
Admin Welcome 
Guide 
How to Get Started with 
DoorDash for Business



Welcome to DoorDash 
for Business!

We are excited to get you all started with 
enjoying delicious meals through our Admin 
portal. This admin guide was created to walk you 
through the DoorDash for Business Admin Portal, 
a user-friendly tool for managing employees and 
extending meal benefits  seamlessly. 

With this guide, you will learn how to set up your 
Admin portal, create a recurring meal budgets, 
create one-time meal vouchers, setup employee 
Dashpass subscriptions, view previous Order 
History, create group orders, and guide you 
through troubleshooting.   

Need help?

Please call our VIP Support Line: 
855-830-5429 

or email: 
business-support@doordash.com

Visit our DoorDash for Business Help Center 
for how-to’s and FAQs.
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https://help.doordash.com/work/s/?language=en_US
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Using Your Admin Portal
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● Order on Doordash with a Budget (Large Order/Group Order- Admin only budget)
● Creating Expensed Meal Budgets (Recurring) 
● Vouchers (one-time budgets)
● Placing an Order with a Meal Budget (Employee Guide) 
● Meals Troubleshooting Tips
● Creating Group Orders Using Group Order Calendar
● Creating Recurring Group Orders
● Placing a Group Order Using Merchant Storefront Button
● Reviewing Your Meals Billing History
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● FAQs
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● Videos Library 
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Step 1: Log in to your company Admin Portal

● Enter your company email address 
and password to access 
doordash.com

● On the left side, navigate to  Account 
button 

● Choose the Benefits tab from the list 
of options

● Click Go to Admin Portal

Jump back to Table of Contents  
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Admin Portal Setup 

Video: How to Access Admin Portal

https://www.doordash.com/home/
https://www.loom.com/share/fab90ff8e2334c608ef827499f2d5203?sid=cb86ab86-cfd6-42ef-9fe9-2bcbb7248afe


Admin Portal Setup 

● A credit card must be added before 
employees can use any meal budgets. 
Select the Payment Methods tab.

● Enter credit card details.

● If you want to move to invoicing or require 
another payment method to be added, 
please reach out to your Sales Rep or 
contact VIP support phone, or email 
business-support@doordash.com 

Step 2: Add credit card info under Payment Method

Jump back to Table of Contents  
  

If you are invoicing, you can skip this step. A credit card is necessary to be charged for meal benefits, when not on invoicing.    
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Video: How to Add Credit Card

mailto:business-support@doordash.com
https://www.loom.com/share/670c86d46bbe4731bdfb8d3b212fee2b?sid=8c0a93a7-dfa4-4be0-9b12-f4e845e5e83b


Step 3: Add employees (benefit 
recipients)

● Select the Employees tab

● Click the Add Members button

● Paste the list of members’ email 
addresses. Click the Add button to 
confirm. Members only need to be 
added once to receive any number 
of meal credits.

● Contact us if you want to set up a 
bulk secure file upload process 
(appendix-Employee Management SFTP)

Helpful tip! To remove employees, click the trash 
can icon next to an employee’s name. 

Jump back to Table of Contents 
  

Helpful tip! You can resend Employee Benefits Welcome email to those who are still 
pending, click the send icon next to the pending employees name or resend to all 
pending employees by selecting the ‘Send Invites’ button in the gray bar at the top of 
the page. 
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Admin Portal Setup 

If you are using Vouchers or creating Group Orders/Large Orders, you can skip this step! Applicable to Expensed Meals or Dashpass

Watch Video: How to Manage Employees Helpful tip! To edit an employees role, click the pencil icon next to an active employee. 
Here you can choose to upgrade a member to an admin giving them admin portal 
permissions.

https://www.loom.com/share/083f3387c99241e2a57b80dccd3cbb96?sid=978b8016-8763-48d9-8a50-e7af701d9fc6


Step 4: Members complete enrollment

● Once employee emails have been added to the Admin Portal, each member 
will receive an email from DoorDash to complete enrollment when there is 
an active benefit (budget start date or Dashpass)

○ Budget: End users receive an email to enroll in order to accept their 
budget on the date it starts 

○ Dashpass receive an email once added to the admin portal 

● If members/employees are not receiving the welcome email or are struggling 
to enroll, first have them create a DoorDash account with their work email 
address, and then have them use doordash.com/teams/join, they will receive 
an email to join now.  

