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The Up-Trade Barter Exchange Program is a point-based barter program that allows the online trading of new and gently 
used furniture and equipment among schools and offices District-wide.  Schools and offices trade-in their surplus furniture 
and equipment to the District Up-Trade Office for redempƟon points.  The Up-Trade Office offers the traded-in items for 
sale in Up-Trade.  Schools and offices use their earned points to purchase items they need from Up-Trade.  There is no fee 
to trade-in or sell items.  There is a nominal transacƟon fee of 5% to buy items - 3% will be returned to the selling school 
or office that iniƟally sold the item to the Up-Trade Office.  The 5% fee is based on the assessed point value of the items 
bought. 

How Up-Trade Works Overview 
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To access the Up-Trade website, employees will log onto the General Stores DistribuƟon 
Online Catalog and click the link to Up-Trade.  Any employee with a LAUSD single sign-on 
(email) user name and password may view items available in Up-Trade; only employees 
with authorizaƟon to place orders through the Online Catalog, as designated by the 
principal or site administrator, may trade/sell or buy items in Up-Trade.  The principal or 
site administrator and/or designee will be responsible for confirming that items being 
traded-in and sold are exempt from categorical funding policies (see BUL-3508, 
Inventory for Equipment Purchased Through Categorical Programs). 

Geƫng Started 
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If you have quesƟons 
regarding a General Stores 
DistribuƟon Online Catalog 
login account, contact 
Customer Service: 

Telephone   (562) 654-9009 

Email   cs.stores@lausd.net 

Log On  

1 From your web browser, type:  
 

hƩps://storescatalog.lausd.net 
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On the General Stores DistribuƟon 
login page: 

2 Type in your single sign-on 
email address with @lausd.net 
(e.g., jane.doe@lausd.net) and 
password. 

3 Click Login. 
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Log On 



The Up-Trade home page has links on the right top bar and leŌ side bar, which are available on every page in the Up-
Trade website.  Before trading, it is recommend that employees view the following reference materials, which are 
available by clicking the links on the leŌ side bar.   

 Online Video Tutorial  
 Frequently Asked QuesƟons (FAQ) 
 What Can I Trade? 
 BUL-3508, Inventory for Equipment Purchased Through Categorical Programs 

Home Page Overview 
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Log On (cont.) 
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4 Click on the Up-Trade 
Site link in the upper 
right or Up-Trade banner  
on the General Stores 
home page to go to the 
Up-Trade website. 
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5 ConƟnue to the Up-Trade website by clicking  Sign In Now. 
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1 SIDE BAR (at leŌ):  

Home Return to the home page. 

About Up-Trade Brief overview of the Up-Trade Barter Exchange Program. 

Using Up-Trade Links to informaƟon on how to use the Up-Trade website: Video Tutorial, Quick Reference 
Guide, and Frequently Asked QuesƟons. 

What Can I Trade? Link to informaƟon on items that may and may not be traded. 

LAUSD Categorical 
Funding Policy 

Link to BUL-3508, Inventory for Equipment Purchased Through Categorical Programs. 

Surplus Property 
(Salvage) InformaƟon 

Link to informaƟon on sending furniture or equipment, which do not qualify for Up-Trade, to 
the Surplus Property and Recycling Annex (formerly Salvage Warehouse). 

 

2 TOP BAR (at right):  

Buy Items Browse or search for items available to buy with points. 

My Account/Sell Items Go to the My Account Page for point balance, transacƟon history, and link to sell items.     

Contact Us Send email to the Up-Trade Program Coordinator. 

Messages Go to the Message Inbox page to retrieve email from Up-Trade Program Coordinator.           
(All Up-Trade emails are also sent to your LAUSD email account.)  

Logout Click to exit Up-Trade website. 
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Home Page Overview (cont.) 



