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DEFINITION 
 
The CPM / AOS Directory Update Guide  details step by step instructions on how to update CPM and AOS 
school assignments.  The guide also includes instructions on how to update the M&O Area, Complex and 
key phone numbers for a school site.  Updates made on this application will be reflected in Maximo the next 
day and be available for the public to view/download through the M&O website.  
 

• How to update CPM / AOS school assignment (pg. 3-7) 
• How to update a Schools assigned Complex (pg. 8-10) 
• How to update a Schools contact information (pg. 11-12) 

 
 
LOGIN 

 
Principal Clerk performs this function.  
 
To login to application, please go to http://facapps.lausd.net/ords/f?p=1500. 

 
Enter your Single sign-on username and password and click on the Log In  button.  

 
 
You will be taken to the main FSD Users List tab and page. 
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1. HOW TO UPDATE CPM / AOS TO SCHOOL ASSIGNMENT 
 

Click on the CPMs & Schools  tab on the left navigation pane.  

 
 
You will be taken to the CPM, AOS & School Info  page. 

 
 
Next, on the search field, type in the CPM name or the School/Complex name to update the CPM 
assignment and click on the Go button.  
 
Sample search by CPM / AOS name. 

 
 
Sample search by School/Complex name 
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A list of records that have that name will appear. 

 
 
Note:  If you made a mistake and want to create a new search.  You must first clear the original search 
by clicking on the x before starting on a new search.  

 
 
Next, click on the CPM / AOS name that you wish you update.    
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The Add or Edit CPM / AOS  window will appear.    
 
In this screen, you will see the school that you are attempting to update and the currently assigned 
“Existing” CPM / AOS for that school site.  

 
 
The system provides you with three update options: 

 
 

Options  Definit ion  
1. One School Only Select this when you are only updating the CPM / AOS for the 

selected school.  
2. Reassign CPM (One Area) Select this when you are updating the CPM / AOS for all schools 

where he/she is currently assigned.   
3. Swap CPMs (Same Area) Select this when you are swapping CPMs / AOSs for schools in 

the same area.  
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After making your selection, click on the up arrow under the New CPM / AOS  field to search for the 
replacement.  

 
 
A new search window will appear, where you can search for the name or employee number of the 
replacement.  After typing in the name or employee number, click on the Search button.  Click on the 
name to select.  

     
 
The name will then be inserted to the New CPM / AOS field.   
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To save the record, click on the Save button.  If you want to cancel, you can click on the x box.  

 
 
The new CPM / AOS will now be assigned to the school you selected.  

 
 
Congratulations.  You have just updated the CPM / AOS for a school or set of schools.  
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2. HOW TO UPDATE A SCHOOL’S ASSIGNED COMPLEX 

 
Click on the CPMs & Schools  tab on the left navigation pane.  

 
 
You will be taken to the CPM, AOS & School Info  page. 

 
 
Next, on the search field, type in the School name to update the Complex assignment and click on the 
Go button.  

 
 
Next, the application will display a list of records with the name you entered. 
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Next, click on the Complex name  that you want to update.  

 
 
The Update Complex  window will appear.   

 
 
Click on the New Complex  value list.  A list of complexes in the M&O Area will appear.   
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Select the appropriate complex and click on the Save button.  

 
 
The complex will be updated for all school’s that share the same site.  

 
 

     Congratulations.  You have just updated the school’s assigned M&O Area Complex.  
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3. HOW TO UPDATE A SCHOOLS PHONE CONTACT INFORMATIO N 

 
Click on the CPMs & Schools  tab on the left navigation pane.  

 
 
You will be taken to the CPM, AOS & School Info  page. 

 
 
Next, on the search field, type in the School name and click on the Go button.  

 
 
Next, the application will display a list of records with the name you entered. 
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Next, click on the school name to view and update the school’s phone contact information. 

 
 
The Update School Info window will appear.  To update the Main Phone # , Cafeteria Phone # , and/or the 
Principal Phone # , simply click on the field and overtype the exiting information.  Click on the Save button 
when done.  

 
 
Congratulations.  You have just updated the school’s phone number(s). 

 
 
 

Should you have any questions on this guide, please contact Danny Lu (danny.lu@lausd.net / 213-241-1121), Mark Merrick 
(mark.merrick@lausd.net / 213-241-8620), John Herweg (john.herweg@lausd.net / 213-241-1127 or Rick Peterson 
(richard.peterson@lausd.net / 213-241-6274). 


