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A. First Time Registration with WBKey
Public water systems (PWS) must register a WBKey account to submit 
their initial inventory on the portal. If you already have a WBKey account, 
go to Part II of this section.

Tips for Getting Started

· Use the Microsoft Edge or Google Chrome web browser to register, if 
possible. Firefox is currently incompatible with the portal.

· Add DoNotReply@waterboards.ca.gov to your trusted email list.

I. Create a New WBKey Account
1. Go to the Lead Service Line Inventory (LSLI) Submission Portal

· Click the “Create Account" button under “Get Started”. You will only 
need to create a WBKey account once. 

 
 

2. Verify your email address 

· Enter a valid email address, preferably associated with your water 
system.

· In the top-right corner, wait for the two dots to stop pulsing and a 
green check mark to appear—This indicates a valid email address.

NOTE: Register One Person to Start the Inventory

Coordinate among your water system staff for ONE person to register 
and submit the inventory to prevent confusion and incorrect submissions.

Video Tutorial: Setting Up Your WBKey Account and Signing In

https://lslinventory.waterboards.ca.gov/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FJSSIuUDrHXA&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920331952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vj%2BvSJoXCDWUIej%2FIaptpQI7i%2BWJ8XdtjDNWva%2B3%2F7M%3D&reserved=0
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· Click the “Send Verification Code” button and leave the window 
open.

· Log into your email and search for WBKey Account Email 
Verification from DoNotReply@waterboards.ca.gov. Check your 
spam folder if the email does not appear in your inbox.
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· Please wait a few minutes for the email to arrive in your inbox and 
look for the security code: “To verify your email address, use this 
security code: XXXXX.”

3. Enter the email verification code 

· The code consists of capital letters and numbers 0-9 and is case-
sensitive. Please ensure any alphabetical letters in verification code 
are CAPITALIZED. 

 
Use the verification code provided in your email, not the example 
code shown above.

· After typing in the code, click the “Submit Verification Code” button. 

 
 

4. Enter a name and password 

· Enter the First Name and Last Name of a contact person from your 
water system. Do not use the water system name in the First 
Name and Last Name fields.

· Enter and confirm a Password. Ensure the password meets all 
verification requirements listed.

NOTE: If the Email Verification Code Does Not Work

Request another verification code and try again. If the issue 
persists, send a screenshot of the error message to
ddw-lslreports@waterboards.ca.gov and the LCRR Unit will 
troubleshoot the issue.

mailto:ddw-lslreports@waterboards.ca.gov
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5. Create the WBKey account 

· After filling out the required information, click the “Create Account & 
Request Access” button. An access request confirmation email will be 
sent to your inbox. 

II. Receive Access to the LSLI Portal
Your access request may be automatically approved, or you may have to 
confirm your water system information before receiving access.

NOTE: Registering Once

You only need to register and request access to the portal once.

If you already have a WBKey account, click the “Request Access” button 
to request access to the LSLI Portal.
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1. Automatic Access Approval 

· If you created an account with a PWS Administrative Contact or 
Operator email address listed in the Safe Drinking Water Information 
System (SDWIS), your email address may be recognized.

· You should receive a confirmation email that you have been 
approved to use the inventory portal immediately after registering. 
Afterwards, you may sign in to set up multi-factor authentication and 
start the submission. See Section B of this guidance for how to sign 
in with MFA.

2. Confirmed Access Approval 

· If your email is not recognized, you will see the following text: 
Access Request Submission Complete

· The LCRR Unit will process your access request and check if your 
email is listed elsewhere in SDWIS to approve your request.

· If your email is not listed in SDWIS, the LCRR Unit will contact you to 
confirm the water system name and number you wish to submit an 
inventory for.

· You will be notified by email to use the portal once your request has 
been approved. Afterwards, you may sign in to set up multi-factor 
authentication and start the submission. See Section B of this 
guidance for how to sign in with MFA.

