
Pay 
Your Bill

Let’s get started



Only users with appropriate permissions
can view and manage Statements &
Payments 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.

Do you know your account
permissions?



2. Navigate to your
Account Dashboard

1. Sign in to your
account



3. Select Statements &
Payments

4. View the billing/payment
information associated with your
location



5. If you want to enroll in Direct Debit, download the form by
selecting Set Up Direct Debit



6. Update the billing account for your location by selecting 
Switch Billing Account



7. Scroll down to 
view your open balances

8. Select Pay Open Balance or 
Pay Last Statement Balance to

make a payment



9. Confirm the amount to complete payment



10. Scroll down to view your Open Transactions

Click Select Filter Criteria to populate data 



11. Define filter criteria for all required fields:

Date Range
Type
Ship-To Account

Ensure all fields are populated before selecting
Apply Filters



13. Save your filter criteria as a preset by
selecting the checkbox and providing a preset
name

12. If you have a saved preset for filter criteria,
select from this dropdown



14. Once filter criteria is applied, select checkboxes to 
Download PDF or Make a Payment



15. Select the Statements & Invoices tab to:
Search for statements & invoices
View statement & invoice details 



16. Select checkboxes to Download PDF file



Call Us (8.30am-5.30pm GMT): 
+44 (0) 8700 102 199

Chat with us online

Need Help?


