

    

        


        
        
                        
                
            
                    


        
            	
                    haxuyen
                
	
                    
                        Home
                    
                
	
                    
                        Comments
                    
                


        


        
    
    

    
        
            
                
                    
                                                    
    
        

        


        
            USG’s Samples & Literature Resource Center is an easy-to-use, web-based ordering and fulfillment system that allows you to electronically manage, order, and track samples & literature items in real time, 24 hours-a-day, 7 days-a week. To get started, log in to your account at www.usg.com and click on the Resource Center. Registration on USG.com is required to access the Samples & Literature ordering tool. Samples & Literature Resource Center • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • How-To Guide: Samples & Literature Search and Ordering Instructions Questions? Please contact: Wilma Claudio, Customer Service P: 866-528-7089 E: [email protected] The site is equipped with multiple search functions to help you easily find your literature and samples. You can search for items using the left- hand tool bar by entering criteria into the search fields. Once you’ve entered your search criteria, simply click the Search button. Searching for Items Getting Started To clear all search fields and start a new search, click the Reset button. 
        

    





                                            

                

            

        


        
            
                
                
                
            

            
                

                

                
                    
                     Match case
                     Limit results 1 per page
                    

                    
                    

                

            

        
    


    
        
                            
                    


        

            
                
                    

                    
                    
                

                
                    
                    1

5
                    
                

                
                    
                    100%
Actual Size
Fit Width
Fit Height
Fit Page
Automatic


                    
                


                
                
                    
                    Embed
                
                
            


        

        

    




        

            

        
            
                
                    
                        
                            Home
                        

                        
                                            


                    
                        Samples & Literature Resource Center - …files.coakleytech.com/Files/USG/USG-HowToGuide.pdfUSG’s Samples & Literature Resource Center is an easy-to-use, web-based ordering and fulfillment

                        May 09, 2018

                        
                                                                                        Download
                                                        Report
                        


                        
                            Category:
                            
                                Documents
                            

                        


                                                    
                                Author:
                                haxuyen
                            

                        

                        

                        
                    



                    

                                    

            




            
                
                    
                                                    Welcome
                        
                                                    
                                Comments
                            
                        
                                            




                                            
                            Welcome message from author

                            This document is posted to help you gain knowledge. Please leave a comment to let me know what you think about it! Share it to your friends and learn new things together.
                        

                    

                                            
                                                            
                            
                            

                        

                    

                                    

            

        


                    
                