● Note: All users will be listed as ‘Pending’ status in the Employees tab until they 
join the team on their end. To be enrolled/activated, employees must have a 
DoorDash account active under the listed email in the Portal and make sure 
they are logged in through a desktop browser before heading to 
doordash.com/teams/join to activate their benefits. Activated employees will 
show as ‘Active’ in the Admin Portal.

Helpful tip! Once enrolled, your members will be able to get access to 
their meal credits by signing into their DoorDash account.

Jump back to Table of Contents 7

Admin Portal Setup 

https://www.doordash.com/teams/join
http://doordash.com/teams/join
https://help.doordash.com/work/s/article/DDFB-Employees-Activating-EM?language=en_US
https://www.doordash.com/teams/join
https://www.doordash.com/teams/join


(continued) Members complete enrollment

● Employees can sign-up for their DoorDash for Business benefit with an 
existing doordash account on a personal email.

○ Example: Admin sends an email invite to 
john.smith@doordash.com, but I already have an account 
under johnsmith@gmail.com. Users have the option to activate 
the benefit on their existing account or create a new account 
with their work email. 

● Benefits can be activated from the Benefits page

Helpful tip! If an employee activates with a personal email and has an 
existing DashPass subscription they will receive this pop up: 

Jump back to Table of Contents 8

Admin Portal Setup 



Step 5: Managing Teams 

Within your Admin Portal, the company account is shown in the 
top left corner. You can have multiple Team Portals to allow for 
easier tracking between office locations/different company 
teams (can house a unique payment method per team portal) .

To navigate between multiple team portals, click the drop down 
arrow in the top left corner next to the account name.

Should you need to add a new team to your Admin Portal, 
reach out to your sales rep or contact VIP support, or email 
business-support@doordash.com 

Jump back to Table of Contents 9

Admin Portal Setup 

mailto:business-support@doordash.com


Step 1: Decide which product to use: budgets, vouchers, or group orders

Setting Up Meal Benefits

Jump back to Table of Contents 10



Step 2: Set up meal credits using 
your Admin Portal

● Gather the details of your event 
or purpose needs.

● Determine which budget type is 
most fitting for your event.

● Determine if you want the order 
history to appear on your invoice 
or billing history.  

Setting Up Meal Benefits

One-time budget 
for ‘others’

Recurring budget

Employees receive a 
one-time credit for a specific 

event, 
ie: $25 for a night shift meal, 

$20 new hire lunch, Employees receive a 
recurring line of credit, ie: $15 
every Friday for a lunch order 

of their choosing.

Use: Vouchers
Use: Expensed Meals

Jump back to Table of Contents 11

One-time budget 
for Admin(s) use

Create a large-order, 
group-order, or individual 

orders that only Admins can 
use. 

Use: Order with 
budget on DoorDash

Helpful Tip! Want your orders to show 
on your invoice/billing history? Be sure 
to use one of the products to the right 
so they do!



Use this feature if you want to place an order on DoorDash and have it INVOICED
OR

If you are on credit card and want your order to show in your billing history

Ordering on DoorDash using an Admin-Only Budget

Employees receive a one-time 
credit for a specific event, 

ie: $25 for a night shift meal, 
$20 new hire lunch, 

Use: Vouchers

Use: Expensed Meals
Jump back to Table of Contents
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Step 1: Click in left 
nav of Admin Portal

Step 2: Create a one-time budget that will 
automatically apply towards your order. This 

budget is only usable by you, the admin. If placing 
a group order, you must pay for the entire order

Helpful Tip! Give a budget amount that is 
comfortably over what you think you’ll spend. You 
only pay for what you spend.

Step 3: Clicking Start Order will send you 
directly to DoorDash to place your order.

Use: Expensed Meals

Helpful Tip! You may use this budget for any order 
on DoorDash but our customers use this feature the 
most to place large orders and Group Orders.

Great for Large and Group Orders

Watch Video: How to Order using Admin Budget

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


Creating Expensed Meal Budgets
(Recurring)

Step 1: Create the Group(s) receiving 
the meal budget

● First select the Groups tab from the left 
hand menu, then click the Create New 
Group button.

● Enter the Group Name field of the 
Group window and click Create when 
finished. (Ie: “John’s Team” or “San 
Francisco Offsite”)

● Once the Group has been created, 
click the Group Name box and then 
click Add Members to select the 
recipients of the meal credit.

