DOORDASH FOR
BUSINESS

) for Business




READY, SET, LUNCH

ENJOY MEALS WITH DOORDASH

We are excited to get you started enjoying delicious meals through your DoorDash for Business
meal benefit. With this guide, you will learn how to enroll in your DoorDash for Business benefits
and how to use your benefits to place an order on DoorDash.

Phone line: 855-830-5429
Email: business-support@doordash.com

e

Visit our DoorDash for Business Help Center for more information.



https://help.doordash.com/work/s/?language=en_US
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ENROLLINGIN
MEAL BENEFITS

YOUR ENROLLMENT

Once your company'’s admin extends to you a DoorDash benefit, you will receive an
invite to enroll in your DoorDash for Business benefits.

When you receive the email, click on Accept Invitation

If you can’t find the email they can go to enter
your company email address and an invite will be re-sent.

You can sign-up for a new DoorDash account with your company email or use an
existing account with your personal email to enroll in meal benefits.

Once you sign into your DoorDash account, you will receive confirmation your benefits
have been activated and can begin using them.
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BENEFIT

Activate DashPass
Enjoy $0 delivery fees on business and
personal orders, plus more benefits,
Courtesy of TechDesign.

Welcome to TechDesign

Congrats! You've joined your team on DoorDash. Enjoy business
perks like:

w2 DashPass - 50 delivery fees on business and personal

orders
Acceptiinvitation Business profile - Makes expensing easier with receipt

forwarding
By tapping “Accept invitation” you agree to the
Te

rms & Conditions. $30 off your next order - Valid for business or personal

use

We started a business profile for you. Finish your profile by
adding a payment method.

Explore restaurants Finish business profile




BUSINESS PROFILES

Business profiles allow you to easily switch between your personal and work payment
methods. In order to use a company budget or link with an expense provider, you need
to use a business profile.

Navigate to Account Settings, select Account Profile and click on Create Profile.

Add your preferred payment method, include an email address for receipts to be sent
to when orders are placed on your Business Profile, and click Create Profile.

Link your expense provider account. You can also link it later by going to Edit Profile
and selecting Expense Provider.

L s
YOUR AVAILABLE BENEFITS

Log into the account your benefits were assigned to on doordash.com/benefits

Navigate to the menu on the left side, select Account and then click on Benefits.

You can view all benefits available to you through your company, including: DashPass,
meal budgets (remaining balances, delivery addresses, timeframes) and vouchers.
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ORDERING WITH

A MEAL BUDGET

ONDOORDASH

1 Go to doordash.com or the DoorDash app and log in.

2  Enter your delivery address.

It's possible your budget has an address restriction, be sure the delivery address
entered matches the allowed delivery address on the budget.

3 Select your restaurant, add items to your cart, and click Checkout.
4 ' Confirm order details and double check the address and instructions.

5 Select your applicable Meal Budget under Company Payment and click on Place Order

If your company offers DashPass as a benefit and you have selected a participating
restaurant, you should see free delivery and reduced fees reflected during checkout.

VIDEO TUTORIAL

How to Place an Order using a Budget

Business default Company budget

A Visa....4882 © $20.00


https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f
https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f

ORDERING WITH

MEAL VOUCHERS

VOUCHERS

Click on Accept Voucher via email or shared link.

Sign in or sign up for DoorDash to claim the voucher. Upon sign-in, the voucher
will be added to their account.

Recipient selects voucher from the Company Pays section at checkout.

VIDEO TUTORIAL

How to Order using.a Voucher

L] "> DoorDash X +

;O @ https:/doordash.com

S DOORDASH - " 4 ‘

We've added your voucher!
S DOORDASH

Voucher Details

MName

Offsite You received a voucher
from DoorDash!
$25.00

Start Time

Men, 1/1/26 10:00 AM

$25

Offsite

Wed, &/13/26 10:00 AM to
Fri, &/15/26 8:00PM

End Time
Thu, 1/10/26 08:00 PM

. By clicking ‘Accept voucher’, you agree to the Terms
How it works . and Cenditions.

Accept voucher

-

. Yourvoucher will automatically apply to eligible
carts.