                    
                        Transcript

                        
                            Page 1
                        

USG’s Samples & Literature Resource
 Center is an easy-to-use, web-based
 ordering and fulfillment system that
 allows you to electronically manage,
 order, and track samples & literature
 items in real time, 24 hours-a-day,
 7 days-a week. To get started, log in to
 your account at www.usg.com and click
 on the Resource Center. Registration
 on USG.com is required to access the
 Samples & Literature ordering tool.
 Samples & Literature Resource Center• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •
 How-To Guide: Samples & Literature Search and Ordering Instructions
 Questions? Please contact:Wilma Claudio, Customer Service
 P: 866-528-7089E: [email protected]
 The site is equipped with multiple
 search functions to help you easily find
 your literature and samples. You
 can search for items using the left-
 hand tool bar by entering criteria
 into the search fields. Once you’ve
 entered your search criteria,
 simply click the Search button.
 Searching for Items
 Getting Started
 To clear all search fields and start a new search, click the Reset button.
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To view an image of an item, click on
 the thumbnail located under the
 Image column.
 Various items also have PDFs
 available for download and
 e-mail. Please note that PDFs
 are updated more frequently
 than printed material and
 always carry the most
 up-to-date product
 information.
 Your search results will display on screen
 based on your search criteria. You can
 select to display All Items, Only Samples,
 or Only Literature using the Display drop-
 down menu at the top of the screen. Your
 results listing can also be sorted using the
 Sort By drop-down menu. Results can be
 sorted by Description, Form # or Color.
 The tool also allows you to search for
 items using a Browse function. Click on
 Browse Products from the left-hand tool
 bar and then click on a product category.
 The site will intuitively narrow down your
 search based on items available in each
 category.
 To redisplay the Search Fields, click
 Search All Products.
 To download a PDF, click on the PDF icon under the Download Current PDF
 column. To e-mail a PDF file, click on the envelope icon under the Email
 PDF column. The tool will auto-populate your e-mail address in the From
 field, and allows you to enter a To e-mail address, CC e-mail address,
 e-mail subject, and e-mail body. Click the Submit button to send the e-mail
 message.
 Questions? Please contact:Wilma Claudio, Customer Service
 P: 866-528-7089E: [email protected]
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You can continue to search for
 additional items from the left tool
 bar to add to your shopping cart.
 Once all items have been added
 to your cart, you can begin
 placing your order by clicking
 the Check Out tab from the top
 toolbar.
 Placing Orders
 To add items to your shopping
 cart, enter your order quantity
 for each item in the fields under
 the Qty to Order From Stock
 column. Please note that the
 maximum quantity you’re allowed
 to order is indicated under the
 Availability column. Enter your
 order quantities, not exceeding
 the Max Order Qty allowed, and
 click the Submit button at the
 bottom of your screen.
 Once you’ve successfully added
 items to your shopping cart, the
 tool will indicate how many items
 are currently in your cart (e.g.,
 There are 4 items in your cart).
 You can view and/or edit your
 shopping cart at any time by
 clicking on the Check Out tab at
 the top of your screen.
 Questions? Please contact:Wilma Claudio, Customer Service
 P: 866-528-7089E: [email protected]
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Next, select your Shipping Method.
 Default shipping is UPS Ground.
 Next Day Shipping is also available.
 Various users are also able to
 enter a third party shipping
 number, if needed. Simply click
 the Yes button and enter your
 third party shipping
 information.
 Verify your Shipping Information. You
 can Select, Edit, or Delete the selected
 address or add a new address by
 clicking the Add New Shipping
 Address button.
 Please note that your profile
 information is pulled from your
 registration page on usg.com. To
 change your profile on the S&L site,
 update the usg.com registration page.
 The tool allows you to verify your cart
 information prior to placing your order.
 From this screen, you can delete items
 from your cart, update order quantities,
 or Continue Shopping to search for
 additional items.
 When all items are in your shopping
 cart, click Continue to Checkout.
 The tool also allows you to determine whether a signature is needed upon
 delivery. Select Yes or No.
 Once your shipping information has been entered correctly, click Continue to
 Checkout.
 Questions? Please contact:Wilma Claudio, Customer Service
 P: 866-528-7089E: [email protected]
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Review your order information. You can
 return to various sections to make edits
 by clicking the tabs at the top of your
 screen. From the Place Order screen,
 you can also enter an additional e-mail
 address, your own Reference #, and
 any Special Shipping Instructions. When
 all information is correct, click the
 Place Order button at the bottom of
 your screen. You will receive an order
 confirmation, both onscreen and via
 e-mail. Once your order ships, you’ll
 also receive a shipping notification with
 tracking information.
 You can refine your Order History results by entering criteria in the
 Search fields at the top of your screen. To view a summary of a
 specific order, click the View button. You can also make edits to an
 order after the order has been placed. Orders can be edited or
 cancelled until they are in “Pack” status. Click the Edit button to make
 changes or cancel orders. If you need to edit or cancel an order that’s
 past the “Pack” status, please contact Customer Service for assistance.
 Order Tracking
 The Samples & Literature Resource
 Center is equipped with comprehensive
 order tracking from order placement
 through shipment. To access information
 regarding your orders, click on the
 My Order History tab at the top of the
 screen. A summary of all your orders
 will appear with a listing of Order #’s,
 Order Status, Bill-To, Order Date, and
 Ship-To information.
 Questions? Please contact:Wilma Claudio, Customer Service
 P: 866-528-7089E: [email protected]
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