Back to Table of Contents
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B. Multi-factor Authentication (MFA) and Login

I. Set Up MFA for Your WBKey Account
You only need to set up MFA when logging into the LSLI Portal for the first 
time or if you reset your MFA.

Set up your MFA with the step-by-step video linked above or follow the 
instructions below.

1. Sign into the LSLI Portal (Computer) 

· Go to the LSLI Portal and click one of the “Sign In” buttons. Enter the 
email and password for your WBKey account and click “Sign in”. 

 

NOTE: MFA Security Requirement

Multi-factor authentication (MFA) is required every time you login to 
the LSLI portal.

If your mobile device cannot support an MFA app, please contact the 
LCRR Unit at ddw-lslreports@waterboards.ca.gov.

Please visit the WBKey FAQ page for more information on MFA and why 
it is required.

Video Tutorial: Step-by-Step MFA Setup Instructions

mailto:ddw-lslreports@waterboards.ca.gov
https://www2.waterboards.ca.gov/wbkey/FAQ
https://www2.waterboards.ca.gov/wbkey/FAQ/article/how-do-i-enroll-in-mfa
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· You should be prompted with instructions and a QR code (barcode 
with black and white squares) like the screenshot below: 

 
· Do not click “Continue” yet. 

 

2. Download and install a mobile MFA app (Phone) 

· If you already have an MFA app on your phone, go to Step 3.

· On your phone, open the app for downloading and installing other 
mobile apps. This may be “Google Play” on Android devices or “App 
Store” on Apple devices.

· Search for “Microsoft Authenticator” or any other authenticator app of 
your choice. Download and install the authenticator app.

NOTE: Beware of PAID mobile MFA apps

Be sure to include “Microsoft” or “Google” as a key word when searching 
for an authenticator app on your phone—these apps are free to use.

Searching for “Authenticator” or “Authenticator App” may show a paid 
app in the search results—payment is NOT required to access the portal.
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3. Link your WBKey account to the mobile authenticator app (Phone) 

· Open the Authenticator app and tap the “+” icon or other button to 
add a new account. If it asks, “What kind of account are you 
adding?”, tap “Other account (Google, Facebook, etc.)”.

· Then a camera window should pop up on your phone—Use it to scan 
the QR code on your computer.

· Your WBKey account should automatically appear in your 
Authenticator app.

· Now you can click “Continue” on the LSLI portal.

II. Enter the Verification Passcode from the MFA App
You will have to enter a verification passcode for every login to the portal.

4. Sign into the LSLI Portal (Computer) 

· Sign into the portal with your WBKey email and password. You will be 
required to enter a verification passcode 

 
· DO NOT click the “Reset Multi-factor Authentication (MFA)” link 

if you are signing into the LSLI Portal for the first time. 
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5. Retrieve the verification passcode (Phone) 

· Open the MFA app on your phone and tap the account associated 
with your WBKey Account.

· You should see a 6-digit passcode and a countdown timer. 
Depending on your MFA app, the passcode screen may look different 
than the examples below.

6. Go back the LSLI portal to enter the passcode (Computer) 

· Check your phone for the passcode. If the countdown is about to 
expire, wait for it to provide a new code.

· Enter the 6-digit passcode on your phone with no spaces and click 
“Verify”.
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· If logging in for the first time, you will be prompted to set up your 
account security questions.

· Otherwise, you will be directed to your inventory submissions 
dashboard and can proceed to Section C.

III. Security Questions and Resetting MFA
· You must set up security questions in case you need to reset your 

MFA for a new device or if the passcodes stop working.

· When you reset your MFA, you will have to answer your security 
questions and re-link your WBKey account.

· You do not need to uninstall the MFA app from your phone when you 
reset your MFA. However, you may need to remove the WBKey 
account from the MFA app before you re-link the account in Step 3 
above.

NOTE: Invalid Code or Blank Security Questions Error

If the code from your authenticator app does not work; or if you arrive at 
a page where you are asked to answer your security questions, but the 
questions are blank and there is no way to answer them:

· DDW will have to reset the MFA for your account. Use the Contact 
Support link or email the LCRR Unit to request an MFA reset.

