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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 organisation's website and Wix dashboard (and store / inbox if those apps are on).

Who owns the login?
• Primary site owner: ____________________
• Backup owner / co-owner: ____________________
• Wix account email (owner): ____________________
• Where recovery info lives: password manager, held by ____________________

Assign staff custom roles (for example Store Manager or Website Manager) rather than sharing the primary owner login. Admin
Co-Owner cannot delete or transfer the site. Transferring ownership does not move your payment method. Never put the password
on this sheet.

ELI5 steps
1 Go to wix.com and sign in with your own account. Pick the right site if you manage more than one.
2 For messages: open Inbox in the left menu, read the thread, write a short reply, then Send.
3 For store reviews: open Stores, then Product Reviews (or your reviews app), reply, then publish.
4 To invite help: Settings → Roles & Permissions → Invite Collaborators. Give only the role they need.
5 When someone leaves: Owner goes to Roles & Permissions, opens More Actions on that person, then Remove.
6 If you forgot the login, use Wix account recovery. Do not borrow someone else's password.

Official help (US links; region may differ)
Inviting people to collaborate on your site: https://support.wix.com/en/article/inviting-people-to-contribute-to-your-site
Roles & Permissions overview: https://support.wix.com/en/article/roles-permissions-overview
Transferring a premium site to another Wix account: https://support.wix.com/en/article/transferring-a-premium-site-to-another-wix-account

Warning / troubleshooting

• The site owner should be the organisation, not a former employee or outside designer.
• Cannot edit something? Check your role under Settings → Roles & Permissions.
• US help links. Your region may show different wording.

Do not
• Do not share the primary owner login with temporary contractors.
• Do not publish major layout edits without Preview (and a mobile check).
• Do not offer payment to delete a negative product review.
• Never put passwords or MFA codes on this sheet.

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