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Welcome to SchoolFoodHandler.com,
your child nutrition department’s all-in-one

education and staff tracking tool. 
Designed to help you easily meet the 

USDA Professional Standards requirements.



The next slides will give you quick and easy
steps to get your program up and running. 



Happy Learning!
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Logging on to SchoolFoodHandler.com
Your district has been assigned a unique web address that 
will contain the name of your school district. 
Here's your district web address: 
https://crane.schoolfoodhandler.com/
Open a web browser and enter your assigned web address.

Enter your assigned user name and password.
Username: (your first and last name or the first part of
your email address) 
Password: Welcome1!

 Please Note: All usernames are unique and different for each employee.
Please check with your Director to obtain your correct login information.

https://crane.schoolfoodhandler.com/
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To access your main profile page, hover your mouse over to the

left side of your screen where it says My Profile.
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Accessing Your Profile Page

*Note: If you're being directed to the wp-admin page or the back-end of your

dashboard, hover your mouse over to the top navigation bar on your director

dashboard page and look for a Home icon with your site's name. Click on

"Visit Site." This will take you to the front end or your main profile page. 



Editing your profile information
Editing and making changes to personal

information is quick and easy for you and your
staff from the “Profile Page”.



From your profile, hit the Edit button and it will

give you the options to make changes to
necessary personal information. 



Do not forget to scroll all the way to the bottom
of the page and hit the Save button to save all

the changes that you made.
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From your main Profile Page, hover your
mouse over to the left side of your screen
where it says Courses. This will give you

another menu selection. 



If your Director has assigned courses for you,
click Course Guide to access them. 



In case there are no assigned courses yet,
you can click All Courses instead and this
will take you to all of the courses that we

have on the website. 
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Starting your first course



Once you are inside your course area
hover your cursor over the 

desired course or the 
course assigned to you. 
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Starting your first course



Begin a course by clicking 
“Start Course” or click on the course title

in the “Lessons” area.
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Starting your first course



After completing the course click on 
“Mark Complete” to record completion on

the reports.



Additional help setting up for taking a
course can be found at the “Help” button
on your “Profile Page”. Simply click the
appropriate tutorial link to assist you with

this process.
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Starting your first course
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Translating into Spanish

To translate the page into Spanish, click on
the small rectangular box at the bottom
left corner of your screen that says "EN".



If you click that box, another box will

appear above it that says ES or Español.
Click Español and the page will

automatically be translated to Spanish. 

To translate the course into Spanish, toggle
this button and click Spanish. This will

automatically show the translated version
of the course. You also have the option to

download its printable version.



View your district's performance in a snap 
by running reports!



From the “Profile Page” on the left-hand

navigation bar,  hover your cursor over
“Reports” and select the desired report that

you want to run. 
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Running a report



Individual reports are designed for you to be able to see one individual employee's report at a time. You can
also view your own report on the individual report page.

School reports feature lets you view everyone in your cafeteria's report at the same time.

District reports give you a detailed report for the courses that each of your staff has completed, the time
spent, and the date when it was completed.

Course Completion Report gives you a report for the users' completed course for the entire school year and
who has completed the training, or not started yet. This is an awesome report if you have assigned trainings to
your staff and you wanted to see who started it or not without checking their profiles.
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Running a report



All Rights Reserved 13

Progress reports show a snapshot of all your employees organized by total amount of training hours they have
completed. This gives you the ability to see who still needs additional training or who needs to get caught up.

Enhanced reports will allow you to modify the items displaying on your reports. Before you generate an
enhanced report, you must set your format first on the "Enhanced Reports Settings" button. Click HERE for a
detailed guide on how to use the Enhanced Reports feature. 

Certificate Expiry reports will allow you to see the expiration dates of the certificates. Click HERE for a
detailed guide on how to use this feature.

Running a report

https://help.schoolfoodhandler.com/hc/en-us/articles/4478889660055--New-How-to-use-the-Enhanced-Reports-feature-
https://help.schoolfoodhandler.com/hc/en-us/articles/5250403959447--NEW-How-to-run-a-Certificate-Expiry-Report
https://help.schoolfoodhandler.com/hc/en-us/articles/5250403959447--NEW-How-to-run-a-Certificate-Expiry-Report
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Running a report
There are multiple reporting options – “Generate As CSV” will produce a comma-separated
spreadsheet that can open in Excel. “Generate As Spreadsheet” These spreadsheets will allow
you to easily manipulate the data as desired. The “Generate As PDF” option will produce a
downloadable locked document organized in alphabetical order. All of the options can easily be
printed.
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In	the	 case	of	a	 District	 Report
	 you	 will	 be	 asked	 to	designate
“All”	 sites	or	you	 have	the option
	 to	select a	 range	 of	sites	using

	 the	 “Custom”	 option. 



