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• For optimal performance, the preferred browser is:

• Alternate browsers will deliver performance or rendering issues:  

Browsers

Mozilla 

Firefox® 

Microsoft 

Edge® 

Internet 

Explorer® 

Safari

Google 

Chrome®



HOMEPAGE
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Homepage (top)

5

Default “Bill To” and 

“Ship To” Accounts

Navigation 

bar

Product Search

- Search by commodity code, catalog number, 

product invoice description, or product 

description and press Enter on your keyboard 

to search

Select the logo from 

any screen to navigate 

back to the homepage

Change “Ship 

To” Account

4365497

4365496

4365495

4365494

4365498



Homepage (top)

6

Select the 3 dots to view 

additional options. 

Note: Options will vary based 

on the order Status and Type

4365497

4365496

4365495

4365494

4365498

View 5 most recent 

Orders from the 

Homepage



Homepage (top)

7

Invoice, 

Credit or 

Debit Memo 

PDF

View 5 most recent 

Transactions from the 

Homepage

Select the 3 dots 

to view additional 

options

Access to view Transactions is controlled by each user’s company.



Homepage (top)

8

Select the 3 dots 

to view additional 

options

View 5 most recent 

Quotes from the 

Homepage

Access to view Quotes is controlled by each user’s company.

Note: Not all business lines use quotes.



Homepage (top)

9

Easy access to 

your Shopping

cart

Click the “Add To Cart” 

button in order to add the 

entered items above to 

your shopping cart

Select the “+ Add Line 

Item” in order to add extra 

commodity code & quantity 

rows

141134-130-12.0000

The unit of measurement 

used is USG’s standard 

unit of measurement. i.e. 

pallet, carton, etc. based 

on the product line

20

Quickly add items to your 

shopping cart by entering 

product:

• Commodity code-

• Suffix-

• Length (where applicable 

such as wallboard)

• Quantity

4365497

4365496

4365498    

4365495

4365494



Homepage (top)
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141134-130-12.0000 20

4365497

4365496

4365498    

4365495

4365494

Access Profile

options



Homepage (bottom)

11

Select price book to 

be emailed to you

Clones most recent 

eligible order (must have 

order number) you placed 

and navigates you to your 

Shopping Cart 

Navigates to 

your Delivery

information

Navigate to your 

Favorites lists

Submit a Product 

Related Issue Inquiry

Navigates to the 

Resource Center



PRODUCTS
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Products

13

Product categories

Product subcategoriesChecksheets



Product Subcategory Results
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Product Subcategory

15

Enter desired Quantity

and select the ”Add” 

button to add item into 

your cartAdd product to existing 

Favorite Lists or create new 

Favorites List

Directs to product detail 

page on usg.com

Use the “+” sign 

to expand options

Use the “-” sign to 

collapse options



Product Detail

16

Enter desired Quantity, then 

“tab” to view availability and 

date. Select the ”Add” button to 

add item into your cart.

Note: Date defaults to the next 

business day but can be 

changed based on your needs.

$999.00

06/09/2019



FAVORITES
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Favorites

18

Add item into cart

Check product 

availability for specified 

quantity and “Available 

to Ship” date

Access your saved Favorites Lists

Remove item from 

favorites list by checking 

the heart again

Edit name of 

Favorite List

Hover over the “i” icon 

to view help text

$999.00

$999.00

$999.00

$999.00

$999.00

06/19/2019



ORDERING PROCESS

Placing a New Order

Shopping Cart

Submit Order
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Placing a New Order

20

One way to start a new order is from 

the Favorites page. Enter in the 

desired Quantity and click on the 

Add / Add to Cart button

$999.00

$999.00

$999.00

$999.00

$999.00

06/19/2019



Placing a New Order
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Success 

notification after 

product is 

added to user’s 

shopping cart



Shopping Cart
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Not ready to checkout? Select 

“Continue Shopping” to 

navigate back to the homepage

Use the “Update” button to refresh 

any changes to your cart. You must

click the “Update” button before 

checking out.

Remove product 

from cart

Truck capacity

Ability to enter in Quote 

Number to check if the quote is 

valid for the selected product 

and quantity. If successful, the 

quote will apply to the order.

46080 LBS

Use the dropdown to 

select options for 

Mode. Options:

• Full Truck Load 

• Partial-Waiting to 

Consolidate (for 

orders that need to 

be consolidated)

• Partial-Waiting to 

Pool (for orders that 

need to be pooled)

• Partial-Build My 

Truck 

46080 LBS



Shopping Cart
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Ability to mark products as a 

Balance Item to adjust 

product quantity according to 

the shipping capacity of the 

vehicle

Enter a PO Number 

Click the “Update” button before 

checking out. Then click the 

“Checkout” button to see your order 

recap (next screen) before you Submit 

your order

Color Indicators 

• Red = underweight 

• Yellow = between underweight and 95% of full weight

• Green = between 95%-100% of weight 

• Orange = overweight

46080 LBS
46080 LBS



Submit Order
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Validation on PO 

Number after 

Checkout

Review your order. 

• If updates are needed, click 

“Back to Shopping Cart” to 

make updates



Submit Order
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Validation on PO 

Number after 

Checkout

Review your order. 

• If all information is accurate, 

click “Submit Order” to 

complete Checkout process.

“Thank you for your order” message 

will appear.



