
Locate
Invoices

Let’s get started



Do you know your account
permissions?
Invoices can be found under the Submitted Orders tab
in the Account Dashboard, as well as in the Statements
and Payments section.

Only users with appropriate permissions can access the
Statements & Payments section 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.



Part 1:

Locate Invoices from
Submitted Orders

Learn How



2. Navigate to your
Account Dashboard

1. Sign in to your
account



4. Stay on the Submitted
Orders tab

3. Navigate to Orders



5. On the Submitted Orders tab, you can search by:

Item number to locate invoices that include a specific product
Invoice number to identify the items included in a particular
invoice



6. After executing your search, select View and Track to
access the associated invoices.



7. On the Order details page, select Download All Documents to
download all associated invoices, then Download on the popup to

retrieve a copy of a specific invoice.



8. Alternatively, scroll down to the order items and select
the invoice associated with the corresponding item code to

download a copy.



Part 2:

Locate invoices on the
Statements & Payments

dashboard

Learn How



9. If allowed by your account permissions, navigate to the
Statements & Payments section of your account dashboard.



10. Scroll down to view the defaulted tab



11. On the Open Invoices, Credits & Unapplied Cash tab, search by 
Shipping Account #
PO Number
Invoice Number

https://www.us.stg.eschein.com/#openTransactions


12. Select the desired checkboxes, then click Download PDF to
retrieve copies of your selected invoices.



13. Select the Statements & Invoices tab and 
View Transactions to download specific invoices.



13. On the View Transactions tab, search by:
Shipping Account #
Shipping Account Nickname
PO Number
Invoice Number
Gross and Open



12. Select the desired checkboxes, then click Save Invoices to
retrieve copies.



Need Help?

Contact the Customer Support Team 
Chat with us online