· You must relink your WBKey account to your MFA app (scan the 
QR code) and enter a passcode from your MFA app (Steps 3 
through 6 above).
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IV. Contact Support
· For technical issues with MFA, contact WBKey Support by visiting the 

WBKey Homepage and clicking on “Contact Support.”

· If your browser window is not maximized, expand the WBKey tab and 
click on “Contact Support.” 

 
 

Back to Table of Contents

https://www2.waterboards.ca.gov/wbkey
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C. Starting the Inventory

I. New Submission
· Click the ‘New Submission” button in the top right corner. 

 
· Create ONE submission per water system.

· Do not create a new submission every time you sign in. You may 
save and return to edit the same submission (more information in 
Section G)

II. Navigating the Portal
· You may click the headers to navigate to different tabs of the portal. 

 
· Or you may use the “Back” and “Next” buttons at the bottom to 

navigate. If you click the “Save” button, it will be disabled until the 
saving process is complete. 

 

Video Tutorial: Overview of the Inventory Portal

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2Fj1XWIMr8wLw&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920331952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=6OWTaT5Htfq%2BC%2BakXRCFDiL2z730nvyiy0ZDFWNhprE%3D&reserved=0
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III. How to Fill Out the Inventory on the Portal
The six tabs in the portal must be completed for the Initial Lead Service 
Line Inventory and submitted to DDW for review and approval.

1. PWS Information Tab 

· Enter your PWS ID using the “CAXXXXXXX” format. Be sure to 
include “CA”.

· The remaining fields will auto-populate. These fields are not editable.

· If any information is incorrect or your water system information does 
not auto-populate, please email the LCRR Unit at
ddw-lslreports@waterboards.ca.gov.

NOTE: Multiple Submissions Message

If you see the text “Submission already submitted”, an inventory has 
already been submitted and/or accepted by DDW for your water 
system by one of your staff persons.

DDW will check to confirm that the email login is associated with the 
correct PWS.

NOTE: One Person to Start the Inventory

We strongly recommend coordinating among your water system staff so
ONE person starts and submits the inventory to prevent confusion and 
incorrect submissions.

mailto:ddw-lslreports@waterboards.ca.gov
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2. Inventory Methods Tab 

 
Part 1: Historical Records Review

· The LCRR requires a historical records review. Please ensure this 
part is filled out. See the DDW Inventory Template Instructions for 
more information.

· A description should be provided of all records used that indicate the 
system-owned or customer-owned service line materials. If no such 
records are available or applicable, please enter a description such 
as “None” or “N/A”.

Part 2: Identify Service Line Materials During Normal Operations

· Please indicate during which normal operation activities you are also 
collecting service line material information and if new standard 
operating procedures (SOPs) were developed. 

 

3. Detailed Inventory Tab 

· See Section D for transferring information from the DDW Inventory 
Template (RECOMMENDED). See Section F for transferring 
information from an alternative spreadsheet.

· See Section E if you are entering the inventory manually in the portal.

4. Inventory Summary Tab 

 
Part 1: General Information

· For the Initial inventory, the submission year is 2024. Explain if 
ownership is split, all system-owned, or all customer-owned. Provide 
any additional information about the inventory. 

Video Tutorial: LSLI Portal - Inventory Methods Tab

Video Tutorial: LSLI Portal - Inventory Summary Tab

https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/lsl-inventory-instructions.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2Fdm9Zv-hxADM&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920331952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=T%2ByFwVnDlonxZNLgie553emBnEoFTFdTRPS7aHW95Ms%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FSQDYhW5wrX4&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920487765%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=v6fums%2BP61bBp%2BXedX2y5ZghfPkiZgumJcg3LIym4v4%3D&reserved=0
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· Please check the box to acknowledge you are aware of the public 
notification requirement to customers served by lead, galvanized 
requiring replacement, or lead-status unknown service lines 
(Appendix I).

