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3

• For optimal performance, the preferred browser is:

• Alternate browsers may deliver performance or rendering issues:  

Browsers

Microsoft 

Edge® 

Mozilla 

Firefox® 

Safari

Google 

Chrome®



HOMEPAGE LAYOUT & DESCRIPTION
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Homepage

5

(full page view)

Click Contact Us on MYUSG.com 

or email your questions to: 

MYUSG@usg.com

mailto:MYUSG@usg.com


Homepage (top – Navigation)

6

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

See p. 22 for more information 

about the Shopping Cart & how 

to place an order



Homepage (top – Quick Links)
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Click each link below 

for quick access 

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 Complaint

Navigates to the 

Resource Center



Homepage (top – Recent Orders)
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Click VIEW ALL 

to view all orders

VIEW LAST: Click drop-down arrow to view the last 

5, 10, 15, 25 orders. Use slider to view more

Select the 3 dots to view 

additional options. 

Note: Options will vary based 

on the order Status and Type

View 5 most recent Orders 

from the Homepage



Homepage (top – Recent Transactions)
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Access to view Transactions is controlled by each user’s company.
View 5 most recent Transactions 

from the Homepage

Invoice, 

Credit or 

Debit Memo 

PDF

Select the 3 dots to 

view additional options

Click VIEW ALL to 

view all transactions VIEW LAST: Click drop-down arrow to view the last 

5, 10, 15, 25 transactions. Use slider to view more



ACME Supply 1234, Anywhere, IL

ACME Supply 1234, Anywhere, IL

ACME Supply 1234, Anywhere, IL

ACME Supply 1234, Anywhere, IL

ACME Supply 1234, Anywhere, IL

Homepage (top – Recent Quotes)
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Access to view Quotes is controlled by each user’s 

company. Note: Not all business lines use quotes.

View 5 most recent Quotes 

from the Homepage

Select the 3 dots to 

view additional options

Click VIEW ALL 

to view all quotes

VIEW LAST: Click drop-down arrow to view the last 

5, 10, 15, 25 quotes. Use slider to view more



Homepage (Profile)
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Access Profile options



Homepage (bottom)
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News about updates to 

MYUSG, product related 

news, etc. Click View All 

to see all. 

Convenient and easy 

access to USG Resources 

in one place

Recent Price 

Announcements.

Click View All to 

see all.

Product promotional area

Contact Us information and 

another place to access 

your Purchases and 

Account information

Click Contact Us on MYUSG.com 

or email your questions to: 

MYUSG@usg.com

mailto:MYUSG@usg.com


SEARCH
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Search
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Search Products

• Search by commodity code, catalog number, product invoice description, or product description 

• Press Enter on your keyboard to search



PRODUCTS
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Products
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Click on Products to display the product categories 

• Select a product category

• The product subcategories appear

• Then select the product subcategory

Product subcategories:

View 

Checksheets

View 

Specialty Price List
View 

Design Solutions

See p. 20



Product Subcategory Results
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• View the Product Subcategories

• Select the product you want



Product Subcategory page
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Enter desired Quantity and 

select the Add button to 

add item into your cart

Add product to existing Favorite Lists 

or create new Favorites List

Directs to Submittal or Safety Data Sheet. 

Learn More - directs to USG.com product 

page (coming soon)

Use the “+” sign 

to expand options

Use the “-” sign to 

collapse options



Product Detail page
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• Enter desired Quantity, then tab to view date / availability.

• 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



Products – Specialty Ceilings
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View Design Solutions: Opens the 

USG Ceilings Plus Design Solutions 

page, where you can: 

• Access Dealer Marketing Toolbox 

• Download Checksheets

• Download Pricing

• Learn More

View 

Checksheets

View 

Specialty Price List

View 

Design Solutions



CREATE FAVORITES

• Mark the product(s) you frequently purchase as your Favorite

• Gives you quick and easy access to place your order

• Allows you to check inventory and multiple product availability at one time

21



Favorites
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Access your saved Favorites Lists

Edit name of 

Favorite List

$999.00

$999.00

$999.00

$999.00

$999.00

Remove item from favorites list 

by checking the heart again

Enter Qty in Cartons, then press tab 

to pick a date for inventory availability

Add item into cart

Hover over the “i” 

icon to view help text



PLACING A NEW ORDER

Step 1: Add items to cart from: 

To place a new order, you must 
add items to your cart. There are 
many ways to do this from:

• Product Page

• Favorites

• Search
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Step 2: Using the Shopping Cart

• Review products, order summary

• Add P.O., quote, balance item, etc.

