VAHENRY SCHEIN®

Add a New

Office Location
@ Let's get started




Do you know your account
permissions?
©

Only users with appropriate permissions
can manage location details for their
organisation.

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




1. Sign in to your 2. Navigate to your
account Account Dashboard

Signin

SRR MMalima

Account Dashboard
__q H|J Test Location #
[ ............l FC:"-g-:-:F']

testaccount Forgot?

Jign Qut 123 Test 5t

Don't have an account? Sign Up



Hello! Let's search together... v Products Q @ Hi, Test Location #1 Account #21010247 (3] (1

: £€11.29 &
Sign Out 123 Test Str... = Switch Lacation
(O Previously Purchased ltem

— Explore All Shop Supplies Shop Small Equipment Solutions Featured Brands

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

Office Locations ‘ Add Office Location
My Catalogues

¥peqpasy

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 D\ Show 24 Per Page v~
Budget Management
Location Name o Nickname a Address o Shipping Account a Billing Account & Users
My Reports
123 Test Street Art i .
Location #1 123 Test Street e JUEELATANT 51010247 21010247 2 View/Edit

D05 VESE

Settings & Preferences

Test Street 456 Art . _
Log Out Location #2 Location #2 DZSS VKr;; AN 31010248 21010248 1 View/Edit

3. Select My Organisation



Hello! Let's search together... Location #1

v Products Q, @ Hi, Test
) Sign Out

Shop Small Equipment

(O Previously Purchased ltem

— Explore All Shop Supplies Solutions Featured Brands

Account » My Organisation

¢ My Organisation

Account Dashboard 3>

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

==

_::I Orders

+}) Statements & Payments Locations Users Approval Workflow Licences

Messaging Centre
Office Locations

T
(=) My Catalogues . . . X - : : ’ - 5 :
e Below is a list of all the locations associated to your Website User Profile. To view or modify an office location, click

o

f(_:J My Lists & Favourites

b

its modify link.

Total Results: 2 items Search Locations

My Organisation

Budget Management

Location Name & Nickname & Address &

Shipping Account & Billing Account &

My Reports
123 Test Strest Artane
D05 VK58

Location #1 123 Test Street 21010247 21010247

oy .
kL'_'J;:‘-JJ Settings & Preferences

Test Street 456 Artane

S h el D05 VK58

Location #2 Location #2 210710248 210710248

{ o I Rt 2

4. On the Locations tab, select Add Office Location

123 Test 5tr...

Account #21010247 ©

=t Switch Location

Settings & Preferences

[ Add Office Location

Show 24 Per Page v

View/Edit

View/Edit

2hk2% G




Add Location

Would you like to search for an existing acc

your web organisation?

() Yes @ No

5. When adding a new location, check no and select Submit




Account » My Organisation ¢ Location Details

Account Dashboard > ¢ MY Organisation

o

I[:fi'?:} Orders < View All Locations

Statements & Payments

Office Micknzme Shipping Account Number Total Users Created Status
_ Location #3 - - - -

Messaging Centre

My Catalogues

My Lists & Favourites . i
Address Users Licences Settings and Preferences

My Organisation

Please provide the requested information below to add an office location. Note: Required fields are indicated with an asterisk(~).

Budget Management

Address Business Details
My Reports
Busingss Typa™ Spacialty*
Settings & Preferences General Practice Group 2-4 - General Dentist -
Log Out o
Shipping Address
Location Mamea* Salect Country®
C Sal Location #3 Ireland -
ontact Hales
Addrass Lina 1% Salect County®
Dublin Region 678 Test Street Dublin -
W, 0035314565288
. o City*
] iesales@henryschein.ie Address Line 2 Beaumont
Contact Sales
Foctcoda®
. Address Line 3 AZ23 D456
Cork Region
% 00353 21 429 7818 . Phone Mumber® m Chﬂt“’i’ﬂ"l an E r
) L Address Line 4 0123456789
7] iesales@henryschein.ie

6. Enter Office Nickname and Address details



Dublin Region
% 00353 1 456 5288

[ iesales@henryschein.ie
Contact Sales

Cork Region
'{la 00353 21 429 7818

7] iesales@henryschein.ie

———

Address Lina 1*

a678 Test Street

Address Line 2

Address Line 3

Address Line 4

Select County®

Dublin

Citye

Beaumont

Postcoda®

A23 D45se

Fhone Mumber®

0123456789

Billing Address

[] Same as shipping address

Select from one of your existing billing addresses or create a

new billing address:

Select a Billing Address

Add Billing Address

Require Purchase Order Numbers for this billing address

@ Automatically generate purchase order numbers for all
orders.

