
W E L C O M E !

FOOD MANAGER CERTIFICATION

“  HOW TO SCHEDULE
YOUR EXAM “



IMPORTANT: PREMIUM SCHEDULING FEES

ProctorU charges additional fees for Same Day and Next Day Exams as listed below:

Same Day Exams: $12 Premium Fee.
Next Day Exams: $8 Premium Fee.
Exams 48hrs – 72hrs: $4 Premium Fee.

These fees are paid directly to ProctorU at time of scheduling, not to Always Food Safe.

NO ADDITIONAL CHARGES WHEN YOU SCHEDULE YOUR EXAM THREE DAYS IN ADVANCE

Please plan and schedule your exam at least three days in advance!



FIRST STEP: ACTIVATE THE FINAL EXAM



AGREE TO TERMS AND CONDITIONS,
AND FILL IN YOUR INFORMATION.



CREATE AN ACCOUNT WITH “ProctorU”



COMPLETE YOUR INFORMATION
AND SCHEDULE YOUR EXAM



FOR SUPPORT 24/7 CLICK ON
“Need Help? Chat Now!”



4- CHECKLIST AND STEPS FOR THE DAY 
OF THE EXAM



THE DAY OF THE EXAM
Checklist for Taking your Exam.

 To take your Practice Exam click on this LINK.

 Have your Government-Issue I.D. ready to show the Proctor.

 Make sure you are in a private room with no distractions.

 Login 10 – 15 minutes before your scheduled time and “TEST 
YOUR EQUIPMENT”.

 Have a clean desk, no headphones, no smart watches and no 
notes or documents on your desk. Cell phone is not allowed. 

 Watch this short video about your Pre-Exam Checklist.

 Mark every answer, and when the exam is completed, just 
click on the “Submit” button.

 GOOD LUCK !!!

https://www.surveymonkey.com/r/ZXM3KM3
https://vimeo.com/246007317


DOWNLOAD PROCTORU EXTENTION

For the exam, you need to download the “Proctor-U” extension. 
This is a very easy process. 

Follow the instructions in the next slides on how to install it.



Using Chrome? Please download the ProctorU
extension as shown below.

1. Open Chrome and click on ProctorU Extension 
Link to download it.

2. Click “Add Extension” to Continue

3. Your ProctorU extension has been added. See 
the icon on the top right corner of browser. You 
are done.

4. After the exam, remove the extension by “righ-
clicking” on the icon and choosing “Remove 
from Chrome”.

https://chrome.google.com/webstore/detail/proctoru/goobgennebinldhonaajgafidboenlkl


Using Firefox? Please download the ProctorU extension as shown below.

1. Open Firefox and click on ProctorU Extension Link 
to download it.

2. Click “Add Extension” to Continue

3. Your ProctorU extension has been added. See the icon on the 
top right corner of browser. You are done.

4. After the exam, remove the extension by “righ-clicking” on 
the icon and choosing “Remove from Chrome”.

https://www.proctoru.com/firefox


THE DAY OF THE EXAM STEPS

STEP 1: LOGIN TO ALWAYS FOOD SAFE

STEP 2: CONNECT WITH A PROCTOR
AND SET UP YOUR COMPUTER

STEP 3: GET STARTED WITH YOUR EXAM

STEP 4: YOUR CERTIFICATE.



STEP 1: LOGIN TO “ALWAYS FOOD SAFE”



www.alwaysfoodsafe.com

FORGOT PASSWORD? CLICK BELOW

https://login.ncco.com/ForgotPassword

FIRST STEP IS TO LOGIN AT “ALWAYS FOOD SAFE”

http://www.alwaysfoodsafe.com/
https://login.ncco.com/ForgotPassword


GO TO YOUR ACCOUNT AND CLICK ON “SCHEDULE 
OR BEGIN YOUR REMOTELY PROCTORED EXAM”

THIS WILL TAKE YOU AUTOMATICALLY TO “Proctor-U” 
WHERE YOU WILL TAKE YOUR EXAM



STEP 2: CONNECT WITH A PROCTOR
AND SET UP YOUR COMPUTER



REMEMBER TO TEST YOUR EQUIPMENT AND 
WAIT FOR THE PROCTOR TO CONNECT



A PROCTOR WILL CONNECT VIA CHATBOX, CHECK 
YOUR I.D. AND SET UP YOUR COMPUTER



STEP 3: GET STARTED WITH YOUR EXAM



ONCE SET UP, THE EXAM WILL START!



WHEN THE EXAM IS COMPLETED, YOU WILL ANSWER 
A FINAL QUESTIONNAIRE AND SEE YOUR RESULTS



AFTER THE EXAM: YOUR CERTIFICATE !



PROVISIONAL RESULTS ARE 
IMMEDIATELY AVAILABLE AFTER 

COMPLETING YOUR EXAM.



DOWNLOAD 
YOUR 

CERTIFICATE!

Your Certificate will 
be available for 
Download three 

business days after 
completing your 

Exam



QUESTIONS OR COMMENTS?

help@alwaysfoodsafe.com

C O N G R A T U L A T I O N S !