• Add shipping information

• Update cart, confirm availability

Step 3: Checkout 

• Checkout

• Review order details

• Submit order



Placing a New Order 
Step 1: Add items to Shopping Cart from: Product Subcategory page
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One way to start a new order is from the Product Subcategory page.  

• Enter desired Quantity

• Select the Add button to add item into your cart

Add product to existing Favorite 

Lists or create new Favorites List



Placing a New Order 
Step 1: Add items to Shopping Cart from: Product Detail page
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One way to start a new order is from the Product Detail page.  

• Enter desired Quantity, then tab to view date / availability.

• 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

Hover over the “i” 

icon to view help text



Placing a New Order 
Step 1: Add items to Shopping Cart from: Favorites tab/list
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One way to start a new order is from the Favorites page. 

• Enter in the desired Quantity

• Click on the Add / Add to Cart button

$999.00

$999.00

$999.00

$999.00

$999.00

06/19/2019

You can check availability of multiple products in the Favorites tab in your Favorites list(s).



Placing a New Order 
Step 1: Add items to Shopping Cart from: Search 
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One way to start a new order is to use the Search function.  

Search examples are listed below. Adding an extra word or two will narrow down your choices. 

Once you find the item, 

• Enter in the desired Quantity

• Click on the Add button

Search examples:



Placing a New Order
Step 1: Add items to cart from: Success! 
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Success notification 

after product is added 

to user’s shopping cart



Placing a New Order 
Step 2: Using the Shopping Cart: Review products/ Order Summary
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Color Indicators 

• Red = underweight 

• Yellow = between underweight and 95% of full weight

• Green = between 95%-100% of weight 

• Orange = overweight

Remove product from cart

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.

Hover over the “i” 

icon to view help text



Placing a New Order 
Step 2: Using the Shopping Cart: Add PO, Quote, Balance Item, etc.
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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.

Ability to mark products as a Balance 

Item to adjust product quantity according 

to the shipping capacity of the vehicle

Enter a PO Number 

Truck capacity



Placing a New Order 
Step 2: Using the Shopping Cart: Add Shipping Information
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Use dropdown to select Mode options

• Full Truck Load

• Partial-Waiting to Pool (for orders 

that need to be pooled)

• Partial-Build My Truck 

Use dropdown to select Vehicle 

Type options: Flatbed Trailer-USG, 

Van Trailer, etc.



Placing a New Order 
Step 2: Using the Shopping Cart: Update cart, Confirm availability
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Use the Update button to refresh any changes to your cart. 

You must click the Update button before checking out.

Use Continue Shopping button 

add products to your shopping cart.



Placing a New Order 
Step 3: Using the Shopping Cart: Checkout
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Use the Update button to refresh any changes to your cart. 

You must click the Update button before checking out. 

Then click Checkout button.

You may this message:

Notice! Items in your 

cart are unavailable for 

the requested date

Click CANCEL to edit 

your order or click 

CONTINUE to proceed 

with your checkout

Validation on PO Number 

after Checkout



Placing a New Order 
Step 3: Checkout/Submit Order: Review order details
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Review your order. 

• If updates are needed, click Back to Shopping Cart to make updates



Placing a New Order 
Step 3: Checkout/Submit Order: Review & Submit Order
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Review your order. 

• If all information is accurate, click Submit Order to 

complete Checkout process.

After submitting your order, this 

message will appear: 

Thank you for your order

Your order has been received

You can view and track all your 

orders on the Orders tab. You will 

receive an email acknowledgement 

with the details of your order after 

processing.