() Standing

() Auto-Fill PO Prefix and Initial Sequence.

[ ] Select Date Range

Start Date End Date

E'] End Date

L
+
1]
=
)
i

|
1]

Please be advised that due to regulatory policies, all edits to shipping
and billing addresses made online may delay order processing until the
verification is complete.

Cancel

@ Chat with an Expert

7. Scroll down and fill in Billing Address and
PO number preferences



e

] iesales@henryscheain.ie

Contact Sales

Cork Region
% 00353 21 429 7818

7] iesales@henryschein.ie

Citys

Address Line 2 Beaumont

Postocoda®

Address Line 3 AZ23 D456

Phone Mumber®

Address Line 4 0123456789

Billing Address

Same as shipping address
pping

Select from one of your existing billing addresses or create a Require Purchase Order Numbers for this billing address

new billing address: Automatically generate purchase order numbers for all

orders.

() Standing

() Auto-Fill PO Prefix and Initial Sequence.
| | Select Date Range

Start Date End Date

Start Date E'] End Date E']

Please be advised that due to regulatory policies, all edits to shipping
and billing addresses made online may delay order processing until the

verification is complete.

8. Create your location by selecting Confirm

The confirm button will not be clickable unless
all required fields are populated

—

@ Chat with an Expert




e - = T lest JIreel ... 4 — 2WITCh Location

(O Previously Purchased Item

— Explore All Shop Supplies Shop Small Equipment Solutions Featured Brands

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

Office Locations ‘ Add Office Location
My Catalogues

Below 1s 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
yrg Total Results: 3 items Search Locations Show 24 Per Page v~
Budget Management
Location Name a MNickname a Address a Shipping Account a Billing Account & Users
My Reports
123 Test 5t t Art i .
Location #1 123 Test Street ot 5;58 reet ATANE T 51010247 21010247 3 View/Edit
Settings & Preferences
Test 5t t 4586 Art i .
Log Out Location #2 Location #2 =St otrEe AN 31010248 21010248 1 View/Edit

D05 VK58

678 Test Street ) .
i : i - W 'Edit
Location #3 Location #3 Beaumont A23 D456 1 iew, Edi

Contact Sales

Dublin Region @ Chat with an Expert

9. View your newly created location on the Locations tab &
select View/Edit to manage location details



Account » My Organisation » Location Details
Account Dashboard > MY organlsatlﬂn

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approved. Your next

Orders statement or invoice may be delivered to the billing location on the file prior to making the changes.

Statements & Payments ) )
< View All Locations

Messaging Centre

) My Catalogues Office Nickname Shipping Account Number Total Users Created Status M
Location #3 # 1 17/09/2024 PENDING [ic ety
My Lists & Favourites
My Organisation
Bk b . Address Users Licences Settings and Preferences
udget Managemen
My Reports Billing and Shipping Address
Settings & Preferences
Fogait Shipping Address Billing Address
Account Number Account Number
Location #3 Location #3
Contact Sales
678 Test Street 678 Test Street
Dublin Region D IE A23 D456 D IE A23 D456
R, 0035314565288 Phone: 0123456789 Phone: 0123456789
7] iesales@henryschein e
Edit Edit

(i Sy B e e =

10. On the location details page, select Edit Details to
modify your Office Nickname



Account Dashboard >

Orders

Statements & Payments

Messaging Centre

) My Catalogues

My Lists & Favourites
My Organisation
Budget Management
My Reports

Settings & Preferences

Log Out

Contact Sales

Dublin Region
Qﬁ:l (33531 4556 5288

7] iesales@henryschein e

Contact Sales

11. Select Delete to

Account » My Organisation » Location Details

My Organisation

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approved. Your next

statement or invoice may be delivered to the billing location on the file prior to making the changes.

