risk Management includes the SafeSport and Background Screening
requirements. As areminder, 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 onpage 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
thereferee

3. Where canthe 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. SignUporLogIntothe 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 s 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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1.

8.

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

In the next window, review the Disclosure Regarding Background Screening statement, check
the box next to “l have read and agree to the Background Screening Disclosure above.”, then
click [CONTINUE].




9. Fillinallrequired 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 “l have read and agree to the above Acknowledgement and Authorization Acceptance.”,
thenclick [CONTINUE].

1. Confirm allinformation is correct, then click [PROCEED TO PAYMENT].




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.



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
areferee 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
inreferee 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 areferee 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 turn18, 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 areferee 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 turn18.

If arefereeisunder 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 turn18.
They will only have a10 day grace period to complete it once they turn18. Once they turn18, they
get anemail 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
Allmembers of the referee community who are 18 years old or older must hold a SafeSport

Certification. Thisis mandated by Congress and there are no exceptions.

How to see if a user is SafeSport Certified:

1. Gototheir Learning Center Profile
2. Look for “SafeSport Trained" in the SAFETY CERTIFICATIONS section.

3. Userswhodonot see “SafeSport Trained,” proceed to sections
below.

Users who have not completed a SafeSport Certification
1. Goto[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. Inthe Safety Certifications section, click [I've Already Done SafeSport]

2. Inthe window that appears, enter unique identifier found at the bottom of your SafeSport
Certificate (see below for help locating a certificate)

25



3.

4,

If there is a match, a green box will appear. Confirm that the first and last name match the
user's, then click [YES]

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. Enteryour logininformation then click [Sign In]

3. Click [MENU] > [SafeSport Trained]

27
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4, Click the [Certificate] button to download your certificate

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

5. UsetheID Number to complete the steps under “Adding previously received SafeSport
Certifications" above

Adding U.S. Soccer Membership to your SafeSport Profile
1. Gotowww.safesport.organdsignin

28
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2.

3.

From your Learning Dashboard, click [Edit Account]

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.

.

b.
1.

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

Click [Save]
Complete “Adding previously received SafeSport Certifications” section above
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COURSES

If you are the primary state administrator running courses and working to register referees,
this section will be most useful to you on a day to day basis. It will provide you with step by step
instructions on how to create courses, how to manage courses and registrations, grade
assignments, share resources with your referees, and walk your referees through the
registration process. We encourage you to become familiar with this section and share parts of
it with your instructors.

Creating Courses
State Administrators have the ability to create and manage courses in the Learning
Center. To create a new course, State Admins should:

1. Logintoyour Learning Center Profile
2. Click [Courses]
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3. Click [+ CREATE COURSE]

4, Build the course by completing the appropriate fields:

a.

oo

Title: Name of the course that is visible to users on the course schedule

Tip: Use dates/locations to keep course titles unique.
For example: Recertifying Grassroots | Topeka, KS | March 4th, 2021

Curriculum: The options will be preset and defined by U.S. Soccer for your choosing. The
curriculum you select will be determined by the course you are creating

For example: Regional 2021, National Emeritus 2021

Host: State where course will take place.

Remote: Indicates an online course with no in-person requirements

Course Status: Current status of a course.

V.

V.

Vi.

Scheduled: Course has been created and is visible on the Available Courses page to
the public. Registrationis not yet open or possible.

Registration: Course has been created, is visible and users can sign up/register if
eligible.

Waitlist: When a course has hit its candidate limit, the status will change to Waitlist to
allow users to add themselves for consideration if a spot opens up.

Closed Registration: Sign-up appears as closed to the public on the course schedule.
Completed: All activity within the course has been finalized.

Canceled: Course has been canceled by a state administrator (ex: weather, lack of
candidates). All registered users will be automatically notified. Any transfers or
refunds must be completed manually.

V|S|b|||ty If the course will be published, accessible or hidden upon completion.

Published: Course has been created and is visible on the Available Courses page to the
public. Course status will determine if registrationis possible.

Hidden: All courses have unique URLS, but hidden courses will not be available via the
Available Courses menu. The course registration page can only be accessed with the
proper URL which would be the responsibility of the host to distribute. This may be
relevantif you are hosting a private course.

