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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.

4) Identify the Bureau Chief 
for the location code for which 
you want to request a change. 

The system will populate any 
location codes that need to be 
addressed.

5) If there are none displayed, 
select the Show all Location 
codes checkbox.

2) Under Categories, click on Inventory. 3) Select the Location Code Management Option.
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6) Select the 
edit icon to 
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.

8) Click Save.

9) Click Submit.

10) Confirm the request has been submitted.
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12) You will receive an email 
stating your request has 
been created.

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


