VistonWeb
Adding Suppliers

Before you can send any orders through VisionWeb (either through visionweb.com or using

your practice management software), you must first add suppliers to your VisionWeb account.

To begin, login to your VisionWeb account and click the Add a Supplier link on the homepage.
You may also hover over My Account in the blue menu bar near the top of the page and select
the Supplier Accounts option. Both options will bring up the Supplier Accounts page.

Note: These options are available only to Admin users.
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To begin, choose a quick link below or navigate\using the menu bar above.

Order Now Track Orders Access My Account
P Spectacle Lens Order » Order Status

» Frame Order » Pending Orders Payer Transactions
» Contact Lens Office Delivery » Archives

» Process Payer Transactions

» Contact Lens Patient Delivery

» Take a Tour

On this page you can view any suppliers you have added/requested.

You can also click the Add New Supplier button in the upper right to begin adding a new

supplier. If you have not added/requested any suppliers yet, you will go directly to the Add New
Supplier page.

The Supplier Accounts page will list any suppliers you have requested, along with the status of
the request. You will also see the billing and shipping address(es) and account number that
were included with the request.

Suppliers with a status of Active are available for ordering.

Suppliers that have been requested, but not yet approved, will have a status of Supplier
Reviewing Account. Note: any time a new supplier is added, the request must be approved by
the supplier before you may place any orders.
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Supplier Name

Billing Address /

Shipping Address /

Account Account
- Qliffe Lewrine Delete) 8601 FM 2222 Building Il 8601 FM 2222 Building Il
. ustin, - stin,
5 Austin, TX 78730-2326 Austin, TX 78730-2326
- Supplier Accounts #1734 #12345
- Group Level Access Delete. Art Craft Active 8601 FM 2222 Building 1l 8601 FM 2222 Building 11l
Austin, TX 78730-2326 Austin, TX 78730-2326
- Dropship Accounts #12345678 #12345678
u East Coast Ophthalmic Active 8601 FM 2222 Building 1l 8601 FM 2222 Building 11l
Austin, TX 78730-2326 Austin, TX 78730-2326
#iest #est
H Epic Labs, Inc. Active Test Account Test Account
Test, TX 12345 Test, TX 12345
#est #est
w Kosh Ophthalmic Active G500 River Place 6500 River Flace
Austin, W1 12345-0000 Austin, WI 12345-0000
#TEST12 #TEST12
H Marchon Active 8601 FM 2222 Building 1l 8601 FM 2222 Building 11l
Austin, TX 78730-2326 Austin, TX 78730-2326
H#TEST #HTEST
u Massau Vision Group - Contact Active 2601 FIM 2222 Building 111 8601 FM 2222 Building 1l
Lens Austin, TX 78730-2326 Austin, TX 78730-2326
#68578658969 HB65548675876
Delete. SafeVision by Hoya - Safety Active 8601 FM 2222 Building 1l 8601 FM 2222 Building 11l
Collection Austin, TX 78730-2326 Austin, TX 78730-2326
#12345678 #12345678
u Stock - Bell Optical Supplier Reviewing ) Test Account Test Account
Account Test, TX 12345 Test, TX 12345
#iest #est
w Stock - Omega -- Dallas Supplier Reviewing  Main Street Main Street
Account Austin, TX 11111 Austin, TX 11111
#12345 #12345

On the Add New Supplier page, select the category of supplier you wish to add: Contacts,
Frames, or Lenses.

Note: The Frames category refers to frame manufacturers only. Suppliers that provide frames
and spectacle lenses together will be listed under Lenses.

After selecting your Category, you may then select a supplier from the Supplier menu. If the
supplier has more than one location, you will select that from the Location option on the right.

After selecting your supplier, you will need to fill out the Account Details section of the
request:

Contact Person — The person at the practice making the request.
Contact Phone — The phone number for the practice.

Billing Account Number/Shipping Account Number — This is your account number for the
supplier you are adding. In most cases, the billing/shipping account number will be the same.

However, if you have multiple locations, you may have different account numbers for billing and

shipping.
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Billing Account Location/Shipping Account Location — This is the address of your practice.
Like the billing/shipping account number, it will typically be the same for both billing and

shipping.
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- Change Password Supplier Details
- User Accounts Category* Supplier Location *
- Office Locations [select] V| [select] v| |[seleci] v

- Supplier Accounts

Account Details

If you already have an existing account with the selected supplier, fill out all the fields below. If you do not have a seperate shipping
- Dropship Accounts account, use your billing account number for the shipping account as well.

- Group Level Access

aMng 3 . If you do not already have an account with the selected supplier you wish to use with Vision\Web, you will first need to contact the
The Bllllng/S h pping supplier directly about setting up an account. Click here to view the list of supplier contact information.

account number is To add a new Dropship Account please click on the Dropship Accounts link on the left navigation bar.
your account number Contact Person * Contact Phone * Contact Ext
with the supplier you =

(214) 675-3302 | |
Shipping Account Number *

P

are adding. It is
usually the same

Billing Account Number®

number for both Billing Account Location Shipping
billing and shipping. |8601 FM 2222 Building 111, Austin, TX 78730-Z v| |8601 FM 2222 Building Ill, Austin, TX 78730-2 W
Street# Street Name Street# Street Name
8601 FM 2222 Building 11 8601 FM 2222 Building Il
City State City State
Austin X Vv Austin X W
Zip Zip
78730-2326 78730-2326 Same as Billing
Cmack

After you have filled out the Add New Supplier page, you may click Submit Request to send
your request to your supplier for approval.

