
Quotes & Orders

This guide provides a walkthrough of creating 
quotes and placing orders on the USP Store 
including how to place/edit a quote, place an 
order, and check order status. The USP Store 
can be accessed by click “Store” on USP.org or 
by navigation to https://store.usp.org/ in the 
browser. 

CREATE A QUOTE (SLIDE 2)
EDIT A QUOTE (SLIDE 9)
PLACE AN ORDER (SLIDE 10)
CHECK ORDER STATUS (SLIDE 18)
SAVING A CART (SLIDE 20)
SUBSCRIPTIONS (SLIDE 22)
QUICK ORDERING (SLIDE 23)
US DEA REGULATED PRODUCTS (SLIDE 24)

NOTE: The USP Store is not supported by Internet Explorer 
(IE). Please utilize Chrome, Firefox, Safari, or Edge. 

https://store.usp.org/


2

© 2019 USP

Create a Quote
1. Navigate to https://store.usp.org. 
2. Click the “Login / Register” button on the top left 

of the page to log in to your account. 
3. Use the Search bar or Browse Categories and 

add products to the Cart. 

https://store.usp.org/
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Create a Quote
4. Once all products needed for the quote are added 

to the cart, click Review Cart.
5. On the cart page, click Create Quote. 
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Create a Quote
6. Review shipping information and use the Change

link to change the Ship To Contact if the default 
option isn’t applicable. A New Contact can also 
be added at this time and will be saved to the 
account. 
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Create a Quote
7. Review shipping information and use the Change

link to change the Ship To Address if the default 
option isn’t applicable. A New Address can also 
be added at this time and will be saved to the 
account. 
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Create a Quote
8. Select the Ultimate Destination country for the 

order from the drop-down menu. 
9. Select the Shipping Method. 
10. Click Continue to Payment to verify Bill to 

Contact and Address the same as Shipping 
information was verified. 
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Create a Quote
11. Select where to send the Confirmation Email.
12. Select the Payment Method. A PO Number is not 

needed for invoicing to create a quote. 
13. Click Continue to Review. 
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Create a Quote
14. Review the quote information and products and 

click Generate Quote to finalize. 

NOTE: Most quotes are valid for 30 days from the 
generation date. Quotes for US DEA Regulated Products 
are valid for 180 days. 
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Edit a Quote
1. When logged in, navigate to Account Info and 

then Quotes. 
2. Click on the Quote Number that you’d like to edit 

to open the quote information. 
3. Click Edit Quote. Items on the quote will be 

merged with any current cart items and re-priced 
if prices have changed since the initial quote 
generation. 
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Place an Order
1. Navigate to https://store.usp.org. 
2. Click the “Login / Register” button on the top left 

of the page to log in to your account. 
3. Use the Search bar or Browse Categories and 

add products to the Cart. 

NOTE: Customers can initiate orders for US DEA Regulated 
products online! Orders being shipped internationally 
CANNOT contain a mixture of regulated and non-regulated 
products. Learn more in the section on Ordering US DEA 
Regulated Products. 

https://store.usp.org/
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Place an Order
4. Once all products needed for the quote are added 

to the cart, click Review Cart.
5. On the cart page, click Checkout. 
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Place an Order
6. Review shipping information and use the Change

link to change the Ship To Contact if the default 
option isn’t applicable. A New Contact can also 
be added at this time and will be saved to the 
account. 
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Place an Order
7. Review shipping information and use the Change

link to change the Ship To Address if the default 
option isn’t applicable. A New Address can also 
be added at this time and will be saved to the 
account. 
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Place an Order
8. Select the Ultimate Destination country for the 

order from the drop-down menu. 
9. Select the Shipping Method. 
10. Click Continue to Payment to verify Bill to 

Contact and Address the same as Shipping 
information was verified. 
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Place an Order
11. Select where to send the Confirmation Email.
12. Select the Payment Method. A PO Number is not 

needed for invoicing to create a quote. 
13. Click Continue to Review. 
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Place an Order
14. Review the order details.
15. Complete any required forms.
16. Check the box next to I agree to the Terms and 

Conditions. 
17. Click Place Order.  