< View All Locations

Office Nickname Shipping Account Number Total Users Created
Location #3 # 1 17/09/2024
Address Users Licences

Billing and Shipping Address

Shipping Address Billing Address

Account Mumber Account Number

Location #3 Location #3

678 Test Street
D IE A23 D456

678 Test Street
DIE A23 D456

Phone: 0123454789 Phone: 0123455789

Edit Edit

Edit Details
Status e e

PENDING Delete b

Settings and Preferences

remove location from your organisation




Account Dashboard > s MY OrgamSatIGn

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approved. Your next

Orders statement or invoice may be delivered to the billing location on the file prior to making the changes.

Statements & Payments ) )
< View All Locations

Messaging Centre

My Catalogues Office Nickname Shipping Account Mumber Total Users Created Status M
Location #3 E 1 17/09/2024 PENDING Hilete
My Lists & Favourites
My Organisation
Address Users Licences Settings and Preferences
Budget Management
My Reports Billing and Shipping Address
Settings & Preferences
A4yl Shipping Address Billing Address
Account Mumber Account Number
Location #3 Lecation #3
Contact Sales
678 Test Street 678 Test Street
Dublin Region D IE A23 D456 D IE A23 D456
R, 0035314565288 Phone: 0123456789 Phone: 0123456789

B iesales@henryschein.ie

Edit Edit fEm————

Contact Sales — —

Cork Region

W, 0035327429 7818

12. On the Address tab, edit the Billing & Shipping address
for your location



Account Dashboard > : MY Organisatiﬁn

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approved. Your next

Orders statement or invoice may be delivered to the billing location on the file prior to making the changes.

) Statements & Payments - y
< View All Locations

Messaging Centre

My Catalogues Office Nickname Shipping Account Mumber Total Users Created Status M

Location #3 # 1 17/09/2024 PENDING Daléte
My Lists & Favourites
My Organisation

Address Users Licences Settings and Preferences
Budget Management
My Reports - > -

¥y Iepores Users currently assigned to this location. ST
. Users

Settings & Preferences

Log Out

Filter () Active Users Only Search Users Show 24 per page “~

Total Results: 1 items Clear All

Contact Sales

) ) UseriD a Name o Email a Locations a Approval Last Login a
Dublin Region
Q!:I 00353 1 4565288
i . : 3 "

1 iesales@henryschein.ie testaccount o Tast AeEHlRE . : I:::/) Approver 16/09,/2024 View user prof”e
- 9 View Details

Contact Sales

Cork Region

13. On the Users tab, Add/Remove users from your location



—

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approved. Your next

Orders statement or invoice may be delivered to the billing location on the file prior to making the changes.

Statements & Payments ) )
< View All Locations

Messaging Centre

My Catalogues Office Nickname Shipping Account Mumber Total Users Created Status M
Location #3 = 1 17/09/2024 PENDING Dajate
My Lists & Favourites
My Organisation
= Address Users Licences Settings and Preferences
i) Budget Management
My Reports
:: Settings & Preferences
Log Qut
Contact Sales Site Preferences ———mp> | Edit
Dublin Region Recommendations
% 003531 454 5288 On

B4 iesales@henryschainie
Contact Sales

Cork Region

- B e

14. On the Settings & Preferences tab, manage site
preferences at the location level



Account » My Organisation b Location Details
My Organisation

Please modify the location information below as needed and submit any changes. Changes to your address may take 1 business day to be approve«

statement or invoice may be delivered to the billing location on the file prior to making the changes.

‘ ‘ 15. Your location

Office Nickname Shipping Account Number Total Users Created Status

Location #3 # 1 17/09/2024 PENDING - Wi” remain in
PENDING status
until approved

Address Users Licences Settings and Pref

Billing and Shipping Address Once approved,
your shipping

Shipping Address Billing Address

account number
Account Number Account Number .
Location #3 Location #3 W I I I p O p u I ate a n d
678 Test Street 678 Test Street

D IE A23 D456 D IE A23 D456 Status Wi” Change
Phene: 0123456789 Phone: 0123456789 tO ACTIVE

Edit Edit



YAHENRY SCHEIN'

Need Help?

0

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




