Creating a ProctorU Account For the
Online ServSafe Food Protection Manager Exam

IMPORTANT:

» You must create this account to schedule an exam appointment.

» On the day of the exam, you will need to sign in with your username and password to
connect with a proctor and take the exam.

To create a ProctorU account, please visit https://go.proctoru.com/registrations and follow the steps

below.
@ go.proctoru.com/registrations
Step
| Are you a...
Click on the
"Test-Taker" button. -—) Instructor
< C & go.proctoru.com/student
Step =
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Create an Account

Fill out the Enroliments
registration form with
your details and
select “ServSafe” as
your institution.

Institution * l Select an institution

Name %

First name *

Last name *

* Please make sure to fill in the required fields marked with a red asterisk on the registration form.


https://go.proctoru.com/registrations

Step

Account

4 Username *

Email *

% Password *  seerrernseenne

Here is where you will
create a username
and password to e B

access your account.

Please save or write down your username and password and have it available the day of the exam.

Step

Balance: $0.00 My Sessions My Ca-to My Orders  Support &

Please answer the following question to continue.

Are you an EEA citizen and/or a current

. i ?

You will need to answer EEA resident?
the following question to

continue. EEA stands for

Yes No

Please Note: The European Economic Area (EEA) comprises all of the countries of the European
Union (Austria, Belgium, Bulgaria, Croatia, Cyprus, Czech Republic, Denmark, Estonia, Finland,
France, Germany, Greece, Hungary, Italy, Latvia, Lithuania, Luxembourg, Malta, Netherlands,
Poland, Portugal, Republic of Ireland, Romania, Slovenia, Slovak Republic, Spain, Sweden, United
Kingdom) plus Iceland, Liechtenstein and Norway.

If you are a resident/citizen of the United States, you should answer “No” to this question.

If you are still unsure what to select as your answer, please contact ProctorU directly at 1-855-772-
8678.



Step

Once you see this page,
you are done creating the

account.

Step

i § My Sidsions. My ,.o My frs Support O
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Hawve Questions? Test Your Equipment Schedule New Session
ACTIVE EXAMS DATE 8: TIME STATUS ACTIONS
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Hello Sample Student! Welcome to ProctorU.
Your username is llRGG—"
Please confirm your account by clicking the following link:

http://go.proctoru.com/confirmations/2d7GkFXwMnt544ivleUsWORITXsL788umAV]jAfsSt(
MuPOZ50xqgPusmQ/edit

COVID-19 IMPACT

Check your email address

to ensure that you
received an Account

While we are currently not anticipating any disruption of service in the delivery of online
proctoring for Spring or Summer terms, there may be short periods where the time it take:

confirmation email from to connect with a proctor is longer than normal.

ProctorU and confirm the

account by clicking on the
link included in the email.

Please be patient with us as we adjust our staffing to accommodate all colleges and
students equally, and provide the best service possible to every test-taker. These are
challenging times, and we greatly appreciate your patience and understanding as we all
get through them together.

Thank you!
ProctorU



Instructions to Schedule an Exam Appointment

STEP 1:

Log into your ProctorU account with your username and password by clicking on this link:
https://go.proctoru.com/session/new

ProctorU
Sign in to Your Account

Username or Email
Password

(] Stay signed in?

Sign In

Login with Single Sign-On



https://go.proctoru.com/session/new

STEP 2:

Download the latest version of Google Chrome or Mozilla Firefox if you have not yet done so.

Download the ProctorU Extension: Chrome or Firefox.

Download Google Chrome OR

Google Chrome Foaturos

: ¢

[ \

e Detie by BULEMAICHTY Sareng LSnge SLAIEISES B STALh FREarTs 1o

AT, VoL BGIES 10 the Googie Terms of Sendce and Crece

Q Firefox Browsers Products Join About

% Firefox Browser

Get the browser
that protects
what's important

No shady privacy policies or back doors for advertisers. Just a
lightning fast browser that doesn't sell you out.

