VAHENRY SCHEIN'

How to Track Orders

A quick guide on tracking orders on the new Henry Schein website.

How to Track Orders from Order Tab

e After logging in, click My Dashboard.
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¢ Click Submitted Orders tab.
¢ Find the order that needs to be tracked.
e Click View & Track.
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e Scroll down to see items in the order.
» Click View Tracking Details to display tracking information.
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e A separate tab with tracking information will populate.
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How to Track Orders from Statements
& Payments Tab

e Click on the Statements & Payments tab.
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e From the Open Invoices tab, click Track next to the order.
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Invoices and Credit Memao/Credits appear here. Want invoices automatically charged to your Business Checking Account or Credit Card on a monthly
basis, Enable Auto Pay.
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e From the Statements & Payments tab, click View Transactions next to the order.
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Invoices and Credit Memo/Credits appear here. Want invoices automatically charged to your Business Checking Account or Credit Card on a monthly
basis, Enable Auto Pa[_

Want to receive e-mail e-Statements? Enroll Now!
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¢ Click Track next to the order you want to track.
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To make payments, click the checkbax next to each invaice 1o be paid, then click the Make Payment button, f all invoices have been paid in full, they will no longer appear here, All invoices
can be found on the Submitted Orders page.
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e A separate tab with tracking information will populate.
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