Offline: Only administrators can see the course. You may want a course to remain
offline because the course is not ready to be posted or viewed by the public.
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Course Group: Unchecking this box deletes the Course Group and all shared materials.
Contact Details: The email referees should contact with questions about the course.
Course Details: State-specific information about the course. This can include what to
expect, items to bring, logistics, etc. Details may be listed in English or Spanish.
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n.

Registration: Set the start and end dates for course registration. If the candidate limitis
reached before the end-date, the course status will automatically be updated to Waitlist
(see “Course Status” above).

Candidate Limit: Number of registrants system will accept before automatically moving
to waitlist. This can be increased or decreased after opening registration. If you leave it
blank, then it will allow an infinite number of registrations. If you fill in a number, it will cap
registration at 1000.

Shirt Size: For courses where t-shirts will be provided, prompts users to provide shirt
size when registering for a course

Course disclaimer: State-specific details or information candidates must acknowledge
and accept before completing registration.

Please note: U.S. Soccer policies and waivers do not cover states.

Course Policies: Lists U.S. Soccer course policies
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Cancellation policy: Optional but recommended that states implement and oversee their
own cancellation/refund policy. The cancellation policy will appear on the details page
before sign-up.

Price packages: State fees associated with the course. This includes state’s portion of any
registration fees and any other added fees. State does not need to include USSF portion of
registration fees in price packages. USSF will add.

Course administrator(s): Only users assigned admin status from USSF can be added to
the course as an administrator. Admins can be added or dropped after creation.
Instructor(s): Only users assigned the instructor role by the state administrator can be
assigned to the course. Instructors can be added or dropped after creation.
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Course Meetings & Location

After a course has been saved, Admins may add course meeting date(s) and

location(s):
1. Gotothe Course Editor page.

2. Click [Course Meetings & Locations] > [ADD COURSE MEETING].
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3.

4.

Complete the appropriate fields:

If the course has only one meeting, continue to Step 5.
If the course has multiple meetings:
a. Click [Add Meeting Location].
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b. Complete the appropriate fields.

c. Check the [Primary Location] box next to the appropriate meeting. The city value of the primary
location of the first meeting will determine what city is listed on the available courses schedule.
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5. Click [Save Meeting]. Dates and location will now appear with the main course info.

Navigating Course Tabs: Admin View

1. Course Details
a. Meetings: Displays date(s) and location(s) of in-person course elements. Recertification
courses will not have this section.
b. Course Details: course-specific information candidates need to know prior to
enrollment.
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2. Candidates: Shows all candidates enrolled in the course.

a. Unassigned Candidates: Enrolled candidates who have not yet been assigned an
instructor to grade assignments. Assign candidates to instructors by clicking and dragging
the candidate name to the instructor name.

b. Instructor Names: List of course instructors and the candidates that have been assigned

tothem.

3. Group Members: Shows all individuals associated with the course, leaders and candidates.
a. Click onaname to view profile and setting information on the right side of the page
b. Click [+Create a New Sub-Group] to create smaller groups of candidates. This tool could be
utilized for smaller group assignments and communications.
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4. Resources: Lecture materials universal to all courses. These cannot be changed.

®© o0 To®

Referee Profiles by license level
2020/21 Laws of the Game

Referee Program - Standards of Dress
Referee Pocket Guide

2020/21IFAB LOTG Changes

Schedule: This tool is still being developed. Do not use at this time.
Roster: Shows each Instructor and their assigned candidates Click [Download] to download a

roster.

a.

Assignments: View, complete, or check the status of course assignments

Assignments vary by course, but for First Time Grassroots referees there are four

online module assignments:

i.  Online Grassroots Referee Module

ii. The2021Grassroots Referee Quiz

iii. 2021 Introduction to Safe and Healthy Playing Environments

iv. 2021 SafeSport Training for referees 18 and over. The assignment will display as
complete for all referees under 18.

Some assignments are known as universal assignments. This means the candidate's

progress on them will be synchronized and transfer across multiple courses, if

applicable. Universal assignments are SafeSport, Introduction to Safe and Healthy

Playing, and the online grassroots course module. At this time, quizzes are specific to

each course and need to be completed in each online course classroom. If a universal

assignment is completed in a different course, the assignment progress will be listed

as Satisfactory with a white bar underneath it rather than a submission date and time.
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c. Clicking the candidate's assignment will show you additional information regarding the
assignment, allowing you to see what the candidate submitted or how much they have

completed.