ORDER SCREEN NAVIGATION

Orders

Deliveries

26



Orders

27

Search Orders by Order #, 

PO Number, Commodity 

Code, or Store #

Filter Orders by Date, 

Bill To, Ship To, and/or 

Order Status

Click the header of any 

column to sort by 

ascending/descending order

Click on the truck to see the 

Truck Location of Shipped 

orders

Click on the Order number to see 

the Order details

Click Reset All Filters to 

clear existing filter settings



Order Detail

28

View Order 

Header details at 

the top of the 

Order detail page

View Order Line 

Item details 

under Shipment

information

Ability to consolidate 

eligible orders

Selecting the Edit Order button 

will allow you to edit an eligible 

order in your shopping cart



Order Detail

29

Clicking on the “Email 

Acknowledgement” button will 

generate a Success message



Orders → Deliveries

30

Select the “Deliveries” tab 

from the orders page to view 

all of your Deliveries

Click on the truck or 

“Track” link to see the 

Truck Location

Filter Deliveries by 

Delivery Date, Ship To, 

and/or Delivery Status

Scheduled Ship Date

SCHEDULE SHIP DATESCHEDULED SHIP DATE



Orders → Deliveries

31

Clicking on the truck will bring 

up the Truck Location pop-up

Last known location of the 

truck



Orders → Deliveries

32

1234567

3429731

Click on the dropdown 

to expand the orders in 

the delivery

4365498

Scheduled Ship Date

SCHEDULED SHIP DATE

SCHEDULE SHIP DATESCHEDULED SHIP DATE



EDIT ORDERS
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Edit Order

34

Navigate to the eligible order 

and click the highlighted Edit 

Order button to edit the order



Edit Order
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A message will appear with important information to review 

before editing the order. 

Choose one: 

• Click Continue button to edit the order.

OR

• Click Cancel to cancel editing the order.



Edit Order

36

Half hour to edit the 

selected order

30:00
Update quantity of 

existing product in cart 

Go to Products or Favorites

tab to select / add products

Use the “Update” button to refresh 

any changes to your cart. You must

click the “Update” button before 

checking out.

46080 LBS



Edit Order
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Ability to cancel editing 

your order and navigate 

back to the order page

30:00
46080 LBS



CONSOLIDATE ORDERS
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Consolidate Orders

39

• Customers will have the ability to group all individual 

orders into one single order.

• The requirement for consolidation is only “Partial-

Waiting to Consolidate” orders are eligible for 

consolidation. 

• The orders must have the same Ship To destination and 

Shipping Plant to complete the consolidation process.

Click the highlighted 

Consolidate Orders 

button to consolidate 

multiple eligible orders



Consolidate Orders
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In this example, the first line shows the 

Primary order selected to be consolidated.



Consolidate Orders
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Select the eligible 

orders you want to 

consolidate
Click the highlighted 

Consolidate Orders 

button to consolidate 

your order

Header information will 

update based on selected 

orders below



Consolidate Orders

42



INQUIRIES
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Submit Inquiry

44

Next, on the select Invoiced order

• Click 3 dots

• Select “Submit Product 

Related Issue”

• See next page for Product 

Related Issue form.

To submit a Product Related Issue / Inquiry, you 

must have an Invoice Number. There are a few 

ways to access the Product Related Issue form. 

From the Homepage, click on one of the following:

• Recent Orders 

• Orders 

• Submit Inquiries (if invoice number is known)

4365498

4365497

4365496

4365495

4365494



Submit Inquiry – Product Related Issue Form
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Select a Case Reason from 

the dropdown options

Click the Submit

button when ready to 

send form

Mandatory fields: 

Enter Invoice Number

Enter Subject

Enter Description

Attachments (optional)



Inquiries - Status
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Filter Inquiries by Submitted

Date Range, Case Reason, 

and/or Inquiry Status

Select the 3 dots 

to view additional 

options

• Inquiries are generated from submitted Product 

Related Issue forms. 

• Check the status of your Inquiry on this page

Click “Reset All Filters” to 

clear existing filter settings



TRANSACTIONS
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Transactions

48

Filter Transactions by 

Date, Bill To, Ship To, 

and/or Transaction 

Type

View Invoice, Credit 

or Debit Memo for 

selected Transaction

Search Transactions by PO 

Number, Commodity Code, 

or Store #

Access to view Transactions is controlled by each user’s company.

Click Reset All Filters to 

clear existing filter settings



Transactions
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Note: if certain users only have access 

to Ship Tos (not Bill Tos), then they 

won’t see the Request an Email 

Statement option PO #/Comm. Code #/Store #



QUOTES
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Quotes

51

Select the 3 dots 

to view additional 

Quote options

Search Quotes by Quote #, 

Job, Quoted To, Product 

Name, or Item #

Filter Quotes by Effective Date, 

Expiration Date, Quoted To, 

and/or Quote Status

Access to view Quotes is controlled by each user’s company. 

Note: Not all business lines use quotes. 

Click “Reset All Filters” to 

clear existing filter settings



Quote Detail Page
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View Quote 

Header details at 

the top of the 

Quote detail page

View individual 

products included 

in the quote under 

the Products

section



REPORTS
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Reports

54

Filter Reports by Date Range, 

Bill To / Ship To
Select the “Get Report” 

button to generate report

Selected Report tab

Same Report as 

currently used

Access to view Reports is controlled by each user’s company.



CONTACT US, MY PROFILE

Additional Resources
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Contact Us

56

• Click “Contact Us” to access the 

“Contact Us” form.

• Select a “Case Reason” from drop 

down menu

• Add “Description”

• Select “Contact By” preference

• Click “Submit”



My Profile
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Accessed through the 

“My Profile” option

Update Default Ship To 

location, Shipping Method, 

Language preference, 

Currency preference. Then 

click “Save”

tester@gmail.com

tester@gmail.com



MYUSG.com Resource Center
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Resource Center:  usg.com/myusg
• Site Navigation (video)

• Quick Reference Guide (PDF)

• FAQs

Contact Us:   MYUSG@usg.com

http://www.usg.com/myusg
mailto:MYUSG@usg.com
https://www.usg.com/content/usgcom/en/resource-center/myusg-resource-center.html