NOTE: Once an order is placed, it CANNOT be canceled. 
Please do not click “Place Order” more than once. 
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Place an Order
18. An order confirmation screen will show the Order 

Number and a link to the Order History.
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Check Order Status
1. When logged in to your account, navigate to 

Account Info and then Order History. 
2. Click on an Order Number to see the order 

details, including details about the Order Status. 
3. Order Status details will be shown in the top 

banner. 

NOTE: An orange exclaimation mark icon next to an order 
indicates that the order has been placed on a hold. 
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Check Order Status
The following provides a summary of order statuses 
and holds. 

USP Store Status Legacy Status

Initiated Entered Status

In Processing Booked, Pending Customer Acceptance

Shipped Closed

Canceled Cancelled, Customer Rejected

CUSTOMER SERVICE HOLD
• Brazil Australia Hold
• Compliance Screening Hold
• CSP Hold
• Customer Screening 
• Customer Service
• DEA
• Economic Sanctions Hold
• EPA Hold
• IRS Hold
• STC Hold

FINANCE HOLD
• Credit Check Failure
• Pending Process Payment 

Hold
• Prepayment Hold 

• Tax ID Hold
• USP Regulatory Hold
• USP RMA Amount Hold
• Volume Restricted Order 

Hold
• DEA Hold
• List Chemical
• NOA Hold
• Online Hold
• Return Replacement Hold
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Saving a Cart
Saved Carts can be used to quickly place a future 
order. Saved Carts are created from the Cart page.
1. Review your cart and make sure you have all 

items needed for your Saved Cart. 
2. On the top right of the cart, click Save Cart.
3. Enter a Cart Name in the window that opens.
4. Click Save Cart.



21

© 2019 USP

Saving a Cart
5. This cart will be available under Saved Carts

under Account Info.
6. Click on the Cart Name link to view the contents 

of the Saved Cart. 
7. Click Add All to Cart to move all products in the 

Saved Cart to the active Cart. 
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Ordering Subscriptions
1. Search for Subscriptions just like any other 

product in the catalog. 
2. Select the Number of Users for the subscription. 

Pricing will update automatically. 
3. Click Add to Cart to add the Subscription to your 

cart. 
4. When you Review Cart, the price will show the 

Price Per Seat and the banner at the bottom of 
the product listing will confirm the tier selected 
and that you are purchasing a New subscription. 

5. Check out the cart. 
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Quick Ordering in Bulk
1. From the homepage, click the Quick Order 

button in the top right.
2. If needed, use the link to download a sample

quick order form document. 
3. Click Upload CSV and upload the bulk order file. 

The system will automatically populate the form 
with product numbers and quantities. 

4. Click Add to Cart to add all products at once. 
5. Complete the checkout process. 
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Order US DEA Regulated Items
1. Search for US DEA regulated products within the 

USP Store.
2. Click Add to Cart.
3. After all products are added, click Review Cart. 
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Order US DEA Regulated Items
4. On the cart page, a notification will indicate that 

items are US DEA Regulated and cannot be 
combined with non-regulated products for 
international orders. 

5. Click Checkout. 
6. A notice will pop up informing customers of 

shipping restrictions on US DEA Regulated items 
and required forms. Click Continue to Checkout. 

NOTE: If the order is being shipped outside of the United States, 
customers must separate their carts. They can easily do this by 
adding all US DEA Regulated items to a Favorites list and checking 
out a separate cart with ONLY regulated products. 
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Order US DEA Regulated Items
7. Confirm the Shipping Information, including the 

contact, Ship To address, and shipping method. 
8. Click Continue to Payment. 
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Order US DEA Regulated Items
9. Confirm the Billing Information, including the 

contact, Bill To address, and Payment Method
10. Click Continue to Review. 

NOTE: If the cart was not separated and the Ship To address is 
outside of the United States, the system will automatically remove 
any US DEA Regulated items and notify the customer on the 
Payment screen. 
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Order US DEA Regulated Items
11. Confirm Billing and Shipping details for the order. 
12. Upload all Forms in the Forms/Documents section 

at the bottom of the screen. 
13. Check the box to agree to the Terms and 

Conditions.
14. Click Place Order to initiate the order within the 

system. The order will go into review and 
processing as Customer Service verifies the 
forms and information. Customer Service will 
reach out to the contact if additional information is 
required. 

NOTE: Customers cannot place orders without uploading the 
required documents. Customers should upload optional 
documents at this time if available but can submit them to 
Customer Service later. DEA 222 Forms must still be mailed.  
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