● Add the desired meal budget 
recipients by typing in email addresses 
already active in the “Employee” tab of 
the admin portal.

Jump back to Table of Contents | Watch Video: How to Create a Group | Watch Video: How to Create a Meal Budget | Watch Video: How to Create a Budget for a Group Order 
  

Create food stipends with Expensed Meals by creating recurring budgets for employees to use towards their meal.  
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https://www.loom.com/share/5971f986a6b94370932026ff3eb37539?sid=ffd0abab-81fd-455c-ba44-f322251721ba
https://www.loom.com/share/0b6f155c68bb4c2fab2a297c9311d788?sid=b295287e-659e-4d7d-ba13-a0546f645fca
https://www.loom.com/share/07497384d8d048a18f7bb775ca32d0f6?sid=c862589e-e489-49d8-aaf4-bb1a20902385


Creating Expensed Meal Budgets
(Recurring)

(continued) Create the Group(s) 
receiving the meal budget

Helpful Tip! Don’t forget to add your own email 
address to the Group if you are also entitled to 
receive the meal budget.

Helpful Tip! If you attempt to add an employee that 
was not yet added to the Admin Portal, you will 
receive a popup notifying you that the employee 
does not exist.

It will prompt you to Add the employee to the Admin 
Portal if you would like to receive the meal credit or 
you can choose Do Not Add.

Jump back to Table of Contents   
14

Watch Video: How to Create a Meal Budget  

https://www.loom.com/share/0b6f155c68bb4c2fab2a297c9311d788?sid=b295287e-659e-4d7d-ba13-a0546f645fca


Creating Expensed Meal Budgets
(Recurring)

Step 2: Create the Meal Budget

● Select the Expensed Meals tab from the 
left hand menu and click the Create 
Budget button. Enter the Budget Name.

● Enter the spending limit per person. 
Determine if the meal budget is recurring or 
one-time, and the start and end date for 
the meal delivery.

● Click into Order restrictions to set 
important meal budget parameters. Choose 
the Specific Group(s) of members receiving 
the meal budget.

● Update the days and times the recipient 
can receive their meal or leave blank. When 
left blank, the credit is available 12 AM to 
11:59 PM of the specified date range. Helpful tip! The start and end date should reflect the dates that the meal 

recipient can receive their order. For their convenience, the meal recipient 
can place their order ahead of time (so long as they choose the delivery 
date to fall within the start and end dates set by the admin at this step.

Jump back to Table of Contents   15

Watch Video: How to Create a Meal Budget  

https://www.loom.com/share/0b6f155c68bb4c2fab2a297c9311d788?sid=b295287e-659e-4d7d-ba13-a0546f645fca


Creating Expensed Meal Budgets
(Recurring)

Helpful tip! Make sure to select a Specific 
Group. All employees will receive the budget if 
a Specific Group is not specified.

Helpful tip! If you want to add an address 
restriction to the budget so employees can only 
have food delivered to a specific address (i.e., 
the corporate office) reach out to your AE/AM or 
email business-support@doordash.com.

Jump back to Table of Contents| Watch Video: How to Create a Meal Budget    

Helpful tip! Make sure to send an email 
notification to all eligible employees to inform 
them they have a meal budget benefit!
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https://www.loom.com/share/0b6f155c68bb4c2fab2a297c9311d788?sid=b295287e-659e-4d7d-ba13-a0546f645fca


Vouchers

Step 1: Setting up vouchers

● Set up numbers of recipients, monetary value, and 
timeframe for redemption.

● Share via a unique link or via email. No need to add 
emails to the Admin Portal.

● Accepted & Order Data updated live. Track who 
has redeemed and for how much. Only pay for 
redeemed spend.

Step 2: Redeeming vouchers

● Click on the shared link to accept voucher. The 
voucher will be added to the recipients account 
with How-To instructions.

● Recipient selects voucher from the Company Pays 
section at checkout.

Create a one-time or ad-hoc food stipend for employees or external clients to use towards their meals.  Vouchers are not a taxable benefit.  

Jump back to Table of Contents 17
Watch Video: How to Create a Voucher

https://www.loom.com/share/7db65c5f32ab4422b3538bf0e1e80f98?sid=27870634-a9a5-4d6c-bd96-d1ae881b0cca


Placing an Order with a Meal Budget
(Employee Guide)

Step 1: Log in to doordash.com with your company email address

● Ensure the delivery address at the top is correct.

