
Create a New
Catalog

Let’s get started



Do you know your account
permissions?

Only users with appropriate permissions
can manage catalog 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.



2. Navigate to your
Account Dashboard

1. Sign in to your
account



3. Select My Catalogs



4. Select Create A New Catalog



5. To create a new catalog while browsing
products, select the icon found on the

product listing page and 
product details page



6. Select Create A New Catalog from overlay



7. Enter desired Catalog Name and select Save



8. On the catalog details page: 
Select Edit Details to modify catalog name
Select Delete to remove catalog



9. Quick-Add items to your catalog by entering the item code
and selecting Add to Catalog



10. Select the checkbox if you want the item to be marked as
Preferred 



11. Select Add Item for other options for building your catalog



12. Select an option to build your catalog



13. Build your catalog while browsing by
selecting the icon on the product listing

page and product details page



14. Select catalog, indicate whether you want the product
marked preferred and select Confirm



15. On the catalog details page, manage your 
preferred items



16. Utilize the search bar to find items in your catalog



17. Delete items from your catalog by selecting Remove



18. On the Exclusions tab, apply exclusion rules to your catalog



19. You can exclude items by Individual Products,
Manufacturer or Category



20. On the Users tab, view who has access to your catalog



21. Share your catalog with users in your organization by
selecting Add Users



22. Manage catalog access by selecting Edit Access Rights



Need Help?

Contact the Customer Support Team 
Chat with us online


