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This guide reviews the following areas
in a user’'s Account Dashboard:

S

e My Organisation
o Locations

e I"ﬁ :

o Users _
o Settings & Preferences ){

o Settings & Preferences 'k”? “Lt o
o Profile
o Checkout

o Preferences



Do you know your account
permissions?
©

Only users with appropriate permissions
can modify details for locations and users
within their organisation.

If you need to request changes to your User
Rights, contact the person in your
organisation who administers your Henry
Schein account.
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1. Sign in to your account




YaHENRY SCHEIN

Hello! Let's search together... ~ Products O __d Hi, Test Location #1
. ) >ign Qut est Str..

(] Previously Purchased Item

Shop Supplies Shop Small Equipment Solutions Featured Brands

Browse Supplies

Services /

Account Management

Our Partners
Qur Current Flyers

About Us

Contact Us

2. Navigate to your Account Dashboard

You can navigate here by selecting the initial circle in the top right
corner or by selecting an option next to Account Management in
the main menu
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Account » My Organisation

« My Organisation

Account Dashboard >

Shipping Locations, User Profiles, and settings applicable to your overall organisation.

e

Statements & Payments Locations Users Approval Workflow Licences Settings & Preferences

Messaging Centre

Office Locations ‘ Add Office Location

My Catalogues

Below is a list of all the locations associated to your Website User Profile. To view or modify an office location, click

My Lists & Favourites its modify link.
My Organisation
yre Total Results: 2 items Search Locations Show 24 Per Page v~
Budget Management
Location Mame a Mickname a Address o Shipping Account a Billing Account a Users
My Reports
123 Test Street Art . .
Location #1 123 Test Street ot 5;58 rESE AN 31010247 21010247 1 View/Edit
Settings & Preferences
Test Street 456 Art ) .
Log Qut Location #2 Location #2 =St otres AN 31010248 21010248 1 View/Edit

D05 VKSE

3. Select My Organisation
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— Explore All Shop Supplies Shop Small Equipment Solutions Featured Brands

Account » My Organisation

« My Organisation

Account Dashboard >

Shipping Locations, User Profy#€, and settings applicable to your overall organisation.

L
7) Orders
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Statements & Payments Locations Users Approval Workflow Licences Settings & Preferences

Messaging Centre

Office Locations ‘ Add Office Location

My Catalogues

Below is a list of all the locations associated to your Website User Profile. To view or modify an office location, click

My Lists & Favourites its modify link.

My Organisation
yLrg Total Results: 2 items —* Search Locations o 2 er Pege v

Budget Management

Location Name o Nickname a Address o Shipping Account o Billing Account a Users
My Reports
123 Test Street Art . :
Location #1 123 Test Street et Ess rest AEne 21010247 21010247 1 View/Edit
Settings & Preferences
Test Street 456 Art . :
Log Out Location #2 Location #2 =stoEs AN 21010248 21010248 1 View/Edit
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4. On the Locations tab:

> View locations assigned to your organisation
o Search within your accessible locations
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Account Dashboard >

o

I[:Tj:]l Orders
Statements & Payments
Messaging Centre
My Catalogues
My Lists & Favourites
My Organisation
Budget Management

My Reports

Settings & Preferences

Log Out

4a. Users with appropriate permissions can:

Account » My Organisation

« My Organisation

Shipping Locations, User Profiles, and settings applicable to your overall organisation.

Locations Users Approval Workflow Licences

Below 15 a list of all the locations associated to your Website User Profile. To view or modify an office location, click

its modify link.

Total Results: 2 items Search Locations

Location Name a Nickname a Address . Shipping Account & Billing Account a

. ) 123 Test Street Artane
Location #1 123 Test Street DOS VKSE 21010247 21010247

. ) . Test Street 4546 Artane
Location #2 Location #2 DOS VKSE 21010248 21010248

o Edit location details
o Add an office location

Office Locations —_ =

Users

Account £21010247 (2]

= Switch Lacation

Settings & Preferences

‘ Add Office Location

Show 24 Per Page v~

View/Edit

View/Edit

€0.00 &



For more on Location Management,
view our additional guides:
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= Switch Location

Settings & Preferences

Create New User

Show 24 Per Page v~
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Account » My Organisation
« My Organisation
Account Dashboard >
Shipping Locations, User Profiles, and@ettings applicable to your overall organisation.
Orders
Statements & Payments Locations Users Approval Workflow Licences
Messaqging Centre )
Below are all registered users within your organisation. Select view/modify to see additional details about the |
My Catalogues users assignments or permissions.
My Lists & Favourites Eilkai () Active Users Only h— E s e
My Organisation
Total Results: 1 items
Budget Management
User D & Mame & Email a Locations & Approval a Status & Last Legin a
) My Reports
2
testaccount2 Test Account? aw Didtaits (-7 Approver Active

Settings & Preferences

Log Out

5. On the Users tab:

o View users within your organisation
o Search users
o Filter users

Clear All

View User Profile

€0.00 &
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Account » My Organisation

« My Organisation

Account Dashboard >

Shipping Locations, User Profiles, and settings applicable to your overall organisation.

