
Add an Existing
Office Location

Let’s get started



Only users with appropriate permissions
can manage location details for 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?



2. Navigate to your
Account Dashboard

1. Sign in to your
account



3. Select My Organization



4. On the Locations tab, select Add Office Location



5. When adding an existing location, check yes and 
enter the account number & one other unique identifier



6. Once all required fields are populated, select Submit



7. Verify the Shipping and Billing Address associated with
this location



8. If the address is not what you’re looking for,
 create a new office location



For more on Adding a New Location, 
view our additional guide:



9. To add this existing location to your organization,
 select Confirm



10. Added locations will be reflected immediately in the
Locations tab of My Organization



11. Select View/Edit to manage location details 



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



13. Select Delete to remove location from your organization



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



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



16. On the Settings & Preferences tab, view and manage site
preferences at the location level



Need Help?

Contact the Customer Support Team 
Chat with us online