5. Public Accessibility Tab 

 

· Check all applicable methods in which you will make your inventory 
publicly available as required in the LCRR.

· If your system serves more than 50,000 people, you are required to 
have the inventory accessible online.

6. Submit Inventory Tab 

 

· Click the submit button to complete the submission process.

· Once you click “Submit”, you cannot edit your submission 
unless it is rejected by DDW. If you submitted your inventory and 
need to make changes, please contact the LCRR Unit at
ddw-lslreports@waterboards.ca.gov. 

· The LCRR Unit or DDW district staff will notify you by email when 
your inventory submission is approved or needs revision.

NOTE: Number of Service Lines Inventoried

The number of service lines in your inventory should be greater 
than or equal to the number of service connections in your system 
as reported in the Electronic Annual Report (EAR). If the number is 
different, describe any service connection changes in this section.

Video Tutorial: LSLI Portal - Public Accessibility Tab

Video Tutorial: LSLI Portal - Submit Inventory Tab

mailto:ddw-lslreports@waterboards.ca.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FoIvZnrZaTE8&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920487765%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ejk%2FfOjbhYFQRZi3IZf5EXL0LdzKLW9A8FMKGadvyW4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FN82uQawp-ts&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920487765%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LNeyXqizsHZasJwskgYhI7CFhEtYewwq0TC9iKILxf0%3D&reserved=0
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Back to Table of Contents

NOTE: Keep a Copy of Your Submission Records

The LSLI portal is currently unable to export a copy of your entire 
inventory submission for download.

· If needed, the LCRR Unit can provide a spreadsheet copy of 
your submitted Detailed Inventory data only. This file would 
not include information from the other sections of your 
submitted inventory.

· We recommend systems use the DDW Inventory 
Template to keep a copy of submitted data from all 
sections of the inventory. Using the template will also 
make it easier to update and transfer your inventory data for 
future submissions.

· DDW will archive a copy of your inventory submission 
approval email. Feel free to save a copy of that email for your 
own records.

https://www.waterboards.ca.gov/lead-copper-rule/water_system_resources.html
https://www.waterboards.ca.gov/lead-copper-rule/water_system_resources.html
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D. Transferring Information into the Portal
This transfer method is for data in the Detailed Inventory tab.

The Detailed Inventory data MUST match the column order and cell 
dropdown options used in the portal and in the DDW Template.

· We strongly encourage water systems to use the DDW Inventory 
Template to enter and format all inventory data BEFORE transferring 
the data into the portal. This will make the transfer process smoother 
and serve as a copy of your submission for your records.

· If your system has an alternative spreadsheet (e.g., one exported 
from GIS), see Section F.

I. Copying and Pasting the Detailed Inventory
1. Select the data 

· Open your detailed inventory spreadsheet file.

· Select data in columns B (Unique Service Line ID) through V 
(Notes) of the DDW template to transfer into portal. Do not select 
the column headers, only select your data.

· Make sure there are no errors or rows with missing information 
in the spreadsheet. See the template tutorial above or the DDW 
Inventory Template Instructions for more information.

Video Tutorial: LSLI Portal - Detailed Inventory Tab

Video Tutorial: Using the DDW Inventory Template

https://www.waterboards.ca.gov/lead-copper-rule/water_system_resources.html
https://www.waterboards.ca.gov/lead-copper-rule/water_system_resources.html
https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/lsl-inventory-instructions.pdf
https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/lsl-inventory-instructions.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FjgKFwCNjJ-k&data=05%7C02%7CFranklin.Stieringer%40Waterboards.ca.gov%7Cd56752e14705441f2b5b08dc115b824a%7Cfe186a257d4941e6994105d2281d36c1%7C0%7C0%7C638404331920331952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=k6wp3rf2ibuYCWBJXykWe7p4MTHCk3oEFy51TETr31Q%3D&reserved=0
https://youtu.be/YlF2mw3AeO4
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· Check to make sure the correct columns are selected. The paste 
function will still work if Unique Service Line ID column is left blank. 

