
  
 

CLUB ADMINISTRATOR RESOURCES 
Register Coaches, Managers and Club Staff with US Club Soccer using Roster Builder 

 
**Once club staff are affiliated with a US Club Soccer club, the staff member can begin working 
on his/her requirements immediately. You do not need to purchase a membership to initiate the 

process, but will have to purchase a membership in order for the staff to have an eligible 
passcard and show correctly on the roster, match card, etc.** 

 
Process for Coaches and Managers 
 
Step 1: Populate your Club account with Coaches and managers via one of the following steps: 
​  

1)​ Upload Coaches and Managers via CSV 
2)​ Manually create a Coach or Manager 

 
Step 2: Make sure the coach profiles are both affiliated with US Club Soccer and have a “US Club 

Competitive” level set. (The US Club Competitive TCSL designation is being phased out, this will 

be updated in bulk once the change is made) 
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https://support.gotsport.com/uploading-coaches-us-club
https://support.gotsport.com/uploading-managers-us-club
https://support.gotsport.com/as-a-club-admin-how-to-create-or-add-a-coach-into-a-club
https://support.gotsport.com/as-a-club-admin-how-to-create-or-add-a-manager-into-a-club


  
 

Once the coach is affiliated with US Club Soccer he/she will be able to complete requirements 
from within their own user profile. 
 
Step 3: Add coaches and managers to team rosters using the “Twin Cities Soccer Leagues | 
2025-26 US Club Soccer Registration/Passcards & Rosters” event in Roster Builder and pay for 
staff memberships. 
 
Coach and Manager US Club Soccer Registration - Detailed Steps 
 
Process for other club staff 
 
All club staff that can be construed to be in a position of authority over or with access to player 
data must be registered with US Club Soccer and complete all requirements. 
 
Find information on other club staff required to be registered with US Club Soccer here. 
 
Step 1: Create the needed staff and board of directors roles in the Users tab of your club’s 
GotSport account. 
 
Step 2: Select the individuals you wish to register with US Club Soccer from that list, this pulls 
up the “register” bulk action that lets you submit their registration. 
 
Step 3: Navigate to Club Management : Registrations to purchase those memberships. 
 
Other Club Staff US Club Registration – Detailed Steps 
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https://support.gotsport.com/submit-and-pay-for-your-competitive-players-and-staff-us-club
https://usclubsoccer.org/staffregistration/whomustregister/
https://support.gotsport.com/submit-and-pay-for-us-club-soccer-staff-memberships-for-your-org-admins/other-individuals-without-a-coach-or-manager-role

