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[0 within ftems Purchased
M
M Create an Online Account
Practice Analysis Tool +*=
Download and Upload Statements & Payments +
Orders +
A. Login Rapts +
You currently dorft have any reque*s, My Profile +
i NEW REQUEST R
B. Click My Account - Site Adminkstration - -
C. Expand (+/-) Site Administration et et
Advanced Account Management: New Request | I Advanced Ascount Mansgers I
D. Click Advanced Account Management Please select the options you wis pwnload or update data for. Lol
s L "
E. Click New Request Budoets
User Profiles V] User Locations O User Catalogs O "
F. Select the options you wish to download or T
Custom Order Messages +
update the data for (check the box) Budgets O
Controlled Substance Info +
G. Select Download Data File (Read-Only) or My PracticePRIVILEGES
q q . Select "Download Data File (Editable)” to download a spreadsheet for updating existing data in bulk. Please note: -
Download Data File (Edltable)' Click The application will be locked and no users will be able to make changes until you complete the updates = LoGouT
continue button. } N o
y‘ Wﬁle (Read-0nly)” for a read-only spreadsheet containing all existing data
H. A notification will state "Your request is
. ) ) @ Cownload Data File (Read-0nly) (O Download Drata File (Editable)
being processed. You will be redirected
when completed. PIease dO not close thIS Please select the options you wish to download or update data for.
page before completion." Your request is being processed. You will be redirected when completed 4—@
. . Flease do not close this page before completion.
I. Below Actions, click Download Spreadsheet
icon to open the Excel file. SORT BY:
Covwnload Cate v
Note: If you only need informational data the
process is completed. But if you wanted to Requested By Criteria R UpdeteDapa Status -
g a [rats A0 SPREADS
update the data and want to modify/change it, °
open the spreadsheet, (See Updating Data on Everstt_503 UserProfiles  03I6/1B@  No Downloaded 0_, 4,
page 2). / User
Catalogs /
User
Locations
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(Download and Upload)

Macros Overview
This spreadsheet contains macros designed to help users with the spreadsheet. To use this functionality, you should er

Updating Data Instructions

Home Insert Page Layout Formulas Data Review 3

After opening the Spreadsheet, you will notice ‘?’ - Arial T AN ==
that there are several sheets located at the Paste q;::::ﬂ:pmm B I U- H-A- EEE| E
bottom of the document that correspond to the Clipbuaed i Font 7 Alig
category selections you made when creating @ Security Warning  Macros have been disabled. | Enable Content |

your request. Each sheet can be modified by 0 e ﬂ| /:
making changes to the existing data or by A | B = D/'l S S =

creating new data. Available sheets include:

A. Instructions The macros were designed to work on the latest versions of Microsoft Excel.
Using other software may not fully support these macros.
B. Users

Henry Schein menu
The Henry Schein menu allows users to have quick access to functions that help them manage the spreadsheet.

“ Home Insert Page Layout Formulas Data Review View Add-Ins Team Henry Schein

af fg B8 @ W

New Dupllcatt Assign User Assign User New Duplicate

lnstrucllons Users | Locations (Read-only) | User Locations Catalogs (Read-only) User Catalogs | @
A guide on how to use All of the Users cur- All of the Ship-To Lo- Every User in the A read-only list of every || Every User in the or-
the tool, including an rently in the organiza- cations within the organization with the | | Catalog in the organiza- || ganization with the
overview on the option- || tion with all user spe- organization, with Ship-To locations tion with the catalog Catalogs they have
al Macros available. cific information. From || relevant information they have access to. type and current num- access to and Catalog
this sheet, existing User || about each one, as User location access ber of items. Approval information.
information can be well as Multi-Tier Ap- can also be easily User catalog access
modified, and new proval information if removed on this can also be easily re-
Users can be added. applicable. sheet. moved on this sheet.
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