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LAUSD Maintenance and Operations 
Custodial Schedule Application Guide  

 
Background: To allow Plant Managers to establish custodial schedules electronically.  
 
Step 1: Login to Custodial Scheduler Application 
 
In a web browser (for example, Internet Explorer, Chrome, FireFox), type in the following URL: 
http://facapps.lausd.net/ords/f?p=1300 
 
You will be taken to the following page. 

 
 
Enter your district single sign on username and password and click on the Log In button.  

 
 
 
 
 
 
 

http://facapps.lausd.net/ords/f?p=1300
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Step 2: Create New Schedule 
 
You will be taken to the Custodial Scheduler home page, in this page, you can view your existing schedules 
and/or create a new schedule. 
 
To create a new schedule click on the New Schedule button.  

 
 
A New Schedule window will appear.   

 
 
Fill out the required/appropriate fields: 
 
Type Description 
Schedule Type Select the appropriate schedule type that you are creating.  
Area The M&O Area where the school resides under 
Route The appropriate route (if you have multiple custodians) 
Cost Center The school’s cost center  
Valid From/To The schedule’s from/to duration 
Total Mins The custodian’s total number of minutes he/she works each day  
Travel Min The total number of travel time minutes (if applicable)  
Custodian EIN The employee number of the custodian whom the schedule is created for 
Comments Optional comments  
 
Click on the Create button when done.  
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Sample  

 
 
After you click on the Create button, you will be taken to the Edit Schedule screen.  

 
 
 



                                                                                                                Custodial Schedule Application  
 

4 

 
Next, enter the employees Starting work hours (both hours and minutes).  The Break, Lunch and 2nd Break start 
and finish will automatically populate based on the working hours and total hours available for each day.   

 
 
You may click on the Update button to save the record at anytime.  

 
 
Next, enter the daily task by clicking on the right arrow button to the left of Select New Task.  

 
 
Next, click on the plus sign icon to add each task. 
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A Select New Task window will appear.  Enter the total minutes for the specific task (optional comments) and 
click Apply.  

 
 
The task will be saved under the Tasks section.  The Total Assigned Minutes will also update with the total 
number of minutes assigned to tasks as well as the total number available minutes left to be assigned. 

 
 
Repeat steps on adding a New Task until all minutes have been assigned.  
 
Note: If you select a tasks that does not predefined daily schedule (for example, Dusting or Exterior). You will 
need to select the appropriate schedule.  
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If Selected Days is selected, the window will refresh and display the full work week.  Here you can enter the 
specific task for each day.  Click Apply when done.  
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When all available minutes have been assigned a task, the completed checkbox will be automatically checked. 

 
 
Next, click on the Print PDF button to view the PDF document and review if any changes are needed.  

 
 
The Custodial Schedule will appear.  If the schedule is correct, print and sign the document and file.  If the 
schedule is not accurate, go back to the Edit page and make the necessary changes.  

 
 
Congratulations! You have just created a custodial schedule.  Please repeat steps for next employee and/or 
schedule type.  
 
Should you have any questions on this guide, please contact Danny Lu (danny.lu@lausd.net / 213-241-1121), Nelson Castro 
(n.castro@lausd.net / 213-241-8764), Mark Merrick (mark.merrick@lausd.net / 213-241-8620), or John Herweg (john.herweg@lausd.net / 
213-241-1127).   
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