]

. At checkout, look for "Company Payment” to

see the voucher amount applied to your order.

w

. Click into "Company Payment” to toggle

voucher usage on or off.

Need help? & i

Contact our VIP support team for any live order )
questions at 855-830-5429. You can also visit our
help center.


https://www.loom.com/share/b141ebd638604bfbb1b80ebca9a5f89f?sid=52c5fad2-4ba0-4349-8642-46654f48f4ec

CREATING

GROUP ORDERS

IN THE DOORDASH APP

1 Click on the Group Order button on the restaurant’s page.

2 Select payment method and choose who is paying for the order:

You pay for the order: you will checkout the cart and pay for everyone's order and
can use an admin only budget to cover the cost.

Everyone pays separate: each person will pay for their own portion of the order. If the
individual has a meal budget or voucher, they can use that to cover the cost of their order
and charge any remaining balance to their personal credit card

3" Setthe order deadline for people to add their meal selections to the cart and decide if
you want to checkout automatically, or manually:

Automatically: your order with be placed at the set deadline. If everybody pays separately,
each person must complete payment in order for the cart to automatically checkout.

Manually: at the order deadline, you will be reminded to checkout and place your order.

4 ' Confirm order details and double check the address, delivery window, and instructions.

5 Click on Start Group Order to generate a link, which you can send to employees.

VIDEO TUTORIAL

How to Create a Group Order using Merchant Storefront

der

14 min

delivery time

Group Order

14 min

delivery ime



https://www.loom.com/share/03faa2ebddc64f3cbfa5f02b77a6e55d?sid=bfcbdafe-1123-4c67-9889-56fc5c25df91

GROUP ORDERS
SET UP BY ADMINS

FORTHE WHOLE ORDER

Once your admin sets up a group order, they can invite you via email or direct link.
Add your desired items to the cart, keep in mind the spending limits set by your admin.
When you have added all of your selections to the order, click on Done Adding Items.

Your admin will complete the order and all meals will be delivered together.

SEPARATELY

Join the group order and add your desired items to the cart.

If your team is splitting the bill, there will be no spending limit restrictions on the group
cart. You can use a budget or voucher at checkout to pay for your portion of the order.

When you have added all of your selections to the order, select Continue to Payment.

Select your company meal budget, if applicable. Any amount over that budget will be

charged to your credit card on file.

The automatic tip options will be calculated based on the subtotal of the entire order and
split evenly between all participants.
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TROUBLESHOOTING

BUDGET IS NOT AVAILABLE FOR USE AT CHECKOUT

Be sure you are logged into DoorDash with the email address you enrolled with your benefits
with i.e. your company email, or personal email if you used an existing account

If you have not created a DoorDash account and enrolled in your team’s Admin Portal, please do
so at www.doordash.com/teams/join N

" < It's possible your budget has an address restriction, be sure the delivery address entered
matches the allowed delivery address on the budget.

To confirm the address restriction select Account on the left hand navigation, then Benefits.
Under Expensed Meal Budgets your budget will show the restricted address, if any.

ERRORS DURING CHECKOUT mj

The following are the most commmon reasons for errors during checkout:

Inactive menu items. We recommend removing the item from the order and having your team 4
select another available item. ol
Missing budget or missing payment method. Double check that your payment is has been ;

added and that your budget is active.

The restaurant you selected is closed at time of checkout. Be mindful of the time when placing
your order, you will be notified on the store’s page when you have 15 minutes or less to order.
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EXPENSE PROVIDER
INTEGRATION

TO YOURACCOUNT

Log in to the DoorDash app and select the Me tab.
Click on Settings and scroll down to Account Settings, then select Business Profile.

Under Expense Provider click the Link button, select your provider. Log in to your account to
connect it to DoorDash, you can unlink it at any time.

4 ' To expense meals after ordering, select Orders, click on View Receipt, then Send Receipt to
send it to your linked expense provider.

https://doordash.com

Link an expense provider

We'll automatically upload receipts to your
expense provider after each business order.

Link your expense provider

We'll autematically upload receipts to your expense provider
SAP Concur L after each business order.

