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ServSafe
® 

Food Safety 
Assigning Online Courses 

 
 

You must purchase the course first. Once you have purchased the course, you can 

assign it through Course Management. Login with your User ID and Password. Hover 

over the arrow for “My Account”. Click on “Go To Dashboard”. 

 

 

 

Click the icon for “Admin”. 

 

 
 

Select the “Course Management” box. 
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On the Course Management page, select the course you wish to assign from the 

dropdown menu.  For example, ServSafe Manager Online Course, ServSafe Alcohol 

Online Course or ServSafe Food Handler Online Course. If you wish to assign the 

ServSafe Allergens online course, click on Course Management for Allergens and follow 

the rest of the steps below.  

 

Once you pick a course, you will see the number of course keys you have available to 

assign. To assign courses, go to the “Assign Courses” tab under “Management 

Options”.  
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There are three ways you can assign the course: 

• By E-mail Address 

• ServSafe User ID 

• By Creating a Course Key 
 
Select drop-down menu for assigning course options. 

 

 

 

 

 

 

 

To assign courses by email address, select “By E-mail Address”.  Enter the Email 

address for the individual who intends on taking the course, select “Assign”.  

 

 

 

 

 

 



4 

 

You will receive a message that you are about to assign the course and click “Ok”. 

 

 

 

The confirmation message shows that the assignment was successful. The remaining 

course keys are automatically updated. 
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Your student will then receive an automated email with instructions on how to access 

the course on www.ServSafe.com. The Student can click the link, create a User ID and 

password and then start the course.  

 

 

 

 

You can also assign a course key by creating course keys and distributing the keys to 

your students. To create course keys, select “Create Course Key(s)” option from the 

drop-down menu. Enter the amount of keys you wish to generate and select 

“Generate”.   
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You will receive a message that you are about to assign the course and click “Ok”. 

 

 

 

 

The confirmation message shows that the assignment was successful. The remaining 

course keys are automatically updated. 
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If you go to the “Unused Course Keys” tab, you will see that the number has been 

updated to include recently generated keys. You will find a list of the course keys with 

their creation and expiration dates. You can generate a report of the course keys using 

filters to narrow your results. 

 

To view and save the report in Excel, click “Download File”. 

 

 

You can then save this report onto your computer. 

 
 

 

As an administrator you will also receive an email with the course keys. 

 

 

 

 

 

 

 

 

 

If you need further assistance, please contact the National Restaurant Association’s 

Service Center at 800-765-2122. 