Click on the Trans. History buƩon below your locaƟon’s name to go to the 
TransacƟon History page where you may view details of all prior transacƟons, 
such as transacƟon ID, item traded, if your locaƟon was the buyer or seller, 
transacƟon date, cash fee (5% transacƟon fee), and point value (listed under 
Amount).  The list shown is sorted from newest to oldest transacƟon.  

Click on My Account/Sell 
Items to go to the My 
Account page. 

The My Account page provides the current point balance for your locaƟon and summary of prior sales and purchases.  
Below the user and locaƟon name are the links to retrieve your locaƟon’s transacƟon history and to sell items.   

1 Click to go to the 
TransacƟon History page 
and view previous 
transacƟons. 

2 Click to sell a item. 

3 Current point balance. 

4 TransacƟon point 
summary by year. 

My Account Overview 

TransacƟon History 
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1 View a shorter list by 
entering a date range 
and click Filter. 

2 Click Download Report to 
download transacƟons 
shown to Excel.  You will 
be prompted to Open or 
Save the data in Excel.  

3 Select the month and 
year and click Download 
to open a monthly 
statement, showing 
details for all 
transacƟons for the 
month in PDF. 
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LocaƟon Name Financials 

Jane Doe 
Location Name  details 
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Sell Items 

Click on the Sell Items buƩon on the My Account Page to upload and trade/sell 
an item.  The Sell Items page lists the current sale items for your locaƟon that 
are pending approval from the Up-Trade Program Coordinator.  You may delete 
an item you no longer wish to trade/sell if it is sƟll pending approval.   

1 Click Add New Item to 
trade/sell an item. 

2 Click X to delete an item 
pending approval. 

There are two categories to choose from when uploading an item: Preloaded and Non-preloaded.  Preloaded items are 
commonly used items that the Up-Trade Office has already assigned a point value.  First, check if the item is preloaded by 
searching for it in the drop down boxes.  If it is not listed, go to Non-preloaded Item secƟon. 

Preloaded Item 

1 Select a furniture/
equipment category 
from the leŌ drop down 
box. 

2 Select an item from the 
right drop down box. 

3 The pre-assigned points 
(price) and descripƟon 
will display. 

4 Enter the QuanƟty 
Available, CondiƟon of 
the item, Contact Person 
(also include a contact 
phone or email), and the 
LocaƟon on Campus 
where the item is 
located. 

5 The Item DescripƟon box 
will self-populate; you 
may add addiƟonal 
informaƟon. 

6 Enter addiƟonal 
requested informaƟon.   

 2 
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LocaƟon Name - Items for Sale 
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Add New Item 
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If the furniture/equipment 
item is not preloaded and 
not listed in the drop down 
boxes: 

1 Click on “enter” your 
own.   

2 Enter the QuanƟty 
Available, CondiƟon of 
the item, Contact 
Person, (also include a 
contact phone and 
email), and the LocaƟon 
on Campus where the 
item is located. 

3 Enter the Item Name and 
Item DescripƟon.  Be as 
descripƟve as possible.  

4 Enter addiƟonal 
informaƟon such as size, 
color, material, capacity, 
brand, etc.  

Con nue with steps 7 to 9 
above under Preloaded 
item. 
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7 Answer the 7 quesƟons 
regarding the condiƟon 
of the item you are 
trading/selling by 
checking Yes or No for 
each. 

8 Confirm item conforms 
with LAUSD Categorical 
Funding Policies by 
checking the box. 

9 Click Next (buƩon will 
appear aŌer you check 
the box in 8). 

Steps 7 to 9 also apply to 
entering a non-preloaded 
item. 

Non-preloaded Item 

Preloaded Item (cont.) 

Categorical Funding Policies 
Items purchased with categorical funds may not 

be traded unless the items are more than 5 years 
old or have a purchase price of less than $500. 
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Add New Item 
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Upload up to 3 images of 
the item.  A minimum of 2 
photos, front and back 
image, are required: 

1 Click Browse to select the 
file from your computer 
or drive. 

2 Click Save & Close once 
all images are selected. 

Items submiƩed without 
photos will not be approved. 

