Account handoff - DoorDash Merchant
Last checked: October 2026 - Managed by: (organisation fills this in) - Prepared by Jade Zhao

This is a simple handoff sheet. You do not need technical experience to use it. Follow the steps in order.

What this is
The DoorDash Merchant Portal (and store tablet) for orders, store status, and users.

Who owns the login?

» Merchant portal owner / business admin:
* Backup store manager:
» Store name:
Add users under Settings — Manage Users with their own email invites. If DoorDash (or another delivery app) is integrated with
your POS, store hours may sync from the POS. Change hours in Square or Toast first so the apps do not fight each other. Never
put the password on this sheet.

ELI5 steps

Sign in at merchants.doordash.com (or open the store tablet) with the store login.

Open Orders to see active, scheduled, and history. On the tablet, confirm new orders.

Check store status and hours under merchant settings. If POS is integrated, change hours in the POS first.

To add staff: Settings — Manage Users - Add User - send invite (business-level Manage Users for full control).
When someone leaves, remove them from Manage Users.

Do not invent a second merchant account if you are locked out. Use official recovery / support.
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Official help (US links; region may differ)

Logging in to the Merchant Portal: https://merchants.doordash.com/en-us/learning-center/logging-in
Merchant Portal settings: https://help.doordash.com/en-us/merchants/article/merchant-portal-settings
What is my store status (hours / special hours): https://help.doordash.com/en-us/merchants/article/what-is-my-store-status

Warning / troubleshooting

« If DoorDash (or another delivery app) is integrated with your POS, store hours may sync from the POS. Change hours in Square or
Toast first so the apps do not fight each other.
* Manage Users steps also appear inside the logging-in learning centre article.

Do not

» Do not write the merchant password on this sheet.
» Do not leave former managers as Business Admin.

Longer guide
https://matchaxmoxie.qithub.io/matchaxmoxie/handoff-doordash.html

Footer: Who owns this account? - Backup: - Credentials in the password manager only - When someone
leaves, remove access - Last checked: October 2026 - Checked by: - Jade Zhao - independent guide, not affiliated with the platform
- Never put the password on this sheet.
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