 
· Do not select the Entire Service Line Material (Column W). You 

will not be able to copy the last column Entire Service Line Material 
Classification. This column is locked in the spreadsheet. 

· The last column (Entire Service Line Material) will auto-populate in 
the portal after you paste and save the data, IF a properly formatted 
material is entered in BOTH the system-owned and customer-owned 
portions. 

NOTE: Systems with No Split Ownership of Service Lines

If the service lines are entirely System-Owned or entirely 
Customer-Owned, both portions still need to be filled out.

You MUST repeat the information on BOTH SIDES for the last 
column (Entire Service Line Material Classification) to auto-
populate.

In the Inventory Summary section of the portal, you will indicate 
who owns the service line(s).
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2. Copy the data 

· Once the data is selected, press CTRL+C on the keyboard to copy 
the data OR right-click on your computer mouse and select Copy. 

 

 
 

3. Paste the data 

· After you have copied your data from the spreadsheet, navigate to 
the Detailed Inventory tab in the LSLI Portal.

· Click the “Paste” button in the upper right corner of the portal. 
Click this button ONLY ONCE to avoid duplicate entries. Pressing 
CTRL+V on your keyboard will not paste the data into the portal.

NOTE: Transferring Data in Batches

We recommend selecting no more than 5,000 rows for copying 
and pasting data. Selecting fewer rows may load faster. Please 
transfer in “batches” by repeating Steps 1 through 3 of this section 
until all service lines are transferred to the portal. Transferring 
subsequent batches of rows will not delete previous data.
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· If your data does not paste, check to make sure your browser allows 
pop-ups for this website. 

 
· Pasting subsequent batches of rows WILL NOT delete or overwrite 

previously pasted data.

· Near the top of the page, you will see the number of service lines (in 
red) increase with every batch imported.

· After clicking “Save”, the Entire Service Line Material Classification 
column (the last column) should now be filled. If it is not, see Section 
E Part II of this document for more information.

NOTE: Loading Circles After Pasting Data

You may see a loading circle along with a pop-up at the bottom of 
the page that says, “Importing Data...” Please wait for the data to 
finish importing before clicking “Save”. The save button will be 
disabled until the saving process is complete.

NOTE: Invalid Data

If you receive a pop-up that states, “Invalid or no inventory data 
found in clipboard”, allow your browser to access your clipboard, 
make sure Line Size data are entered in decimal inches, repeat 
Steps 1 through 3 in this section.
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II. Deleting Rows of Data
To clear data, there are two different deletion options in the portal.

1. Remove ALL inventory records 

· This will delete ALL rows of service line data in the portal. Scroll to 
the far right of the Detailed Inventory tab to find “Remove” above a 
RED trashcan. Click the red trashcan to delete all rows. 

 
2. Remove an INDIVIDUAL inventory record 

· This will delete ONE row of service line data in the portal. Scroll to the 
far right to find the BLACK trashcan for that row. Click the black 
trashcan to delete that row. 

 

III. Displaying Rows 1 to 100
The portal will display 100 service lines at a time. To view rows after 100, 
use the forward and backward buttons on the bottom.

Please remember to complete the remaining tabs in the portal after 
completing the Detailed Inventory.

Back to Table of Contents
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E. Manually Entering Information into the Portal 
(Not Recommended)
Systems have the option to manually add service line information if they 
prefer. However, completing the DDW template FIRST and then 
transferring information will help prevent erroneous data entry.

I. Enter Data for a Single Service Line
1. Navigate to the Detailed Inventory tab in the LSLI Portal 

· On the far left side, click the “Add” button. A pop-up will appear. 

 
 

2. Edit service line material information 
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Each field is described below in more detail.

· Line ID This field is optional. Use for numbering or labeling the 
unique service lines.

· Street Address or Other Locational Identifier (REQUIRED) Enter a 
street address or another meaningful locational identifier (e.g., block, 
intersection, or GPS coordinates) for each service line. DDW strongly 
encourages systems to use street addresses as locational identifiers.