Select	 the	 appropriate	 date range
	 desired	 and	 then	generate	 your

	 report.

Running a report
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In	the	 case	of	a	 Progress Report
	 you	 will	 be	 asked	 to	designate
“All” schools or	 you	 have	the option
	 to	select a	 range	 of	sites	using

	 the	 “Custom”	 option. 



Select	 the	 appropriate	 date range
	 desired	 and	 then	generate	 your

	 report.

Running a report
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Adding Trainings

Add the title of your training and hit "Next"
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Editing Trainings

Click to Edit To delete a training, click this button. Clicking this will take you to a warning
window to prevent accidental deletion of trainings. Once confirmed, click OK.



Editing Trainings Clicking the 'EDIT TRAINING' button will take you to this page.

Select the topic Key Topic

Training Time Date Completed

Click this button to upload your attachments. Then click "SAVE". If you
wish to cancel the changes you made, click on the "CANCEL" button.

Here you can update the title of the training.
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Here you can easily select the Group, User's Role, School and
Sort the Users by their Username, Last Name, or Time Spent.

You can search workers here.

Here you can make changes to the worker's
information or log in as them, by clicking

"Switch To Worker"

Manage Workers
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If you want to archive a user, click the "ARCHIVE
WORKER" button. This is a safety feature we designed

so you don't accidentally delete a contact. 

You will see all the archived workers at the bottom of the page. 
You also have the option to restore them, or delete permanently. 

Manage Workers
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Click this button to add a group.

Click these buttons to edit, or delete a
group.

Manage Groups
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Select all the users you want
to add to the group.

Use these tabs to filter and narrow down your search.

Click UPDATE to save.

Assigned users will appear here.
Click the X button to remove them.

Update Groups
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Select all the courses you want to
assign to the group.

Use this CATEGORY tab to narrow down your search.

Click UPDATE to save.

Assigned courses will appear here.
Click the X button to remove them.

Update Groups
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If you have attachments, click this
button to upload them.

Use this page to add and upload your outside trainings.

Enter the Title, Key Area, Key Topic,
Time Spent and Date Completed.

Click UPDATE to save.

To learn more about this feature, please click this button. Manage GroupsManage Groups

Update Groups
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https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/4437024753303--New-How-to-use-the-Manage-Groups-feature-
https://help.schoolfoodhandler.com/hc/en-us/articles/4437024753303--New-How-to-use-the-Manage-Groups-feature-
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Easily assign trainings to your staff or set up a district-wide
course curriculum for your entire department. 



To do that, you need to be on your main profile page. Hover your

mouse over to the bottom left corner of the screen and click
Manage > Manage Course Guide.  

Manage Course Guide
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This is how the Manage Course Guide page will
look once you click the button from the left

navigation bar. 

School Year- Select the school year you want to
set the course guide for. Note that you can pre-

set your course guide for the next years by
selecting the drop-down box that 

says "School Year".

Email Notification- Keep this box checked if
you want to notify your staff of any changes that

you make to your course guide. 
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Setting Up Your Course Guide
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How To Use the ManageHow To Use the Manage
Groups FeatureGroups Feature

Set Course Visibility - Here you can set the visibility of
the course to all employees, selected groups, or schools. 

If you want to assign a course to selected groups, you
must create a User Group first. 

Find out how to create a User Group by hitting the green
button. This will take you to our simplified guide on how to
use the Manage Groups feature.

Setting Up Your Course Guide
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https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/4437024753303--New-How-to-use-the-Manage-Groups-feature-
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Under	 the	 appropriate	 month	 you	 have	the	 options	 to	pick any	 lesson	 plan	in	the library. This	
process	 can	 be	 narrowed	down	 significantly	by	 using	 the	 following options	in	this	 order	

 “Select	 Topic”	 then	“Select	Category”	and	 then	“Select Course”.	



All	 lessons	 are	 coded	 using	 the	 USDA	 Key	 Area	Codes. 



Setting Up Your Course Guide
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Click the arrows to
move your selected

courses up and down.
This allows you to

arrange them the way
you want them to.

Double click to rename
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Once	 you	 are	 finished, you	 will	 see	 a 

screen	similar	to	this page.



Your	site managers	 and	 staff	will	 only	
have	access	to	the	 lesson	 plans	

you	 designated. 



Note	that	 this	 can	 be	 adjusted	 and	
changed	 by	 you	 at	anytime throughout	

the	 year.



This	 allows	 you	 to	view	your	curriculum
	 and	 confirm	 the	 lessons	 selected.
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Setting Up Your Course Guide
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Please	 note	that	 it	 is	not	 mandatory	 for	 you	 to	setup	 a	 course	guide	 curriculum.	 If
	 you	 do not	 choose	to	do	 this	 then	your	staff	will	 have	access	to	all courses	 in	the
	 library. 