Download Firefox
== \
ns other languages

rivacy Notice

Downiload options and o

w
Get more done with the
-« new Chrome

Download Mozilla Firefox



https://www.google.com/chrome/
https://www.mozilla.org/en-US/firefox/new/
https://chrome.google.com/webstore/detail/proctoru/goobgennebinldhonaajgafidboenlkl
https://www.proctoru.com/firefox
https://www.google.com/chrome/
https://www.mozilla.org/en-US/firefox/new/

e Download the corresponding extension to the browser.

Chrome Browser Extension: Chrome

£~ chrome web store

Home > Extensions > ProctorU

&%  ProctorU

u Offered by: proctoru.com

* 359 ‘ Productivity | & 900,000+ users

Mozilla Firefox Browser Extension: Firefox

proctorll

Services & Solutions

GET THE FIREFOX EXTENSION

A fully automated proctoring solution brought to
you by the global leaders of online proctoring

/ DOWNLOAD NOW

Looking for the Google Chrome extension? Click here,

/ Add to Chrome

Take an Ex

About Us

STEP 3:

Click on “Test Your Equipment” and follow the steps on the screen to ensure you meet Minimum
System Requirements. You may do this step before scheduling your exam session and before the

day of the exam.

You should test on the PC or Mac computer that you plan to take your exam on. Tablets and mobile

devices are not supported.

* See image on step 4 for reference.


https://chrome.google.com/webstore/detail/proctoru/goobgennebinldhonaajgafidboenlkl
https://www.proctoru.com/firefox
https://go.proctoru.com/students/system-metrics/new
https://www.proctoru.com/live-plus-resource-center#system
https://www.proctoru.com/live-plus-resource-center#system

STEP 4:

To schedule an exam appointment, click on “Schedule a New Session.”

STEP STEP
Click this button to check Click this button to
that your equipment schedule an exam
meets the minimum appointment.

system requirements.

Balance: $0.00 My Sessions My Cart ) My Orders  Support &

Thanks, we've updated your information. ES
9 L} E
Have Questions? Test Your Equipment Schedule New Session
ACTIVE EXAMS DATE & TIME STATUS ACTIONS

m

You currently do not have any exams scheduled. Click "Schedule New Session” to add your next test.

Schedule New Session




Step 5:

Confirm your institution as ServSafe, Select term as ServSafe Manager, and Select your exam as
ServSafe Food Protection Manager Certification. Then click the “Find Sessions” button.

proctor

Balance: $0.00 My Sessions MyCart@) MyOrders Support ff

Select Exam for Sample Student

1. Confirm your institution ServSafe :

2. Select a term

3. Select your exam

Find Sessions

STEP 6:

You may select a date and time from the list on this page. First select a date, then click on “Find
available times” button.

Schedule Session

Select Different Time

Please select a date and time on the left. Once you have selected your date, please click the 'Find Available Times' button. 5tep 3:
Click on the "Select"

button to confirm your

Step 1:
Select a date on
this calendar.

Select a Date
11:50PM PDT

ServSafe Food Protection

€« September 2020 >
Su Mo Tu We Th Fr Sa

1 1 2
6 9 10 11 12
1314, 15 16 [kl 18 19
20 21 22 23 24 25 2%
27 28 29 30 1

4 5 €
Step 2:

After selecting a
date click on
"Find Available
Times."

Select a Time

AM

5
«8>

Find Awailable Times.

Wednesday, September 16
2020
2 days from now

12:30AM PDT
Thursday, September 17,

12:40AM PDT
Thursday, September 17,
2020

2 days from now

12:50AM PDT
Thursday, September 17,
2020

SELECT date selection.