8. Library: Use this tool to upload additional resources to support candidates. For example, some
states have used this to upload concession tests, video resources, and state administrative

information.

9. Communication : This tab allows for group communication between the entire class as well as

smaller group communication.
a. Hereyou can share course information to the candidates, as well as upload files

b. Anyfiles that are uploaded, will also display in those users’ Library tab
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10. Evaluations: Displays all course candidates and their current status within a course.

a. Click onauser's name to open their course evaluations on the right

b. Assignmentsthat are automatically graded will automatically show the green circle filled in
(2021 0nline Grassroots Referee Course, Grassroots Re-Certification Quiz, Intro to Safe and
Healthy Playing Environments, SafeSport Training)

c. Assignments that are not automatically graded include field sessions, fitness tests, game
assessments, and game number requirements. These assignmentshave tobe reviewed and
graded by a course instructor

d. Saving evaluation progress will allow you to return to the candidate’s evaluation

Finalizing a candidate’s evaluation will allow you to pass or fail the candidate
f. Passing a candidate will automatically grant them a referee license

(O

11. Bulk Evaluation

a. Ifyouwishtograde multiple users at one time, you will want to use the bulk
evaluation tool. As areminder, the instructor must finalize all candidates in the
course before alicense isissued, with the exception of the Grassroots
Recertification course (as the license requirements are all online and
automatically graded by the system).
Log into the Learning Center
Go to the course you are grading
Click Evaluations
Click Bulk Evaluate

®© o o0T
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f. Check the box next to all the candidates you wish to grade as "Passed".
i. Note: You will not be able to pass anyone who has not completed all of the
online assignments already.
ii. Note: If you finalize someone in error, you will need to reach out to the
referee to notify them it was an error and contact USSF Admins to fix
their status in the course and remove the license that was issued.

g. Click Finalize
h. Click Confirm Evaluation

Navigating Course Tabs: Candidate View

Candidates will see the following course navigation tabs:

1. Course Details:
a.  Anoverview of the course, including important information you need to know prior to
completing the course
b. Thecontact details for the course administrator as well as the name of instructors,
and the location of any in person components.
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2. Resources: Lecture materials universal to all courses.
g. RefereeProfiles by license level
h. 2020/21 Laws of the Game
i. Referee Program-Standards of Dress
j. Referee Pocket Guide
k. 2020/21IFABLOTG Changes

5. Assignments: View and complete course assignments.
a. Assignments vary by course, but for grassroots referees there are four:
i.  Online Grassroots Referee Course
ii. The?2021Grassroots Referee Quiz
jii. 2021Introduction to Safe and Healthy Playing Environments
iv. 2021 SafeSport Training for referees 18 and over. The assignment will display as
complete for all referees under 18.

b. Alluniversal assignments will transfer progress between courses; other assignments,
such as the quiz, will not transfer between courses. At this time, quizzes are specific to
gach course and need to be completed in each online course classroom.

c. Assignments can be completed inany order, though we recommend the background
check be completed first for those 18 and older.
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4, Evaluations: Here you will see the final grade of each of your assignments as well as any
comments left by your instructor

Adding Documents to a Classroom Library

The library of a course classroom is a great place to put supplemental resources that instructors
and administrators may like to share with their candidates. Here are some things you should know
about the library tool and how to add resources to a library within a course classroom:

1. Youcanonly add resources to a course if you are a course administrator.

2. Resources do not automatically populate all classrooms within a course. If you want a resource
in each classroom, evenif you are copying the rest of the classroom, you will need to manually
inputit.

Toaddresources to aclassroom library:
1. Gotothecourse page.
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2.

3.

Click [Library].

Click [Videos] to add a video file, or [Files] to add any other type of file.
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4, Click [CHOOSE FILE TO UPLOAD] or drag and drop the desired file into the highlighted area.

5. After afile has been uploaded, check the box next to [Share with the whole group] so everyone
in the course can see it. If you select [Share with sub-group], resources will only be shared with
a select few members of the course.
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Managing Registration

Users: Signing Up for a Course
1. Hover over [COURSES] > [AVAILABLE COURSES]

2. Select [License Pathway] or [Supplemental Courses] based on the course type needed. Select the
appropriate course, then click [Go to Course List].
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3. Confirmthe correct State Referee Committee is listed under HOST. If not, select the appropriate
one. We suggest using the Host search too, rather than the Location search tool for best results.

