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CPO Workflow 

 
Helpful Hints: 
 
Custodial Property Officers (CPOs) are required to accept/reject responsibility for new and existing 

assets.  When a new asset is received (goods receipt) and a CPO has been designated, or when an 

asset master record is changed and a new CPO is identified for the asset, the workflow process for 

accepting an asset begins.  The CPO will receive an email message indicating that an asset record has 

been assigned to them and they either need to accept or reject the asset.  An Asset Master record must 

have a CPO identified in order for workflow to begin. 

 

 

 The CPO workflow begins when a new asset is created and posted.  

 If a CPO does not accept or reject an asset within 10 days of the first workflow process 
notification, a reminder email will be sent every 10 business days until the asset is either 
accepted or rejected in the FBMS system. 

 CPO Accepts or Rejects the asset using the Accept/Reject dialog located in the notification email 
in My Tasks. 

 If the CPO accepts the asset, the system will display a message indicating the asset has been 
changed, which completes the CPO workflow process. 

 The system generates a notification to the CPO bureau email inbox, as well as the Inbox located 
in the main FBMS portal under the My Tasks heading. 



FBMS CPO Workflow 
Deployment 4  

 

 

Page 4 
 

 If a CPO rejects an asset, a notification is generated to the Property Manager. The CPO workflow 
process stops and the Property Manager will determine the next steps. 
 

Let’s Begin: 
 

Use the following portal path to access your workflow items in the FBMS Business Workplace: 

 My Tasks>Inbox> Workflow 

 

 
 

You will see a number next to Workflow; this number indicates the number of items requiring your 
attention in your inbox.  
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Accepting an Asset 
When an asset master record is created and a CPO is assigned to the asset, the workflow process 

begins.  The CPO will receive an email message in their bureau email inbox indicating that an asset 

record has been assigned to them and they either need to accept or reject that asset. 

 

  
 

This is an example of a system-generated email received by the CPO during the CPO workflow 
process. 
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To accept an asset: 
 

1) Double-click the workflow task you wish to work on in your workflow inbox. 
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2) You will be presented with the options to either Accept/Reject  the asset, or Cancel and keep work 

item in inbox.  To accept, click to continue. 

 

 
 
 

This is an example of a notification received in the CPO FBMS Inbox. It includes a description of the 
asset and the Accept/Reject dialog. 
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3) Click the  tab.  
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4) Scroll down to view the field CPO Acceptance Ind. 
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5) Click the icon beside the CPO Acceptance Ind field to view the Accept/Reject options. 
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6) A pop-up box will appear; click  to accept the asset. 

 

 

7) Click . 
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8) Click .  

 

 
 

The CPO Acceptance Ind. field now indicates A for Acceptance.  This means that you, as the CPO, 
have accepted this asset, and completes the acceptance process.   
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Once you click  (step 8), a pop-up information box may appear, as below, to indicate that the 
Asset Master Record (AMR) is updating the Equipment Master Record (EMR), and the two are now in 

sync.  This will only occur if there is an equipment record associated with that asset class.  Click  to 
acknowledge the message.   
 
Note: The only field that updates from the Equipment Master Record to the Asset Master Record is the 
License Plate field.   
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Rejecting an Asset 
You may need to reject an asset if you are not the correct CPO for that asset. 

To reject an asset, follow the same steps 1 through 5 for accepting an asset; up until this point, the steps 
for acceptance and rejection are identical. 
 
1) Double-click the workflow task you wish to work on in your workflow inbox. 
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2) You will be presented with the options to either Accept/Reject  the asset, or Cancel and keep work 

item in inbox.  To accept, click to continue. 

 

 
 
 

This is an example of a notification received in the CPO FBMS Inbox. It includes a description of the 
asset and the Accept/Reject dialog. 
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3) Click the  tab.  
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4) Scroll down to view the field CPO Acceptance Ind. 
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5) Click the icon beside the CPO Acceptance Ind field to view the Accept/Reject options. 
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6) A pop-up box will appear; click  to reject the asset. 
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7) Click .  
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8) Click . 
 

 
 

 The CPO Acceptance Ind. field now indicates R for Rejection.  This means that you, as the CPO, 
are rejecting this asset.   
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Once you click  (step 8), a pop-up information box may appear, as below, to indicate that the 
Asset Master Record (AMR) is updating the Equipment Master Record (EMR), and the two are now in 

sync.  This will only occur if there is an equipment record associated with that asset class.  Click  to 
acknowledge the message.   
 
Note: The only field that updates from the Equipment Master Record to the Asset Master Record is the 
License Plate field.   
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9)  Once you reject an asset, you will be prompted to enter a Reason for Rejection.  When the pop-up 

box appears, enter a title for your rejection in the Title field, then click . 
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10) The Reason for Rejection screen will provide a space for you to type a short descriptive reason of   

why you are rejecting the asset. After entering your rejection reason, click . 
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Once you have saved the rejection, a message will appear at the bottom of the screen indicating that 
your rejection has been completed.   
 

 
 

Once an asset has been rejected by a CPO the Property Manager is notified by email and the 
workflow process stops.  The Property Manager will then follow the steps to reassign the asset. 
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Appendix A  

Important Buttons to Know in the Workflow Screens 

 

 Update Icon – This is a refresh.  If you are waiting for something to appear in your inbox, you must 
hit the update icon.  For example, if you are an approver for a purchase request, and you see the item in 
your inbox and display it so you can view it before approval, then cancel out of the display so that you can 
approve it, you will need to refresh your inbox by clicking on the update icon before it will reappear. 
 

 Execute Icon – This does the same thing as double-clicking on a work item.  It will display the item 
and information about it. 
 

  Display Icon – Provides additional information about a particular work item. 
 

 Reserve Icon – If you click on this icon, it will “reserve” your item.  This tells the system that work on 
this item is in process by you.  Any workflow administrator checking on the item will see that you have 
reserved it, and will assume this work item will be handled by you.  A work item is also reserved by you if 
you open the item and then click “Cancel and keep in my inbox.” 
 

 Replace Icon – This icon is used when a work item is sent to more than one person.  For example, if 
an invoice goes out to 2 or 3 people for approval at one time, and someone reserves it, others cannot get 
to it.  The one person who has reserved it must click on the “replace” icon to make it available to others; 
this icon basically puts the item in a ready state for others to work on.   
 

 Forward Icon – this allows you to forward the work item to someone else.  Forwarding a work item is 
not permanent.  I.e., if you forward an item to someone and it is either rejected or not approved by that 
person, the next time it is sent out, it will be sent to the original person who received it (not the person it 
was forwarded to).   Also note that forward does not generate e-mail notifications in lotus notes, so if you 
forward an item to someone that needs immediate attention, you will need to let that person know to look 
for it in the documents section of their business workplace inbox. 
 

 Display Workflow Log Icon – Clicking on this icon will show the history of that workflow item.  You 
can then click on the “tree” to see the details.   
 

 Other Functions Icon – Clicking this icon provides you with a drop down menu that will allow you to 
choose send mail, (and attachments, if there are any), to the document folder of someone’s inbox.   
 

  Attachment Icon – This allows creation of an attachment or viewing an attachment.   
 

  Print – Use to print the item. 
 

 

 