Manager Certification
Exam

ServSafe Food Protection
Manager Certification SELECT
Exam

ServSafe Food Protection
Manager Certification
Exam

ServSafe Food Protection
Manager Certification SELECT
Exam
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Schedule Session

Step 4:
After you click on "Select,"

Please select a date and time on the left. Once you have selected your date, please click the ‘Find Available Times' button. o 2 Py
click on the "Schedule

S button to confirm your
€  SanviezEn S Please click "Schedule" to confirm your time: 11:50PM m time.
Su Mo Tu We Th Fr Sa M Cancel
30 31 1 2 3 4 5
6 7 8 9 10 11 12

1, 15 16 18 19 12:30AM PDT
B R ServSafe Food Protection
20 21 2 23 24 25 26 Thursday, September 17, Manager Certification
27 28 29 30 1 2 3 2020 Exam
4 5 6 7 8 9 10 2 d.y’ from now
Select a Time 12:40AM PDT
' ServSafe Food Protection
& " Thursday, September 17, Pty s
2020 Exam
12 : 00 2 days from now
£ 2 ¥

12:50AM PDT

Find Available Times Thursday, September 17, Serviate Food Protection

Manager Certification

STEP 7:

You should see the following screen confirming your appointment was successfully scheduled.

Balance: $0.00 My Sessions My Cart ) My Orders  Support &

Reservation complete. x

Your order was successful! PrintReceipt || My Sessions

Session Institution  Date & Time Type @ Price Payment Information

09/16/2020 11:50PM

ServSafe Food Protection Manager Certification Exam ServSafe pOT Live+ $0.00 Payment Method

Take it soon (ServSafe Food Protection Manager 09/16/2020 11:50PM  Take it Credit on Account
e ServSafe $0.00

Certification Exam) PDT soon

Total $0.00

Reschedule




STEP 8:

Please check your emails to ensure that you received a Reservation confirmation email. If you did
not receive a confirmation email you may click on this link to have it resent:
https://go.proctoru.com/confirmations/new

*Important Update** Please make sure that you are using the current version
of Chrome and have downloaded the ProctorU Chrome extension available
at http://bit.ly/proctoruchrome.

Hello Sample Student!
Thank you for scheduling an exam with ProctorU.

Here are the details of your reservation:

ServSafe Food Protection Manager Certification Exam
ServSafe|

2020-09-16

11:50PM (PDT-0700)

You can view this reservation here: http://go.proctoru.com/students/reservations
If you need to reschedule this reservation, you can modify your exam by following
this link: http://go.proctoru.com/students/reservations

Watch our Pre Exam Checklist video so you are fully prepared for your exam
session.

Please call ProctorU at 855-772-8678 or email support@proctoru.com if you have
any questions.

COVID-19 IMPACT

While we are currently not anticipating any disruption of service in the delivery of
online proctoring for Spring or Summer terms, there may be short periods where
the time it takes to connect with a proctor is longer than normal.

Please be patient with us as we adjust our staffing to accommodate all colleges
and students equally, and provide the best service possible to every test-taker.
These are challenging times, and we greatly appreciate your patience and
understanding as we all get through them together.

Thank you & good luck on your exam!
ServSafe & ProctorU

STEP 9:

You can click on “My Sessions” to return to the home page of your account.

Balance: $0.00 My Sessions My Carto My Orders  Support &

Reservation complete.

Your order was successful! Prict Recspt | .

Session Institution  Date & Time Type @  Price Payment Information

ServSafe Food Protection Manager Certification Exam ServSafe 09/16/2020 11:30PM Live+ $0.00

POT Payment Method
Take it soon (ServSafe Food Protection Manager 09/16/2020 11:50PM  Take it Credit on Account
L ServSafe $0.00
Certification Exam) PDT soon
Total $0.00

Reschedule



https://go.proctoru.com/confirmations/new

STEP 10:

On the home page of your dashboard, you will see a timer that counts down to your appointment, a
button to reschedule the appointment, and a button to cancel the appointment. Read the image below
for detailed information on each item.

Balance: $0.00 My Sessions My Cart @@ My Orders  Support 2

2] 0 i

Have Questions? Test Your Equipment Schedule New Session .
This virtual clock countsdown

to your exam date and time
appointment. Once the timer

. i reaches 00:00, the option to
Time to hit the books! connect/start your session

Your next exam begins in: 1 2320 :54 will appear.