4, Select the appropriate course from the list that appears, then click [Course Details].

5. Click [Proceed to Registration]

6. Complete the required registration information and click [Proceed to Payment]
1. Complete the payment information and click [Pay Now]



Users: Viewing Assignments
1. Hover over [Courses]
2. Goto[MyCourses]
3. Goto[GotoClassroom]
4, Goto[Assignments]
a. Intheassignments tab you can view and complete all of your course assignments.
b.  Once you complete all your assignments, attend your in-person portion (if
applicable), and your instructor finalizes your course evaluation, your referee license
will be generated and viewable in your profile. Your badge will be distributed by your
State Referee Committee.

Breakdown of Available Courses Page
1. License Pathway: In order to view a course list of each level of the license pathway, the user will
need to select the desired course level and then hit [Go to Course List].

a. National Courses —hosted and operated by the U.S. Soccer Referee Program.

b. Regional Courses —courses at this level are scheduled and operated by State Referee
Committees.Eligibility and national course requirements for this level are outlined when
you select [Regional Courses] under the License Pathway section.

c. Grassroots: Re-certifying Referees — Courses at this level are scheduled and operated by
State Referee Committees. Eligibility and national course requirements for this level are
outlined when you select [Grassroots - Re-certifying Referees] under the License
Pathway section.

d. Grassroots: First-time Referees — For users who have either, never been certified as a
USSF referee, or have let their license lapse for three certification cycles or greater, then
they will need to register for courses at this level. These courses consist of an online and
in-person component. The State Referee Committees schedule and operate the in-person
component when certifying new referees.



2. Supplemental Courses

o

Background Screening
i.  NCSIBackground Screenings are required for any user age 18 and older, and must be
cleared prior to any course registration. Selecting this option will take you directly to
the page where a user caninitiate an NCSI background screening. These screenings
are valid for two years.
b. SafeSport
i.  SafeSportisarequired assignment for users age 18 and older.Selecting this option
will take you to a page that summarizes the assignment. In order to begin this
assignment, the user will need to select [Start SafeSport].
c. Introto Safety
i.  Introduction to Safe and Healthy Playing Environments is a required assignment
towards certifying as a USSF referee. Users will not be able to access this assignment
until they have submitted the NCSI background screening.Users can select the [Intro
to Safety] and then [Start Intro to Safety Course] in order to begin this assignment.
d. Futsal Courses
i.  Clicking on [Futsal Courses] will bring users directly to the available Futsal courses
offered by their State Referee Committee.
e. Instructor Courses
i.  Using this selection will drop down two options:
* Regional Courses - selecting this option will bring users to the available Regional
Instructor courses hosted by the State Referee Committee
* (rassroots Courses - selecting this option will bring users to the available
Grassroots Instructor courses hosted by the State Referee Committee
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f.

©

=

Assessor Gourses
i.  Using this selection will drop down two options:
* Regional Courses —selecting this option will bring users to the available Regional
Assessor courses hosted by the State Referee Committee
* (rassroots Courses - selecting this option will bring users to the available
Grassroots Assessor courses hosted by the State Referee Committee
Assignor Courses
i.  Using this selection will drop down two options:
* National Courses — National Assignor courses are created and hosted by the U.S.
Soccer Referee Program.
* (rassroots Courses — Selecting this option will bring users to the available
Grassroots Assignor courses hosted by the State Referee Committee
Emeritus Referee Courses
i.  Using this selection will drop down two options:
* National Courses - selecting this option will bring users to available National
Emeritus Courses hosted by the State Referee Committee
* Regional Courses —selecting this option will bring users to available Regional
Emeritus courses hosted by the State Referee Committee
Referee Coach Courses
i.  Selecting these courses will bring you to the available Referee Coach courses.
These courses areonly operated by U.S. Soccer at this time.
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Admins: Managing Courses
State Admins have the ability to manage courses from within the Learning Center. To do so:

1.
2.

Login to the Learning Center and click “COURSES”
Click “SUPERVISED COURSES" to view all courses to which you have been assigned as a

supervisor

3.

Click the course you want to manage to view the classroom. You will see the following sections:
1.

Course Details Tabh: Information and details added by the state during the creation of the
course. These details are visible before the user signs up and also included in the live
classroom environment.