ORDER SCREEN NAVIGATION

• Orders

• Deliveries

36



Orders
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Search Orders by Order #, PO #, 

Commodity Code # or Store #

Filter Orders by Scheduled Ship Date, Bill To, Ship To, 

Order Status, Product Categories or Plant Name

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 (see next page)

Click Reset All Filters to 

clear existing filter settings

Click the 3 dots to view options



Order Status
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New Status(es) Previous Status(es)

• On Hold

• Order Submitted

• Edit Order Submitted

• Waiting to Consolidate

• Unscheduled

• Partial Waiting to Pool

• Partial Waiting to Consolidate

• Loading

• Scheduled

• Partial Build My Truck

• Consolidated

• Shipped

• Invoiced



Order Detail
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View Order Header 

details at the top of 

the Order detail page

View Order Line Item 

details under Shipment

information

p. 39 p. 43-47



Order Detail - Email Acknowledgement
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Clicking on the Email Acknowledgement

button will generate a Success message



Orders → Deliveries
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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 

Scheduled Ship Date 

or Ship To 



Orders → Deliveries: Truck Tracking
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Click on the Truck or Track link to see the Truck Location pop-up

Last known location of the truck



Orders → Deliveries
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Click on the dropdown to expand 

the orders in the delivery



EDIT ORDERS
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Edit Order
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Not every order can be edited. 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
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Use the Update button to refresh any 

changes to your cart. You must click the 

Update button before checking out.

Update quantity of 

existing product in cart 

You have a half hour to 

edit the selected orderGo to Products or Favorites

tab to select / add products

Note: When editing an order, you cannot 

update the Mode, Vehicle Type or 

Requested Delivery Date 



Edit Order
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Ability to cancel editing your order and navigate back 

to the order page. A warning message will appear.



SUBMIT COMPLAINTS

To submit a product related complaint, you must have the invoice number. 
There are a few ways to submit a Complaint. From the Homepage, click on either the 

Recent Orders, Orders or Submit Complaints options.

49



Submit Complaints
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On the select Invoiced order:

• Click the 3 dots

• Select Submit Product Related Issue

• See next page for Product Related Issue form.

To submit a product related Complaint, 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 Complaints



Submit Complaints – Product Related Issue Form
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Required - select a Case Reason 

from the dropdown options

Click the Submit button 

when ready to send form

Required fields: 

Enter Invoice Number

Enter Subject

Enter Description

Attachments (optional)



Complaints – Check the Status
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• Check the status of your Complaint on this page

• Complaints are generated from submitted 

Product Related Issue forms. 

Filter Complaints by Submitted Date Range, 

Case Reason, Product Categories or Status

Select the 3 dots to 

view additional options

Click Reset All Filters to 

clear existing filter settings



TRANSACTIONS

Access to view Transactions is controlled by each user’s company, so you may not see the 
Transactions tab if you don’t have permission.
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Transactions
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Access to view Transactions is controlled by each user’s company.

Filter Transactions by Transaction Date Range, Bill 

To, Ship To, Product Categories and/or Type

View Invoice, Credit or Debit Memo 

for selected Transaction

Search Transactions by PO #, 

Commodity Code #, Store # 

or Order #

Click Reset All Filters to 

clear existing filter settings

Select the 3 dots to 

view additional 

Transactions options



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

Note: if certain users only have access to Ship Tos (not Bill Tos), then 

they won’t see the Request an Email Statement option



QUOTES

Access to view Quotes is controlled by each user’s company, so you may not see the Quotes 
tab if you don’t have permission. Note: Not all business lines use quotes.
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Quotes
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Access to view Quotes is controlled by each user’s company. Note: Not all business lines use quotes. 

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, Product Categories and/or Status

Click Reset All Filters to 

clear existing filter settings



Quote Detail Page
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View individual products included in 

the quote under the Products section

Click the + sign to see Related Orders

View Quote Header details at 

the top of the Quote detail page



REPORTS

Access to view Reports is controlled by each user’s company, so you may not 

see the Reports tab if you don’t have permission. 
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Reports – Month & Quarterly Report
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Access to view Reports is controlled by each user’s company.

View monthly and quarterly sales dollar amounts and volume for the current or previous calendar years.