Note: The supplier will not be available for ordering right way. The supplier must first review
and approve your request before it is added to your account. These requests are usually
approved within 24-48 hours. You will receive a confirmation email to notify you when your
request has been approved.

"What if | have multiple locations?”

If your practice has multiple office locations, you will need to add your suppliers multiple times -
once for each of your offices.
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First, go to the My Account option in the blue menu bar at the top of the page and select
Office Locations.
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What Would You Like to Do?

To begin, choose a quick link below or navigate using the menu bar above.

Order Now Track Orders Access My Account
» Spectacle Lens Order » Order Status » Add a Supplier

» Frame Order » Pending Orders payer Transactions
» Contact Lens Office Delivery » Archives » Process Payer Transactions

» Contact Lens Patient Delivery » Take a Tour

This will bring you to the Office Locations page. The address that was entered when you
registered your account will appear here automatically.
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= Welcome Demo User = Customer Service: 1-800-874-6601

My Account
Account Settings: _
- Change Password M
_ User Accounts Business Name and Address

N e VisionWeb Demo
- Office Locations 8601 FM 2222 Building 11I, 300
N A Austin, TX 78730-2326

- Supplier Accounts visionwebdemo.visionweb.com

- Group Level Access

- Dropship Accounts

To add an additional location, click the Add New Location button on the right side of the page.
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= Welcome Demo User = Customer Service: 1-800-874-6601
My Account
Account Settings:

Add | Modify Location = denotes required field :'

(4 Back ) {_Update & apply changes » |

- Change Password
Location Details
- User Accounts
_ p— [I|3usiness.i'Pmclice Name* ] |Ir-' i E-mail Add |
- Supplier Accounts
Street Number Street Name* Suite/Other
- Group Level Access | | | | | |
- Dropship Accounts
ciy* state * zip* Country *
| | [Iselect] v | | [United States V|
Business Phone * Ext. Business Fax

Eyecare Business Type: (select all that apply]*
[ optometrist (0D) || Ophthalmologist MD) || Optician/Dispenser || Manufacturer/Distributor

First Name * Last lﬁlame"=

Fill out the Add/Modify Location form and click Update & Apply Changes.

The address you enter here will be added to the dropdown menu for Billing/Shipping Account
Location on the Add New Supplier page.
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Add New Supplier ' = denotes required field

Supplier Details

Category* Supplier* Loca!ion*
[select] V| [select] v | | [select] W

Account Details

If you already have an existing account with the selected supplier, fill out all the fields below. If you do not have a seperate shipping
account, use your billing account number for the shipping account as well.

If you do not already have an account with the selected supplier you wish to use with VisionWeb, you will first need to contact the
supplier directly about setting up an account. Click here to view the list of supplier contact information.

To add a new Dropship Account please click on the Dropship Accounts link on the left navigation bar.

Contact Person * Contact Phone * Contact Ext
Demo User VisionWeb | |(214) 675-3302 | | |
Billing Account Numher* Shipping Account Number*

| | |
Billing Account Location* Nping Account Loca!ion*
601 FM 2222 Building 111, Austin, TX 78730 601 FM 2222 Building 111, Austin, TX 78730-2 W

Street# Street Name Street# Street Name

8601 FM 2222 Building Il1 8601 FM 2222 Building 11l

City State City State
Austin X v Austin > v
Zip Zip

78730-2326 78730-2326 Same as Billing

|_Submit Request » |

Once you have added all your office locations, you can begin adding your suppliers.
You will need to add each supplier multiple times using the account information for each office.

For example, if you have 3 locations, you will add each of your suppliers 3 times, using the
account numbers for each individual office.

Some practices choose to have one (1) office serve as the Billing Account Location for all their
orders across all locations. In this case, you would enter the account number and address for
that office as the Billing

Account Number/Location for each supplier request.
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If you already have an existing account with the selected supplier, fill out all the fields below. If you do not have a seperate shipping
account, use your billing account number for the shipping account as well.

If you do not already have an account with the selected supplier you wish to use with VisionWeb, you will first need to contact the
supplier directly about setting up an account. Click here to view the list of supplier contact information.

To add a new Dropship Account please click on the Dropship Accounts link on the left navigation bar.

Contact Person * Contact Phone * Contact Ext
ournam | | [
Billin umber * Shippi ber *
(l Office A account ‘ﬁ ¢Ofﬁce B account |
Billing Account Location * Shipping Account Location *
| 123 Test Ave, Austin, TX 12345 V| {123 Test Ave, Jax, FL 32250 v
Street# Street Name Street# Street Name
123 Test Ave 123 Test Ave
City State City State
Austin b4 Jax FL W
Zip Zip
12345 32250

(4.Back )

Same as Billing

|_Submit Request |