· Service Line Material Classification (REQUIRED) Please classify 
the service line material using the dropdown options. Systems are 
encouraged to specify the material of the non-lead service line. The 
inventory template provides the option of “Non-Lead - Copper” and 
“Non-Lead - Plastic” for systems to use where applicable. Water 
systems that choose to not specify the material of the non-lead 
service line may select “Non-Lead - Other”. Note the difference 
between galvanized and galvanized requiring replacement. 
(Scroll to the end of this section for more information)

· Lead Connector Present? (REQUIRED) Select the option “No, Was 
Present in the Past” if a lead connector existed in the past but has 
been removed. Select “No” if a lead connector was never present.

· Previously Lead? (REQUIRED) Was the service line ever previously 
lead? This question would determine whether a downstream or 
customer-owned galvanized service line is galvanized requiring 
replacement. Leave this column blank if system-owned portion of the 
service line is “Lead”.

· Year Installed? If you select the dropdown option “Installation date is 
after state or local lead ban” for the Basis of Material Classification 
field, you will need to provide the installation date for the service line.
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· Line Size If you select the dropdown option “Service line diameter 4 
inches or greater” for the Basis of Material Classification field you 
will need to provide the size for the service line in inches (decimal). 

 
· Basis of Material Classification (REQUIRED) Select the 

appropriate basis for how the material was determined. If the service 
line material is “Unknown,” you may leave the Basis of Material 
Classification column blank. Select “Other (Explain in Notes)” and 
describe the method(s) in the Notes column if your identification 
method is not listed in the dropdown option. 

 

 
 

NOTE: Case-by-Case Approved Methods

If you selected “Interpolation”, “Statistical analysis or predictive 
models”, “Water Sampling”, or an “Emerging Method” as a basis, 
please note an approved inventory workplan is required.

Submit workplans to DDW at ddw-lslreports@waterboards.ca.gov
for review and approval. Please refer to the LCRR FAQ and 
Inventory Methods presentation for more information.

NOTE: Systems with No Split Ownership of Service Lines

If the material is the same from the source or main to the building 
inlet, fill out BOTH the System-Owned Line Material Class and 
Customer-Owned Line Material Class with the same material.

Do not leave the System-Owned and Customer-Owned fields 
empty; Otherwise, the Entire Service Line Material Classification 
(last column) will not auto-fill.

mailto:ddw-lslreports@waterboards.ca.gov
https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/lcrr-lead-service-line-inventory-faq-2022-with-guidance-doc-v9.pdf
https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/lcpr-lsl-inventory-06292023.pdf
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3. Save the service line material information you entered 

· Once you have entered all your service line information, click “Ok” to 
exit the service line editor.

· Click the “Save” button at the bottom of the screen. After clicking 
“Save”, you will notice that the Entire Service Line Material 
Classification column (the last column) is now filled. The save button 
will be disabled until the saving process is complete.

II. If the Entire Service Line Material is Still Blank
There are two reasons why the Entire Service Line Material (last column) 
may not auto-fill once you click “Save”.

· The System-Owned Service Line Classification, Customer-Owned 
Service Line Classification, and Lead Present? Fields were not filled 
out. These three fields MUST be filled out.

· For the Customer-Owned Service Line Classification, galvanized was 
selected instead of galvanized requiring replacement, or vice versa. 
Ensure the correct classification for the Customer-Owned service line 
is selected, and the entire service line material column will auto-fill.

III. Galvanized Versus Galvanized Requiring 
Replacement (GRR)

· Galvanized: An iron or steel pipe dipped in zinc to prevent corrosion. 

· Galvanized Requiring Replacement: A galvanized service line 
downstream of a lead, previously lead, or unknown service line. 
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Please remember to complete the remaining tabs in the portal after 
completing the Detailed Inventory.