Candidates Tab: All registered candidates and assigned instructors will be visible on this

tab. Candidates can be assigned to an instructor (not required) if desired to provide a

more direct point of feedback.

Group Members Tab: Includes a list of course candidates and instructors. Instructors can

group candidates if desired to support direct communication with candidate groups.

Resources Tabh: A universal set of resources that are provided to support the experience

asareferee at thislicense level. U.S. Soccer organizes and assigns these standardized

resources based on license level (ex: all GR courses have the same resources).

Assignments Tab: Shows the required assignments for that given course/curricula.

These assignments are organized by U.S. Soccer and standardized for each license level.

Assignments may be manual (requires review and grading by an instructor) or automated

and graded based on satisfactory completion.

a. Assignment Statuses
i.  Notyet submitted: Assignment not started
ii. Draft: Assignment started but not completed
ii. Submitted: Candidate has turned in a version of the assignment
iv. Revision Requested: Instructor has returned the assignment to the candidate for

revisions. Candidates must revise and resubmit.

v. Satisfactory: The submitted assignment has been deemed satisfactory by the
systemor instructor.

vi. Unsatisfactory: Requirements of the assignment have not been met based on
quality, timing or manner in which the assignment was completed. Failing an
assignment leads to failing the course.

b. SafeSport: SafeSport has been integrated into the Learning Center as an assignment
and standalone course module. Users 18+ years of age are required to complete their
SafeSport Training. The system will recognize users under the age of 18 and
automatically mark the assignment as satisfactory as they are not required to
complete SafeSport.

c. Introduction to Safe and Healthy Playing Environments: addresses topics such as
concussion awareness training, emergency action plans, CPR, cardiac arrest and other
areas of importance. This is an automated assignment that is marked as satisfactory
upon completion.

d. Quizzes: A quiz will be included for each course. This quiz will be multiple choice and
graded automatically by the system. Copies of the quizzes will be provided in .pdf form
to the states asaresource and reference.
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6. Library Tab: Thisis a place where course or state specific resources can be shared. Files
(.pdf, .ppt, .doc, .xIs, etc.) and videos can be share for all candidates or subgroups of
candidates to access.

7. Communications Tab: This is an area where the course (instructors, administrators and/
or candidates) can communicate, share updates/information and post files. Any files that
are shared are automatically stored in the course library for future access. Candidates
have the ability to turn on email notifications which are sent daily to notify the user if
communication has taken place over a 24-hour period.

8. Evaluations Tab: This is where an instructor can enter and/or view final grade(s) for the
required course criteria. This will operate as a traffic light system (red light = fail, green
light = pass). Additional evaluation criteria beyond assignments can exist. For the GR IP
course, you will notice an “Attendance and Participation” evaluation criteria. This will be
graded at the state's discretion based on the candidate meeting course expectations.
Thereis also a bulk evaluations function, as detailed earlier in the manual.



Cells Not Lining Up
Ifyou are reviewing assignments in a course and the cells do not appear to line up correctly, these

steps may help.

1. Firstclick onanyone's profile and check if your screen shows Profile and a + signnext toit, asin
the screenshot below. If it looks like this, it means the platform thinks you are using a tablet/
phone/alternate device, other than a computer. This can cause issues with the cells lining up.

2. Ifyourscreen does look like this, use your mouse to change the size of your web browser
window by moving your mouse over a corner of the web browser and expanding or minimizing
the window. If done successfully, your view will change to reflect the normal view as seen here:

Grading Assessment Assignments

1. Openthe course you need to grade and select [Assignment]and then click on the submitted
assignment you plan to grade. In this example, we will selectthe referee’'s Assessment
assignmentin blue.




2.

3.

Now you should see the following screen. Please verify that the referee’s nameis listed and that you
have selected the correct assignmentto review.

For the assessments assignment, you will need to click and open each file the

participant has uploaded. This is to help verify that their upload was done successfully. When
you click on the uploaded file to openit, the system will openit as a “new tab’in your web
browser.

Once you've reviewed the file, you may close that tab and return to the original assignment
review page, as seen in the screenshot below. Now select “Save and Confirm” either on the
left side of the screen or at the bottom of the page.
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The “Confirm Evaluation” pop up box should appear. Click the drop down button under
“Assignment Result” to change the assignment's status as needed. Three options should
appear: Unsatisfactory, Satisfactory, Revision Requested. Once you have selected the
correct result, click [Confirm Evaluation]. Then click [Save and Confirm] once more.