Acceptable formats include 
JPG, GIF, and PNG. 

The maximum size for each 
image should be 1 MB.   

AŌer you click Save & Close, an email noƟficaƟon will be sent to the Up-Trade Program Coordinator to review the items 
you uploaded for barter/sale.   
 
If preloaded items are approved for barter/sale: 
 You will receive an email confirmaƟon receipt. 
 Your Up-Trade account will be credited with points. 
 The items you uploaded will be listed on the Up-Trade website for another school to buy. 
 
If non-preloaded items are approved for barter/sale: 
 You will receive an email with a point value for the item and the opƟon to accept or decline the offer. 
 If you accept the offer, the trade will be executed by the Up-Trade Program Coordinator. 
 
Items posted and approved for sale will remain at your site unƟl sold to another school or up to 60 days.  Ensure items 
are kept in a secure area unƟl picked up.  When the item is sold to another school or office, Truck OperaƟons will contact 
your locaƟon with a pick up date.  If the item does not sell within 60 days, Truck OperaƟons will pick up and deliver the 
item to the Surplus Property and Recycling Annex (formerly Salvage Warehouse). 
 
If items are not approved for barter/sale: 
 You will receive an email that states “This item does not meet the District’s Up-Trade bartering standards.  Please 

refer to the “What Can I Trade?” link on the leŌ side of the website for informaƟon on what items may and may not 
be traded.”    

 

Upload Photos 
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Approval Process 



There are three ways you can 
search for items: 

1 Scroll down the list of 
most recently listed 
items.  Click on an item 
name for more details or 
to purchase the item. 

2 Enter a search word or 
phrase.  Click Go for a list 
of search results.   

a The results from your 
search will display on a 
new page.  Click on an 
item name for more 
details or to purchase the 
item. 

3 Click on one of the 
categories on the right to 
browse the subcategories 
of items available.  The 
number in parenthesis 
denotes the number of 
subcategories available 
for that category. 

b When you click on a 
category, the next page 
will display the items 
available at right.  Click on 
an item name for more 
details or to purchase the 
item. 

c The leŌ side displays 
an expanded list of 
furniture/equipment 
categories with 
subcategories. 

Buy Items 
Items for sale in Up-Trade may only be purchased with Up-Trade points - points earned by trading/selling surplus 
furniture or equipment to Up-Trade.  Go to the My Account page to check your locaƟon’s point balance prior to buying an 
item.     
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Click on Buy Items to view 
items available for sale. 

Search for Items 
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Once an item is selected, 
you may view details and 
images of the item.  When 
you are ready to purchase: 

1 Enter a quanƟty and click 
Purchase.   You will have 
an opportunity to review 
your purchase again. 

2 Indicates the number of 
days leŌ for free 
shipping.  If the item is 
purchased aŌer 60 days, 
a delivery fee will apply. 

When you click Purchase, the 
Post a TransacƟon page will 
display: 

1 Verify the purchase 
informaƟon.   

2 Enter a funding line to 
assess the 5% transacƟon 
fee.  Include Fund, Area, 
OrganizaƟon Code, 
Program, and Object. 

3 Click Post a Single 
TransacƟon to finalize the 
purchase.    
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Item Details 
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Confirm Barter/Purchase 

AŌer confirming your purchase: 
 You will receive an email confirmaƟon with details of the transacƟon. 
 The Up-Trade Program Coordinator will submit a request to Truck OperaƟons to deliver the items. 
 Truck OperaƟons will noƟfy the contact person of the delivery date. 
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School Name Up-Trade Office 

One Time TransacƟon 



You may contact the Up-
Trade Program Coordinator 
at any Ɵme via email.  Click 
the Contact Us link. 
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Contact Us 

On the Contact Us page: 

1 Type your inquiry in the 
box. 

2 Click Submit. 
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