Change Inventory Appointee or Custodian Delegate

This procedure will outline the steps needed for an Inventory Appointee or Custodian Delegate to
change an Inventory Appointee and/or Custodian Delegate in the FLHSMV Service Portal.

1) Log into the Service Portal and click the Request Something icon.
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2) Under Categories, click on Inventory. 3) Select the Location Code Management Option.

Categories Inventory | =
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General Asset Forms
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B Request A Service

Standard Changes

Inventory and Asset Check-In Location Code Management Property Inventory Transfer

Location Code Management

For Bureau Cheif and Property Custodians to manage their Locstien Codes

Form Instructions:

. . Click the pen icon under the Actions section for each Location Code and select the appropriate Custodian
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Dele ate/Inventory Appeointee for that record.
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6) Select the
editiconto
update each
location code,
as needed.
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7) From the dropdowns, select the Custodian Delegate and/or the Inventory Appointee that should be
assigned to the location code selected.

Edit Row
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Section

Accounting

Room

A41EB

Custodian delegate

B MikeAlexsnder

mventory appointes

ﬂ Etewve Surch

8) Click Save.

9) Click Submit.

10) Confirm the request has been submitted.

Home ¥ RequestSummary Search Q,
Item Delivery Date Stage Quantity
Lecation Code Management - b request_approved
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12) You will receive an email
stating your request has
been created.

Your request REQO064271 has been Created!
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Your request REQQOE42T] has been crealed!

l:q-q..tl.r' items;
RITKMOIGETAE: Location Code kanagement, Stage: Pending Training

The approval flow for assigning an Inventory Appointee/Custodian Delegate to Asset Location codes:

If training is needed:

Inventory Appointee/Custodian Delegate -> Bureau Chief -> LDO -> User Completes Training ->
ISA updates User Role

If training is not needed:
Inventory Appointee/Custodian Delegate -> Bureau Chief -> ISA updates User Role
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