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

What this is
The restaurant Toast POS and Toast Web login for menus, permissions, and guest-facing ops.

Who owns the login?
• Toast Web owner / restaurant admin: ____________________
• Who issues staff PINs: ____________________
• Restaurant location name: ____________________

Staff use individual PINs or employee logins. Do not write PINs on this sheet. 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.

ELI5 steps
1 On the Toast terminal, sign in with your staff PIN or card. Owners use Toast Web for permissions.
2 Start the order, add items, tap Pay, then take the card on the reader.
3 Owners assign user access permissions in Toast Web. Give only what the job needs.
4 When someone leaves, remove or disable their employee access / PIN.
5 If DoorDash hours look wrong and Toast is linked, change hours in Toast first.
6 If permissions fail, check Toast's troubleshooting docs before creating a second restaurant account.

Official help (US links; region may differ)
Assigning user access permissions: https://support.toasttab.com/en/article/Assigning-User-Access-Permissions
Troubleshooting permissions: https://support.toasttab.com/en/article/Troubleshooting-Permissions
Add and manage employees in Toast Web (Toast Central):
https://intercom.help/toast-central/en/articles/14844231-add-and-manage-employees-in-toast-web

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.
• Toast help may live on support.toasttab.com or Toast Central (Intercom). Both are official paths.

Do not
• Do not write staff PINs or passwords on this sheet.
• Do not share one manager login for every shift if individual employees exist.

Longer guide
https://matchaxmoxie.github.io/matchaxmoxie/handoff-toast.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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