Note: If you did NOT open each file upload, the system will only list “Revision requested” as an
option and you will not be able to mark the assignment as “Satisfactory”.




Evaluating Candidates in a Course

1. Openthe course you need to evaluate and click the [EVALUATIONS] tab. A list of the candidates
in the course will be displayed along with a status below their name.

2. Select the candidate you would like to evaluate. The candidate's name will appear on the right-
hand side of the screen.

a. Assignments that are automatically graded will display a green circle upon
completion(Online Grassroots Referee Course, Grassroots Re-Certification Quiz, Intro
to Safe and Healthy Playing Environments, SafeSport Training)

b. Assignments that are not automatically graded (Field Sessions, Fitness Tests,
Assessments, and Game Number Requirements) will need to be manually marked as
complete.

c. Instructorsand Course Administrators can manually grade candidates by selecting the
greencircle when a candidate has completed a requirement



d. Saving evaluation progress will allow you to return to the candidate’s evaluation

e. Finalizing a candidate’s evaluation will complete the evaluation process
f. Instructors and Course Administrators can pass or fail a candidate. Passing a candidate will
automatically grant this user alicense



REPORTS

Thereports toolin the Learning Center is intended to help state administrators manage their
state's registering referees more efficiently, at all points in the registration process. This
section will provide examples of what reports you can run and how they may be useful for an
administrator. As we continue building out the reports tool in the Learning Center, we will
work to update this section of the manual.

Running a Report

1. Afterlogging into the Learning Center, click [Admin] > [Reports]
2. Click [RUN REPORT] next to the report you would like torun
3. Inthe pop-up window, complete any empty fields and click [RUN REPORT]
Note: reports may take several minutes to download depending on the size of the report.
4. Thereport downloads as an Excel.csv file. Once opened, you may sort and filter as
needed.

Things to Know About Reports

1. Reportsare updated inreal time. If a user’'s statuses changes on any assignment, in a course
or with their background check it will update within seconds.

2. Thespinning white circle is normal, please be patient.

3. Ifyoudonoputinastart date and end date for reports that allow it, it will pull a report for all

time.

4, Thelarger the amount of data you ask the report to pull, the longer the report will take to
download.

Types of Reports

* Admin Report: This report will download a list of administrators for your state.
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Background Check Report: This report will tell you the various statuses that areferee
might be inregarding their Background check. You will see possible statuseslike:clear,
flagged, canceled, pendingverification or awaiting result. Please reference the background
check FAQ for more details on these statuses.

Course Details Report: This report will tell you all of the details about different categories of
courses you have run. You must choose which type of course (grassroots re-certification,
regional, instructor etc.) and it will tell you the course information for every course of that type
you haverun.

Course Overview Report: This report details every type of curriculum you have run froman
overview. You can see how many people per curriculum have completed, transferred, canceled
etc.
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Discount Code Report: This report will show you every discount code your state referee
committee has made and if it has been redeemed and for what course. Thisis a great way to
see every discount code andit'sstatus instead of going into each course and checking. If you
have questions on how to create a discount code, please reference the discount code how-

to.
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* Grassroots Online Course Report: This report will show everyone who has started the online
grassroots referee module. If they have completed the course it will say Satisfactory, if they are
still taking the course it will show them as Ongoing.

* Instructor Report: The Instructor report gives you the details of every person who has
instructor status in the Learning Center. As areminder, instructor status has to be assigned to
anindividual under the account page of their profile. Holding an instructor license does not
automatically grant youinstructor permissions. Instructors are also visible outside of their
home state. There are no geographical limitations to the instructor status.

* 0Ongoing Candidates Report: This report returns all candidates, who are not evaluated, for
courses that ended at least two weeks ago.

* Payment Report: Thisreport generates a.csv file including information about all credit card
payments with captured amount.
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* Payment Summary Report: This report will show you the sum total of payments made
through the Learning Center. This is a brief snapshot and you will receive more detail by running
the Payment Report.