To run the Month and Quarterly Report:

1. Select your preferred Calendar Year

2. Select your Bill To and Ship To Location(s)

3. Select your desired Product Group(s)

4. Click Get Report to run the report

You will see both dollar and quantity totals and percent change, by product 

line, for each month/quarter as appropriate, with year-to-date totals at the 

bottom of the report. The report shows product data in a three-level 

hierarchy, where lower-level amounts aggregate and roll up into higher-

level amount totals. 

Please note: monthly data closes after the third business day of the 

following calendar month.  Also, certain values in the report may have 

been rounded up or down. As a result, in some cases, totals may not 

add up precisely.

Select the Get Report

button to generate report

Selected Reports tab Filter Reports by Calendar Year, Bill To, 

Ship To, Product Group



Reports – Year to Date Report
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Access to view Reports is controlled by each user’s company.

View your sales amounts by dollar and volume for the year to date compared to the same period last year. 

To run the Year to Date Report:

1. Select your Bill To and Ship To Location(s)

2. Select your desired Product Group(s)

3. Click Get Report to run the report

You will see values for each high-level product grouping – Gypsum or 

Ceilings – for the current month and past closed months. You can compare 

sales and volume totals between YTD current year and past year. The 

report shows product data in a three-level hierarchy, where lower-level 

amounts aggregate and roll up into higher-level amount totals. 

Please note: monthly data closes after the third business day of the 

following calendar month.  Also, certain values in the report may have 

been rounded up or down. As a result, in some cases, totals may not 

add up precisely.

Filter Reports by Bill To, Ship To, 

Product Group

Select the Get Report

button to generate report

Selected Reports tab



Reports – Purchases by Location Report
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Access to view Reports is controlled by each user’s company.

View your sales totals based on each location. 

To run the Purchases by Location Report:

1. Select your preferred Calendar Year

2. Select your preferred Date Range

3. Select your Bill To and Ship To Location(s)

4. Select your desired Product Group(s)

5. Click Get Report to run the report

You will see values for each Bill to/ Ship to location. The report shows 

product data in a three-level hierarchy, where lower-level amounts 

aggregate and roll up into higher-level amount totals. 

Please note: monthly data closes after the third business day of the 

following calendar month.  Also, certain values in the report may have 

been rounded up or down. As a result, in some cases, totals may not 

add up precisely.

Filter Reports by Calendar Year, Date Range, 

Bill To, Ship To, Product Group

Select the Get Report

button to generate report
Selected Reports tab



Reports – Expected Shipments
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Selected Reports tab

Same Report as currently used

Filter Reports by Date Range, Bill To / Ship To Select the Get Report 

button to generate report

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



CONTACT US, MY PROFILE, MANAGE NOTIFICATIONS

Additional Resources

64



Contact Us 
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• 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

Click Contact Us on MYUSG.com or email your questions to: MYUSG@usg.com

mailto:MYUSG@usg.com


My Profile
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tester@gmail.com

tester@gmail.com

Update your Default Settings:

• Default Ship To location

• Default Shipping Method

• Product Category Filter – Note: setting 

the category filter at the account level 

will remove the ability to filter by product 

category at the page level.

• Language preference

• Currency preference. 

Then click Save

Accessed through the My Profile option

Manage Notifications - See next page



Manage 
Notifications

67SAVE

(MOLLY’S DRYWALL, ANYWHERE, IL l ENGLISH l USD l BOTH 

l DAILY)

(SAM’S DRYWALL, ANYWHERE, MO l ENGLISH l USD l BOTH l 

EVENT)

(BILL’S SUPPLY, ANYWHERE, WI l ENGLISH l USD l GYPSUM l 

DAILY)

(TINA’S SUPPLY, ANYWHERE, WI l ENGLISH l USD l 

CEILINGS l DAILY)

(SAM’S DRYWALL, ANYWHERE, MO l ENGLISH l USD l BOTH l 

EVENT)

(BILL’S SUPPLY, ANYWHERE, WI l ENGLISH l USD l BOTH 

l DAILY)

NOTE: The ability to view the Location 

(Bill To / Ship To) depends on what 

level of access you’re granted. If you 

have access to the full billing location, 

you’ll see “All” in the Ship To list. 

Accessed through the My Profile option


