
Account
Management

Let’s get started



My Organization
Locations
Users
Settings & Preferences

Settings & Preferences
Profile
Checkout
Preferences

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



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

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

Do you know your account
permissions?



1. Sign in to your account



2. Navigate to your Account Dashboard

You can navigate here by selecting the profile icon in the top right
corner or by selecting Account Dashboard in the dropdown



3. Select My Organization



4. On the Locations tab:

View locations assigned to your organization
Search within your accessible locations



4a. Users with appropriate permissions can: 

Edit location details
Add an office location



For more on Location Management, 
view our additional guides:



5. On the Users tab:

View users within your organization
Search users
Filter users



5a. Users with appropriate permissions can: 

Modify user assignments and permissions
Create a new user



For more on 
User Management, 
view our additional

guide:



6. On the Settings & Preferences tab:
 

View organization wide settings which impact all locations
within your organization



6a. Users with applicable permissions can: 

Make updates to organization wide settings
These changes will impact all locations within the
organization unless otherwise specified



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



8. On the Profile tab, 
View/modify your account credentials 
View/Modify your contact information
View your user rights/permissions



9. On the Checkout tab:

View your shipping & billing address
Enable express checkout



10. On the Preferences tab, 
View/Modify your personal
site & communication
preferences



Need Help?

Contact the Customer Support Team 
Chat with us online


