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Understanding Admin Features

Click the dropdown with your name 
in the top right to access features 
for upkeeping your profile.

Accessing Admin Features

1. You can add a new user by clicking 
    Manage Users, then +User.
2. Fill out the form and click Save.
3. Once added, click Send Welcome 
    Email so the new user can get set up.
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1. To manage facilities you’ve been added to, 
    click Manage Facilities, then Edit.
2. Add/edit sales reps, Brightree facility ID (External System 
    ID), Brightree branch, and legal entity (location that shows 
    up on the facility’s documentation).
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Serving Patient Needs at a Click’s Notice

1. To indicate which insurances you 
    accept for patient orders, click 
    Manage Insurance and select which 
    insurances you accept by checking 
    the boxes.
2. If you are Brightree-integrated, input 
    the Brightree External System ID.
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