
Create a 
New User

Let’s get started



Only users with appropriate permissions
can manage users 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 Users tab, select Create New User



5. Enter User Information and indicate whether or not the
user can modify their credentials



6. Determine the user’s Email Communication settings & the 
user’s account Permissions



7. Hover over the information icon to learn more about each
account permission



8. If needed, apply restrictions and/or approval rights to
your new user



9. Once you have populated all required fields, select Next 
to assign your user to a location and catalog



10. Assign your user to at least one location, then select Next
You can easily find locations by utilizing the search bar



11. Assign your user to at least one catalog, then select Finish
You can easily find catalogs by utilizing the search bar



12. Select Return to User Listing



13. View your newly created user in the Users tab and select 
View User Profile to manage user details



14. Select Edit to modify user details including:

UserID & Password
Name
Job Function
Phone & Email



15. Select Set to Inactive to to deactivate user. 
Once deactivated, a user cannot login or place orders



16. Scroll down to view and modify the user’s 
location & catalog assignment



17. Under Roles & Rights, select Edit to modify user
permissions



18. Select Edit to modify user approval permissions
Modify access to the Notifications Center by selecting the toggle



19. Always remember to Confirm any changes made to a user
profile



Need Help?

Contact the Customer Support Team 
Chat with us online