* Referee License Report: The Referee License Report allows you to track all licenses issued by
the Learning Center. Please note: if you run a report by any of the categories below except for
By License Issuer, you may see officials on the report that are no longer registered in your
state.
* AllLicenses - Shows every license ever issued by the State Referee Committee.
* Highest Licenses —Shows the highest license issued to an individual.
* Single License - Shows all of the licenses issued by a specific license level (Instructor,
regional, grassroots etc.). You can also filter this by a specific time frame.
* License Issuer —Shows licenses that were issued by your state in the year that you
choose for the filter.



Safety License Report: Safety License reports will show you the status of your referees
SafeSport or Introduction to Safe and Healthy Playing Environments assignments.




PAYMENTS

The payment section provides step by step instructions on how and when to refund a referee
for acourse registration fee, including the difference in the state portion and the U.S. Soccer
surcharge portion. It will also highlight how to provide discount codes for a course feg, in
applicable cases.

Discount Codes

State Administrators may create discount codes to allow Lifetime Members to register for a
course free of charge.

To create a discount code:

1. Navigate to the page of the course in question
2. Click the “DISCOUNTS" tab
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3. Fillin“Title", “Description”, check the box to make the code “active”, and fill in “Quantity”.

a. Quantity ishow many referees can use this code. If only one lifetime member is registering
for this course you should put in the number 1, o only one person can use the discount
code.

Titleis the how the discount code will display

Ex. “Joe Smith - Lifetime Member”

Description is any more details you would like to provide regarding the code
Ex. “Joe Smith, Lifetime Member Instructor Course”

You must click “active* for the code to work

SO o0 o

4. Click [SAVE]




1.

Two boxes containing the same 6-8 digit code should appear at the bottom of the page. The
6-8 digits are the discount code.

To share the discount code with the Lifetime Member, you may copy the code from the
bottom box.

To create areport showing all the Lifetime Member discount codes you have created, click
“Admin” > “Reports” > “Discount code report”




Cancellations and Refunds

If someone, for whatever reason, decides that they would like to cancel their enrollment in a course,
and refunded their course fee, please follow the below steps.

Note: This is does not apply if someone has already completed their requirements and is
marked as “Completed” under registration status.

Removing someone from a course
1. Gotothe page for the course in question and click “Course Editor”

2. Click [REGISTRATIONS]

3. Click the down arrow next to the candidate’s registration status, then select [Canceled]
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4,

In the pop-up, click [YES] to confirm you want to change the candidate’s status
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Processing Refunds

1.

Request arefund on the User's behalf:
a. Fromthe “REGISTRATIONS" page, click [SHOW PROFILE] to go to User's profile

b. Click [PAYMENTS] > [REFUND]
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c. Complete the fields in the “Refund Request” pop-up:
i.  Amount -the amount you would like to be refunded, up to the total amount of the State Fee
associated with the particular course.
ii. Refund Surcharge —check this box to refund the surcharge amount paid to U.S. Soccer
ii. Reason-—selectareason for the refund request from the dropdown menu
iv. Date of request —input the date on which the request is submitted
v. E-Mail -input an email address to receive communications related to this refund request

d. Click [REQUEST REFUNDI; continue to “Approve the User's refund request" below.
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2. Approve the User's refund request:
a. LoggedinasanAdmin, click [Admin] > [Refunds]

b. Nexttoname of the User in question, select [ACTIONS] > [APPROVE]

c. Click [SAVE]
d. Thiscompletes the process associated with the State Fee. A U.S. Soccer Referee Program admin will
review and approve refunds of amounts paid to U.S. Soccer. This typically takes a few days
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TRANSLATED RESOURCES

Here you will find a list of which course assignments have been translated and in which
language. It will also show step by step instructions on how to access the translation. As we
work to build out our translations for assignments, we will continue updating this section of

the manual.

SafeSport — English, Spanish, French
This module is available in English, Spanish, and French.

1. Hover over [Courses] > [Available Courses]> [Supplemental Courses]> [SafeSport].
2. Click on [Spanish] to translate the text listed on the Available Course page.

3. Click [START SAFESPORT] or [RESUME SAFESPORT]
4. Click the dropdown arrow by “English” and select the preferred language.
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Introduction to Safe and Healthy Playing Environments - English, Spanish
This module is available in English and Spanish.

Locate it within the assignments tab of a course or by clicking on [Courses] then [Available
Course], and then [Intro to Safety].