Back to Table of Contents

NOTE: Data Checks in DDW Inventory Template

Note the DDW Inventory is an Excel spreadsheet with built-in 
checks that will let you know if you are missing any required data 
or have incorrectly classified a galvanized service line.
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F. Transferring Information from an Alternative 
Spreadsheet
If you are using an alternative spreadsheet format, we recommend 
organizing the columns and formatting the cell data to match the 
DDW Inventory Template. This will ensure the data can be transferred 
correctly into the portal.

1. Organize columns and format cell data 

· The portal is sensitive to spaces, hyphens, and capitalization.

· Please see the Appendix II for the exact data fields from the DDW 
template that are needed for each column.

2. Copy and paste the data into the portal 

· Once your data is arranged and formatted to match the template or 
portal, follow the steps in Section D to copy and paste the 
information.

Back to Table of Contents

NOTE:  Entire Service Line Material Not Calculating

If the Entire Service Line Material is not calculated after you click “Save,” 
ensure required fields are filled out and that galvanized and galvanized 
requiring replacement service lines are labeled correctly (see Section E). 
Please check to make sure this field is not empty prior to submitting.



Initial LSLI Portal User Guidance Document August 2024 

Page 29 of 31

G. Returning to Edit a Saved Inventory
After importing or adding information and saving your changes, you may 
reopen the inventory to edit the information.

1. Load the saved inventory 

· Sign into the portal and locate the inventory on your Submissions 
Dashboard. Click the pencil and paper icon under the Edit column. 

 
· When you first open the portal, it may be empty. Please wait for the 

previously saved information to load. This may take a few minutes.

· You DO NOT need to re-enter your PWS ID or other information.

· In the Detailed Inventory tab, you may see 0 Total Service Lines. 
The loading circle will disappear when all the data has loaded.

2. Edit service line information 

· To edit service line information, hover your mouse over the row you 
would like to edit and double-click. A pop-up should appear for a 
particular service line. Click “Ok” when finished. 

 

Back to Table of Contents
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Appendix

I. Required Customer Notification of Lead, GRR, and 
Unknown Service Lines
Pursuant to 40 CFR 141.85(e), water systems must provide notification to persons 
served by the water system at the service connection with a lead, galvanized requiring 
replacement (GRR), or lead status unknown service line (USEPA, 2023).

Timing: Notification within 30 days after completion and DDW approval of the initial 
inventory submission and repeated annually until only non-lead service lines remain. 
For new customers added after the initial inventory, water systems must also provide 
this notice at the time-of-service initiation.

Content: Statement about service line material, lead health effects, and steps to 
minimize lead exposure in drinking water

If the water system serves communities with a large proportion of non-English speaking 
consumers, as determined by the State, public education materials must be in 
appropriate languages or contain a telephone number or address where persons served 
may contact the water system to obtain a translated copy of the materials or to request 
assistance in the appropriate language.

If the service line is:

· Confirmed Lead: Must include opportunities to replace the LSL, any available 
financing programs, and statement that the system must replace its portion if 
property owners notify the system that they are replacing their portion.

· Galvanized Requiring Replacement: Must also include opportunities for service 
line replacement.

· Lead Status Unknown: Must also include opportunities to verify the material of 
the service line.

Delivery: By mail or another State-approved method.

Reporting to States: Demonstrate that the water system delivered the notification and 
provide a copy of the notification and information materials to its State annually by July 
1 for the previous calendar year.

https://www.ecfr.gov/current/title-40/part-141/section-141.85#p-141.85%28e%29
https://www.epa.gov/system/files/documents/2023-06/Final Small System Entity Inventory Guide_508.pdf
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II. Data Fields Needed for Detailed Inventory (Using Alternative Format)
Please ensure that your data matches the exact text below (including hyphens and spaces) and the 
same column order for the copy and paste to be successful. For columns not shown below or with 
blanks, no specific data format is required. If you would like a copy of this information in spreadsheet 
format, please refer to the DDW template for the dropdown options. 

https://www.waterboards.ca.gov/drinking_water/certlic/drinkingwater/docs/2023/inventory-template-081423.xlsx
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