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INSTRUCTIONS FOR COMPLETING THE  

DEPARTMENTAL INVENTORY CERTIFICATION 
 

 Inventory Certification Steps 
  

1. Using your desktop computer go to: myLSU > Financial Services > Inventory Scanning 
Application 

2. From the Inventory Certification tab (second tab), review your inventory list one final 
time 
 

 
 

3. If all of the information on your inventory list appears correct, click on “Certify Assets” 
  

 
  

4. In the Unlocated Asset section, each unlocated asset must be notated with an 
“Unlocated Reason”      
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5. Once all unlocated assets have a reason entered, you are now ready to confirm your 
certification.  
 

 
 
�x In the above screenshot, th