Orders

Statements & Payments Locations Users Approval Workflow Licences Settings & Preferences

Messaging Centre

Below are all reqgistered users within your organisation. Select view/modify to see additional details about the
Create New User

My Catalogues users assignments or permissions.
My Lists & Favournites Filter D Active Users Only Search Users Show 24 Per Page v
My Organisation

Total Results: 1items Clear All
Budget Management

UseriD a Name & Email a Locations & Approval a Status - Last Login &
My Reports

2
) ; ; i i

Settings & Preferences testaccount2 Test Account2 View Details =) Approver Active M View User Profile

Log Out

5a. Users with appropriate permissions can:

o Modify user assignments and permissions
o Create a new user
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For more on
User Management, Create a
view our additional New User

guide: ) Let's getstarted




Account » My Organisation

« My Organisation l

Account Dashboard »

Shipping Locations, User Profiles, and settings applicable to your overall organisation.
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6. On the Settings & Preferences tab:

o View the default catalog for your organisation
o View the Recommendations and Notification preferences
applied to your organisation
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« My Organisation

Account Dashboard >

Shipping Locations, User Profiles, and settings applicable to your overall organisation.

e
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3)) Statements & Payments Locations Users Approval Workflow Licences Settings & Preferences

(=) M ing Cent
=) Messaging Centre
My Catalogues

-] My Lists & Favourites

My Organisation Default Catalogue Edit
() Budget Management Organisation’s Default Catalogue
HSIRELANMND
My Reports
83) Settings & Preferences Site Preferences Edit
Log Out Products
Recommendations Selection Locations
On All
Contact Sales
; ; Messaging Centre
Dublin Region
R, 0035314565288 Allow Messages Selection Locations
] iesalesi@henryschein.ie Cn All
Contact Salas Mote: this is an organisation level setting and cannot be applied to only specific locations.

6a. Users with applicable permissions can:

o Edit the default catalog for their organisation
o Edit site preferences
o Apply preferences for selected locations
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Account » Settings & Preferences

¢ Settings & Preferences

Profile

Account Credentials

User Profile

Profile Image

(o

Username testaccount

I Pﬂll‘ﬂ"ﬂrd Fir Ak AT ARk

Contact Information

Checkout

Preferences

View/Modify
Authentication
Two-Factor Authentication Mot enabled
Recovery Email
Security Questions 2 questions set up
View/Modify

7. Navigate to Settings & Preferences on the Account
Dashboard to access your personal site preferences/details.



Account b Settings & Preferences

P S S, S < Settings & Preferences

Orders

| Statements & Payments

Profile Checkout Preferences
Messaging Centre
M'}l’ Eﬂtﬂlﬂg ues jﬂu:c‘:}u r'lt C_re,d entfalg Vie W.-"IMDC'I'F':.."
My Lists & Favourites User Profile Authentication
Profile Image Two-Facter Authentication Not enabled

[ = A My Organisation

Q Recovery Email
iIl}] Budget Management

Security Questions 2 questions set up

My Reports Username testaccount

P“mrd dmdddkhddkaadd
Settings & Preferences

Log Out

Mt ) 8. On the Profile tab,
ot Sl Pr Teat Account e View/modify your account credentials

Dublin Region i e View/Modify your contact information

% 003531 456 szas W e e View your user rights/permissions

] iesaleszhenryschein.ie
Mobile
Contact Sales

Cork Region

j, 003532714297818 My User Rights b
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User Admin Approver @
Since 10/09/2024 Since 10/09/2024
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Account ¥ Settings & Preferences

Aecat Daabbastd > ¢ Settings & Preferences

Orders

Statements & Payments

Profile Checlkout Preferences

Messaging Centre

My Catalogues Checkout Details

My Lists & Favourites

Shipping Shipping Method Billing
My Organisation
# Account #21010247 Current Shipping Standard Delivery # Account #21010247
Budget Management Location #1 Location #1
My Reports Shipping Address Billing Address
123 Test Street 123 Test Street
Settings & Preferences Artane, IE DO5 VKSE Artane, |E DOS VKS8
Phone: 0123455678 Phone: 012345678

Log Out

Please be advised that this will not affect any previously submitted

@ Expsides Eheshait orders or orders on the way.

Contact Sales

9. On the Checkout tab:

> View your shipping & billing address
o Enable express checkout



Account » Settings & Preferences

Accosint Dashbhaard s ¢ Settings & Preferences

Orders

Statements & Payments

Profile Checkout Preferences

Messaging Centre

) My Catalogues Site Preferences Edit
My Lists & Favourites Savings
My Organisation Display total order savings in the basket ‘
ON
Budget Management
My Reports
Communication Edit
Settings & Preferences
Marketing Preferences Approval Emails
Log Out
To change your marketing preferences, please use the links at the bottom of our Send email when order is waiting for approval
emails, speak to your Sales representative or call cur Customer Service team. oM

Send email when order is waiting for approval as a backup approver

Contact Sales

Order Email Notifications OFf

Dublin Region

Order Confirmation

U, 0035314565288 All or part of orders shipped 10. On the Preferences tab,

[ iesales@henryschein.ie

Contact Sales User Registration Approval Email Frequency ® VieW/M Od ify YO ur pe rson aI
Send email when user registration is approved Site & CO m m u n icatio n

Cork Region

O
@, 0035321 4297818 preferences
[~ iesales@henryschein.ie Frequency

Realtime - an individual email iz sent every time a user registration for their
organization is approved.
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Need Help?

0

e Call Us (8.30am-5.30pm GMT):
o +44 (0) 8700 102 199
e Chat with us online