Note: Your exam time does not
start until you enter the exam and

start answering questions.
ACTIVE EXAMS DATE & TIME STATUS ACTIONS

You can cancel
your appointment
by clicking on the

"Cancel" button.

ServSafe Food Protection Manager R
09/16/2020 Schedul

Certification Exam 11:50PM PDT ed
ServSafe

Reschedule

Showing 10 = of 1 results

Note: The cancellation option will
You may reschedule

your exam appointment
by clicking on the
"Reschedule" button.

not be visible within 5 hours of
your exam time.

Note: Rescheduling fees
may apply.

STEP 11:

You are finished scheduling your exam appointment.

Good luck on your upcoming exam!

Explore your ProctorU account for additional
resources.




Additional Information

Please read the information below to learn how to prepare before the day of the exam, what to expect
the day of the exam, and after the exam. This information can be found on www.ServSafe.com at the
following link: https://www.servsafe.com/ServSafe-Manager/Online-Proctor-Exam-Instructions

BEFORE YOUR EXAM:

1-2 days before your scheduled exam, please be sure to review ProctorU's Exam Readiness Guide
and test the equipment you plan to use the day of your exam.

To learn more about what you can expect the day of the exam, you can also watch ProctorU's Pre-
Exam Checklist video by clicking here.

DAY OF YOUR EXAM:

Prepare Your Workspace. You must be in a private location with a clean desk area. You must
also remove headphones, non-religious headwear, and smartwatches.

Prepare Your Computer. Save and close all applications except for your browser prior to
connecting, including Microsoft applications and chat programs.

Have your ID ready. You must have a government-issued or school ID to verify your identity.
Connect to Your Proctor. Approximately 3-5 minutes prior to your scheduled exam time, log in
to your ProctorU account.

After connecting with your Proctor. They will guide you step-by-step in the start-up process,
which includes verifying your identity and securing your testing location.

Connect to a live proctor in ProctorU’s offices who will supervise you during your exam using
your computer screen, camera and microphone.

Download the required software, which will allow ProctorU access to your system and to
record the exam session.

When the timer the timer reaches 00:00, download the LogMeln software when prompted.
This software will allow the proctor monitor and record your exam session.

Follow the Proctors instructions to login to the exam. Make sure you have your ServSafe.com
login ready.

When you login to ServSafe.com, you will be need to read and accept the Examinee Test User
Agreement.

Enter the exam access code, if not automatically populated, and click the CONTINUE button.
Complete the Examinee Personal Information page, including your Company/School affiliation
for score reporting purposes. Please indicate Premier Food Safety as your sponsoring
organization, and select the Fullerton location.

Allow the Proctor to enter in the Proctor Access Code to start the exam.

You will have 2 hours to complete your exam.

Once you have answered all the questions, you will be able to review your answers on the
“‘Answer Review” screen before you submit them for grading

Once you have finished reviewing all of your selected answers and you’re ready to grade your
exam, select “Submit”.


http://www.servsafe.com/
https://www.servsafe.com/ServSafe-Manager/Online-Proctor-Exam-Instructions
https://www.proctoru.com/live-plus-resource-center#system
https://go.proctoru.com/students/system-metrics/new
https://vimeo.com/246007317

e You'll receive a pass/fail notification, the Proctor will end the Exam Session and you’ll receive
official notification of your results via email and can view them under My Exam Scores on
ServSafe.com.

AFTER THE EXAM:

If you pass: You will be able to print your official electronic ServSafe Food Protection Manager
certificate immediately after you complete the exam. Simply log on to ServSafe.com, click on the
Certificates tab, and can choose the "Download certificate" option to print the certificate.

If you fail: If you do not pass your exam, you may schedule another exam following our Retesting
policy.

Our retesting policy states an examinee may take the exam the first two times within a 30-day period,
if necessary. If three or more attempts are required, the examinee must wait at least 60 days from
their last attempt. No more than four attempts are allowed in a 12-month period.

You are done!

If you need further assistance in scheduling

an exam appointment, please contact
ProctorU Support at 1-855-772-8678.




