
1 
 

Manager Account Instructions: Server Training Website 
 

Create a New City of Fargo Account 
 

1. Go to www.fargocasspublichealth.com. 
 

2. Click on “Server Training” in the left menu column. 
 

3. Click on “Register for Server Training”. 
 

4. Click on “Click to Login” and to access My City of Fargo account system.  
 

5. Click “Create a New Account” or login to existing account.  
 

 
 

6. Once a new account is created, you must confirm your email address. You will receive a confirmation 
email from noreply@cityoffargo.com. Click on the link provided in the body of the email and import 
your existing profile or create a new one. Once you complete your profile you will be redirected to the 
login screen to Login.  

 
 

http://www.fargocasspublichealth.com/
mailto:noreply@cityoffargo.com
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Sign Up for Manager Tools 
 

7. Once you have logged in you will be directed to the Server Training Registration page. Click on 
“Manager Tools” in the left menu column.  
 

8. Click “Register an establishment”.  
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9. Supply Establishment Information and Manager Details and click “Register” button. 
 

 
 
      10.  Fargo Cass Public Health staff will verify the information you provided. Once verified, your Manager     
 Account will be activated and you will receive an email notification of activation. Please allow up to 
 three business days.  
 
Using Manager Tools 
 

 Once Manager Tools account is created and activated, you can access “Manager Tools” when you 
login. 
 

 Go to www.fargocasspublichealth.com and click on “Server Training” in the left menu column. Select 
“Click to Login” below class offerings, then click “Manager Tools” in left menu column.  
 

 In Manager Tools under the “Server Training Registrations” section, you can click on “View Server 
Registrations from Your Establishments”. This feature allows you to do the following: 

o View employees who registered for a class.  
o Confirm whether or not employees attended the class. 
o Scroll “Establishment” to view registrations by business if you have more than one registered. 
o Scroll “Class” to view a specific registrations by class date and time. 
o Filter the list by clicking table headings: Name, Class, or Attended. 

 

http://www.fargocasspublichealth.com/
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 Under the “Update Establishment Profile” section, click on the establishment to change the 
establishment’s information or manager details. 

Other Tools 
 

 “Map to Fargo Cass Public Health” show the building location where classes are held. 
 

 “Update Profile” button allows you to change your manager information (name, e-mail address, street 
address, business name, phone number). 

 

 Change Password 
 

 “Server Training Handout” option brings up a PDF copy of the PowerPoint that is presented in class. 
This does not replace the actual Server Training class. It is only for review. 
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How to Register for a Class 
 

1. Go to fargocasspublichealth.com. Click on “Server Training” in left menu column. Click on “Register for 
Server Training”. Select “Click to Login” below class offerings.  
 

2. Confirm or change “Personal Information” (It will auto-fill with the information you provided in your 
profile).  
 

 
 

3. Scroll through the establishment list to find your business then click “Add Establishment”. You MUST 
click the “Add Establishment” button to proceed. If your establishment isn’t listed select “NONE, OR 
OTHER” and click “Add Establishment” button. 
 

4. Click “Select” under the class that you will be attending (make sure it highlights yellow when you click 
on it). 

 
5. Read through Payment Policy. 

 

http://www.fargocasspublichealth.com/
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6. If PAYING ONLINE with e-check, credit card, or debit card, click “Check to agree and pay online”. 
 

7. If NOT paying online do not check this box and click “Register” at the bottom of the page. A 
confirmation e-mail will be sent. $20 is required to attend and can be paid with cash or money order 
when you sign in. The fee is only $5 if you are renewing and present your UNEXPIRED certification card 
from a previous class. Print registration confirmation e-mail for class sign-in. 

 
8. If paying online and the box is checked, click on the “Register” button at the bottom of the page. A 

registration confirmation e-mail will be sent. Complete the 3 step online payment process. Payments 
can be made with e-check, debit card, or credit card. Print Payment Confirmation page or email and 
Server Training registration confirmation e-mail. Have both available for class sign-in. 
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How to Request Replacement Certificate Card 
 

1. Go to fargocasspublichealth.com. Click on “Server Training” in left menu column. Click on “Register for 
Server Training”. Select “Click to Login” below class offerings. Click “Replacement Certificate Request” 
in the left menu column.  

 
 

2. Confirm or revise Personal Information (it will already be auto-filled with your information).  
 

3. Select mail or pick up option. If pick up is selected, choose the class you will pick it up at. 
 

4. Read Important Notes section. 
 

5. There is a $5 fee for a replacement certificate card. 
 

6. Check the “check to agree to pay online” box if PAYING ONLINE. Complete the 3 step online payment 

process. Payments can be made with an e-check, debit card, or credit card. If you want the card 

mailed, payment must be made online, otherwise it can be picked up 15 minutes prior to a scheduled 

Server Training class. Upon pick up, payment must be made with cash or money order.  

http://www.fargocasspublichealth.com/