E Brex
. Expensify

Concur

E Emburse Enterprise Emburse Enterprise

Emburse Professional

E Emburse Professional
Emburse Spend

E Emburse Spend
Expensify

Zoho Expense Ramp

E Brex

4 Ramp




AUTOMATICALLY
EXPENSING ORDERS

WITH YOUR BUSINESS PROFILE

Select arestaurant and ensure the delivery address at the top is correct.

Build a cart with your desired items and select Checkout.

Review your order, delivery address and provide delivery instructions. Select your
credit card, voucher or company budget under your Business Profile.

Place your order and your receipt will automatically be sent to your linked
expense provider.

VIDEO TUTORIAL

How to order with a Business Profile
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https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f
https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f

BUDGET IS NOT AVAILABLE FOR USE AT CHECKOUT

Be sure you are logged into DoorDash with the email address you enrolled with your benefits
with i.e. your company email, or personal email if you used an existing account

If you have not created a DoorDash account and enrolled in your team’s Admin Portal, please do
so at www.doordash.com/teams/join

It's possible your budget has an address restriction, be sure the delivery address entered
matches the allowed delivery address on the budget.

To confirm the address restriction select Account on the left hand navigation, then Benefits.
Under Expensed Meal Budgets your budget will show the restricted address, if any.

ORDER CANCELLATIONS AND REFUNDS

In the case of cancellations, DoorDash can re-deliver the food or refund the order.

To arrange a re-delivery, please call our VIP Live Support team at 855-830-5429 and they can
assist you right away.

For credit and refunds, email business-support@doordash.com and a representative will get
back to you within 24 hours.

ERRORS DURING CHECKOUT

The following are the most common reasons for errors during checkout:

Inactive menu items. We recommend removing the item from the order and having your team
select another available item.

Missing budget or missing payment method. Double check that your payment is has been
added and that your budget is active.

The restaurant you selected is closed at time of checkout. Be mindful of the time when placing
your order, you will be notified on the store’s page when you have 15 minutes or less to order.
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HOWDO I GET HELP WITH

Please call our Dedicated Business Support line: 855-830-5429

WHO DO | CONTACT ABOUT

Please call our Dedicated Business Support line at 855-830-5429, or email them at
business-support@doordash.com

CAN1ORDERON MY

Yes, place your order as your normally would and select your Business Profile during checkout
to use your company payment methods.

CANICANCELAN ORDERIF MY

Once an order is placed you cannot change the delivery address on record for the order.

However, you can use the DoorDash app or website to commmunicate with your delivery service
provider to add or modify instructions that will help them successfully deliver your order.

You can also contact the DoorDash support line at (855) 830-5429.




MEAL BENEFITS

WHAT IF MY MEAL BUDGET

In this scenario, the company will pay the budget amount, and the individual will pay the
remainder. The breakdown of who pays what amount will be displayed on the preview order
screen.

CAN I APPLY MULTIPLE BENEFIT TYPES

No, only one benefit can be applied per order. You can choose the budge or voucher at checkout

CAN 1USE MY BUDGET/VOUCHER

Yes! Simply change the order from delivery to pickup in the checkout page. Do note, pickup may
be disabled if your budget has an address restriction. Consult the person who distributed the
budget.

DOES MY BUDGET COVER

The budget can be applied to your meal, tips and any delivery and service fees.

At ¥ i dY 2T~ ‘ "f
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WHY IS MY $0 RECEIPT

You cannot submit SO receipts, if SO were spent there is nothing to expense. This would likely
apply to orders covered by expensed meals budgets as the cost is already covered by the
company.

HOW WILL1 KNOW IF MY RECEIPTS

Once areceipt is submitted, the page will not update automatically, please refresh the page to
confirm that it has been sent.

WHAT IF I NEED ASSISTANCE

Please contact the customer service team for your expense provider.

WHATIF MY

If there are issues with an expense provider’s system or website unfortunately there is nothing
DoorDash can do about it. Please contact your expense provider directly or consult your internal
point of contact.

WHAT I DON'T HAVE

Contact your employer to get one set up, DoorDash cannot do this on your behalf.
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