If	 you	 need additional help setting up your Course Guide,	 please	 click the buttons below:

Adding Courses to YourAdding Courses to Your
Course Directory throughCourse Directory through

the All-Courses pagethe All-Courses page
Adding Courses to yourAdding Courses to your
Course Guide from theCourse Guide from the
Manage Courses PageManage Courses Page
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Setting Up Your Course Guide

Now you are all set to have your staff begin logging in to
the system and take the courses you have assigned!

https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/5303701489431--NEW-How-to-add-courses-to-your-course-directory-through-the-All-Courses-page
https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/4437152536727--New-How-to-add-courses-to-your-Course-Guide-from-the-Manage-Courses-Page-


Page 02 All Rights Reserved 32

Manage Courses

Easily assign trainings to your staff or set up a district-wide
course curriculum for your entire department through the

Manage Courses page. 



To do that, you need to be on your main profile page. Hover your
mouse over to the bottom left corner of the screen and click

Manage > Manage Courses.  
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Click on "Add to Course Directory" and
choose which directory you'd like the

course to be added to. 
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Manage Courses
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Click "Add To Group" to choose which
group the course should be assigned to.

You can add as many groups as you can. 
Click "SAVE" to update the changes you made.
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Manage Courses
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The "Manage Schools" feature is an easy tool for
you to update your schools. To rename the school

name, just click on "UPDATE".
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Manage Schools
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Set your site's overall training time

Set each role's training time

Once done, click "SAVE". To reset to zero, click "RESET"
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Required Training Time
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Mark Group Complete

All Rights Reserved 37

Here you can easily mark courses complete
for all employees or specific groups.



Page 02 

Select the Category

Mark Group Complete
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Select the Course you
want to Mark Complete

Mark Group Complete
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You can also narrow
down your search by

filtering by role.

Mark Group Complete
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Filter by Employment
Types

Mark Group Complete
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Filter by User Groups

Mark Group Complete
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Filter by Username,
Name or Last Name

Mark Group Complete
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Mark Complete

Mark Group Complete
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Sitewide Password Reset
Here you can set your sitewide password.
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Enabling this will require users to take and
pass the exam before a course can be

marked completed. This will apply to all
courses.

Site Settings
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This part enables you to hide specific
fields on your workers' views.
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Notification settings

Notification SettingsNotification Settings
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Color Legend

Set here to allow notifications
to be sent via email or on site.

Select Users

Your team can now get
notifications inside their profiles! 

Learn how to modify the settings so your team
are aligned when it comes to trainings here. 

https://help.schoolfoodhandler.com/hc/en-us/articles/4576057333271--NEW-How-to-use-the-new-Notifications-Settings-Page
https://help.schoolfoodhandler.com/hc/en-us/articles/4576057333271--NEW-How-to-use-the-new-Notifications-Settings-Page
https://help.schoolfoodhandler.com/hc/en-us/articles/4576057333271--NEW-How-to-use-the-new-Notifications-Settings-Page
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Proctor Login
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It is mandatory for ALL Food Manager exams to be completed with a proctor
present. 
If you're a proctor looking to log in, this page directly takes you to the Always
Food Safe site to access your portal for the Manager Certification Exam. 
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Proctor Login
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A Proctor is someone who administers an Always Food Safe Food Protection Manager
Certification Exam. This is a vital role within your organization. 

What is a Proctor?

What are your duties?
Arrange and schedule upcoming Manager exams
Administer the exams by following the exam process, setup by Always Food Safe's proctor guide
Provide certificates to staff upon successfully completing the exam

What are the benefits of being a proctor?
With the exam being proctored by someone in your organization, you don't have to pay for an
external exam center to proctor the exam. You can also save time, and it is easier to administer.
Once your staff has completed the exam, their certificates will be stored in a single location
inside your account. 
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Proctor Login
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Sample view of your portal when administering the exam
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Registering For ARegistering For A  
Manager ExamManager Exam

Proctor Login
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Sample Always Food Safe Manager Certification Certificate

Please click the buttons below to learn how to
register for a Manager Exam and access your
Manager Dashboard.

Proctor LoginProctor Login

https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/1500005837161-Registering-For-A-Manager-Exam
https://help.schoolfoodhandler.com/hc/en-us/articles/1500005837161-Registering-For-A-Manager-Exam
https://help.schoolfoodhandler.com/hc/en-us/articles/1500005837161-Registering-For-A-Manager-Exam
https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us/articles/7532120595479--NEW-Proctor-Login-
https://help.schoolfoodhandler.com/hc/en-us/articles/7532120595479--NEW-Proctor-Login-
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Experiencing any issues or having troubles
getting started? 

Contact us
(888) 455-6411

support@schoolfoodhandler.com
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Visit our Help CenterVisit our Help Center

https://help.schoolfoodhandler.com/hc/en-us
https://help.schoolfoodhandler.com/hc/en-us