1. Hover over [Courses] > [Available Courses] > [Supplemental Courses]> [Intro to
Safetyl.
2. Click on [Spanish] to translate the text listed on the Available Course page.

3. Click [STARTINTRO TO SAFETY] or [RESUME INTRO TO SAFETY]
4, Select the preferred language in the pop up box.
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LEARNING CENTER TOOLS

This may be the second most useful section on a day to day basis. It will outline basic
troubleshooting techniques for the referee, how to use the search tool as an administrator,
and where to look for more information or frequently asked questions, as both a referee and
an administrator. We would recommend reviewing this section so you are familiar with what
additional support documentation and resources are available on the Learning Center. More
importantly, we recommend visiting the FAQ page or posting it on your website for referees to
reference.

User Search Tool

1.

2.

Navigate to the Learning Center and log
in.
Click [Admin] > [Users]
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3. Onthe “Manage Users" page, toggle search filters on/off by clicking [FILTERS]

4, Search for Users using any combination of the available filters:
First Name

Last Name

Email

USSFID

City

State

Birthday

Phone

= (e R N =
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Search Tool Tips

1. Search using multiple filters to narrow your results.

2. Clearyour search terms and start a new search, hit [clear]. This will remove the terms you
have been searching by and allow you to start searching for a different referee. If you do not
clear all search factors between searches, it is possible you will incur the wrong search
results.

5. Thesearch tool will display 20 profiles per page. We suggest adding more search factors if you
have more than 20 results. However, if you are not able to limit the results further, you can scroll
down to the bottom of the page and click either the next arrow or the next page number.

4, Click [DETAIL]" under a User's name to view their profile
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a.

Note: at this time, if you click on [Details] to view a profile and then hit [back] in your web
browser, it will NOT save your search results. You will need to search those results again.
To avoid this, when you click on [Details] you can right click on [Details] and select [Open
in new tab]. This will open the referee’s profile as a new tab, so you can maintain your
search results without having to type in the search factors again.

Note: search result numbers will vary based on your state permission levels and the number
of referees who join the Learning Center in the future.

State Administrators are only able to view users with profiles related to their state. Profiles
are associated with states based on three criteria:

1
2.
3.

4,

Address in Learning Center profile listed in SA's state
User currently holds a license issued by the SA’s State Referee Committee
User has previously held a license issued by the SA’s State Referee

Committee
Has taken or is taking a course held by the SA's State Referee Committee



Chathot

The Chatbot is a new feature as of January 2020. We are consistently working onimproving it and
the types of questions it is capable of answering. If you are not getting the answer you need via
the Chatbot, please click “Search FAQs" and go to the FAQ page to search by key words for the
appropriate FAQ.

To access the Chatbot:
1. Loginto the Learning Center and navigate to the Referee Program page.

2. Click [FAQS] at the top of the page; this will take you to the Chatbot page.




3. Ask the Chatbot a question by:
Typlng your question in the field labeled “Type Message” then hitting [SEND]

a.

You may ask a variety of questions and the Chatbot will search our FAQs to provide the
correct answer.

If the Chatbot needs more information to answer your question, it may suggest
search topics.

If the Chatbot still cannot answer your question, it will direct you to the FAQ page. This
canoccur based on the way the question was phrased or because thereisnot an

FAQ built for this question yet. We always recommend clicking on [Search FAQ]
before emailing U.S. Soccer Referee Department, as often the answer is already
there, evenifthe Chatbot was unable to locate it.
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b. Clicking on one of the selected topic options
i. Findacourse
ii. Contacta State
iii. Missing Licenses
iv. Somethingelse
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FAQ
Learning Center Frequently Asked Questions may be found here:

https://ussoccerfederation.force.com/lcsuppart/s/

Alternatively, login to the Learning Center and click “FAQ" at the top of the Referee Program page.

Click “[Referee Program] to browse FAQ topics, or use the search bar to find individual topics.
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Troubleshooting
If you encounter continued errors, glitches and loading issues in the Learning Center, please try the
following steps to resolve the problems:

1. Clear your browser history, cache and cookies. Please viewthis articlefor instructions on how to
dothis

2. Make sure you have the latest version of your web browser

3. Besuretouse adesktop computer or laptop. We do not recommend using phones, tablets or
mobile devices

4. Tryaccessing the content on a different internet connection

Contact referee@ussoccer.org with additional questions or concerns.
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