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Instructions  
 
 
Step 1: Access the Food Services Division (FS DIV) Cafeteria Equipment 
Inventory Site by logging into the Food Services Division (FS DIV) website and 
clicking on the Cafeteria Equipment Inventory link located on the FS DIV Staff 
homepage. 
 
Step 2: To Login - enter your full district email address (including @lausd.net) and 
single sign on password.  
 

	
  
  
FS DIV Inventory Homepage - After login, you will be taken to the FS DIV Cafeteria 
Equipment Inventory homepage.  Your name will appear in the Logged in as (top right 
corner). Enter your site location code and press “Get Inventory” tab. 



 
.  
 
Step 3: Confirm that the correct site was entered – After entering the site Location 
Code you will see the name of the site and school year 2014-15.  Please ensure that 
the correct site is displayed.  If an invalid location code is entered you will get a 
message reading “Location not found”.   
 

 
 
Step 4: Viewing equipment information and the status of each piece of displayed 
equipment – The site’s cafeteria equipment is listed as you scroll down the page.  The 
information that is to be captured is “Description”, “Manufacturer”, “Model”, “Board #”, 
“Serial #”, “Date Acquired” and “Status”. All equipment will have a default status of 
“Unknown”.  The status of each piece of equipment must be changed to “At School” or 
“Not at School”.  If the “STATUS” of any piece of equipment is left as “Unknown”, 
you will not be able to electronically submit the inventory.  



 
 
Step 5: Making Changes and confirming the Status of the site’s equipment 
inventory – To make any changes and to change the “Status” of cafeteria equipment, 
click on the individual equipment description.  Make any necessary changes to the 
appropriate fields.  When the necessary information is entered and complete click “OK” 
and move to the next piece of equipment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6: Adding a piece of equipment – If a piece of cafeteria equipment is not in the 
current inventory, it must be added.  There is an “Add new equipment” button located 
right above the “description” column on your site’s inventory list.   
Click this button 

 
 
6A – Enter all necessary information for all added pieces of cafeteria equipment.  When 
all necessary information is entered, click “OK” and confirm that the piece of cafeteria 
equipment was added to the inventory list. 
 

 
 
Step 7: Submitting a completed inventory – When all cafeteria equipment 
information has been entered and all equipment statuses changed, you will have to 
enter your SSO password in the provided textbox and click on “Submit Completed 
Inventory” to officially submit the site’s inventory. 
 



 
 
Step 8:  Confirming Submitted Inventory – When the completed cafeteria equipment 
inventory is submitted, there will be a confirmation message displayed at the bottom of 
the page that will show when and who submitted the inventory.  There is also an “Edit 
Equipment Information” tab that you can select if there is a need to modify the inventory 
after it has already been submitted.  Note that this will cancel the previous submission 
and the site manager will have to re-submit the site inventory. 
 

 
 
Step 9: After submitting a completed inventory, a confirmation email will be sent to 
the person who submitted the site inventory.  You will also receive a confirmation email 
if you cancelled your previous inventory and again when you re-submit the site’s 
inventory.   
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Q & A Section 
 
1. What do I do if I am not directed to the cafeteria inventory once signed in? 

 
Please close the facilities page you are directed to, and click on the link again. 
You should now be in the 2014-2015 cafeteria equipment inventory. 
 

2. What do I do if I do not have the option to submit the cafeteria inventory? 
 
Check to see that the “status” of all equipment is marked as “At School” or “Not 
at School”.  If the status of any piece of equipment is left as “Unknown”, the 
option of submitting the inventory will not be available. 
 

 
3. What should I do if I have equipment that is not listed on the drop down box? 

 
If you have equipment that is not listed in the dropdown box refer to step 6 in the 
instructions to add the item. Small wares and supply items are not to be included 
in the sites inventory as these items are not required by the USDA to be on the 
inventory. 
 

4. What should I input in the “Notes” textbox? 
 

This textbox can be left blank or can be used to enter information such as: 
• equipment has been classified as BER (Beyond Economic Repair) 
• equipment is non-functioning (and or requires removal from site) 
• equipment has a pending service call 
• equipment has been transferred to another site or salvaged  
• equipment has been stolen 
 

5. What should I do if I enter my location code and I get a message that reads “location 
not found”? 

 
If you get a message that your location is not found, please make sure that you 
entered the correct location code.  If you are still experiencing an issue please 
contact one of the administrators (listed below). 

 
6. Who are my administrators? 

 
• ESC North-  michael.l.lewis@lausd.net- 213-241-1556 
• ESC South- shawn.huber@lausd.net-    213-241-1064 
• ESC East-   abyz.dayrit@lausd.net-       213-241- 1724 
• ESC West-  ahmad.banks@lausd.net-   213-241- 1671 	
  

 
 
 
 
 

 