Jump back to Table of Contents 
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Watch Video: How to Place an Order using a Budget

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


Placing an Order with a Meal Budget
(Employee Guide)

Step 2: Select a restaurant

● Search for your favorite restaurant or 
browse for somewhere new!

● Once you have added all desired meal 
items to the cart, select Checkout.

Jump back to Table of Contents | Watch Video: How to Place an Order using a Budget
19

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


Placing an Order with a Meal Budget
(Employee Guide)

Step 3: Check out and apply 
your budget

● At the Checkout page, review 
your order. Double check that 
your delivery address and 
scheduled time is correct. You 
can order ASAP or schedule 
for later.

● Under Payment details select 
the applicable meal budget 
that has been extended to you 
and click Save.

Helpful tip! Be as detailed as 
possible with delivery instructions. 
This is especially important if you 
work in a secure building. Ie., 
“Administration building with green 
signage. Glass door next to garage 
entrance.” The instructions will be 
conveniently saved by address for 
future orders!

Jump back to Table of Contents | Watch Video: How to Place an Order using a Budget
20

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


Placing an Order with a Meal Budget
(Employee Guide)

Helpful tip! It’s possible you 
have multiple budgets available 
to you so be sure to select the 
applicable budget for this 
particular order.

Jump back to Table of Contents | Watch Video: How to Place an Order using a Budget
21

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


Placing an Order with a Meal Budget
(Employee Guide)

Step 4: Place order

● Review the details and then 
select Place Order.

Jump back to Table of Contents | Watch Video: How to Place an Order using a Budget
22

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


Budget is not available for use at Checkout 

Troubleshooting Tips

Please be sure you are logged into DoorDash with your company email.

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.

Cancellations

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

For redelivers, 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.

In the case of errors upon checkout, it’s likely to be caused by one of the following:

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.

The restaurant you selected is closed at time of checkout.

Site outage

Jump back to Table of Contents 23

https://www.doordash.com/teams/join


Creating Group Orders or Large Orders

Jump back to Table of Contents

Create a Group 
Order using 

Admin Calendar 

Create a Group 
Order using our 

Merchant 
Storefront Button

 

Can create Group Order Carts up to 
2 weeks in advance using calendar

Create multiple group order carts 
from different restaurant options

Go to the restaurant of choice and 
select Group Order Button

24

Choose from 
our curated list 

of verified 
Large Order 
restaurants Helpful tip! Don’t forget to create 

an admin-only budget if you are 
placing the order and want the 
order to appear in billing history, 

https://www.doordash.com/vertical_homepage/?cursor=eyJvZmZzZXQiOjAsInZlcnRpY2FsX2lkcyI6WzI4Ml0sImNyb3NzX3ZlcnRpY2FsX3BhZ2VfdHlwZSI6IlZFUlRJQ0FMX1BBR0UiLCJwYWdlX3N0YWNrX3RyYWNlIjpbXSwibGF5b3V0X292ZXJyaWRlIjoiVU5TUEVDSUZJRUQiLCJpc19wYWdpbmF0aW9uX2ZhbGxiYWNrIjpudWxsLCJzb3VyY2VfcGFnZV90eXBlIjoiQlJPV1NFX1BBR0UiLCJ2ZXJ0aWNhbF9uYW1lcyI6eyIyODIiOiJMYXJnZSBPcmRlciBRdWFsaXR5In0sImRkX3BsYWNlX2lkcyI6W119&vertical_id=282


Ordering for a large group

Ordering for a group of 10-20 people? 
We have a selection for you.

● This curated collection is to help meal planners find the 
most reliable restaurants for large groups.

● The restaurants included are our most reliable, which 
means they are less likely to cancel your order, forget 
items, or be late.

● Browse collections like budget-friendly, 
dietary-conscious, and restaurants that label to find the 
right restaurant for your group.

● Use this link to browse reliable restaurants in your area. 
Please note that it is only available in the US at this 
time.

Jump back to Table of Contents |
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Helpful tip! When placing an order of this size, order 2 
hours in advance of your desired delivery time. Choose from restaurants that meet rigorous 

quality standards for large corporate orders!

https://www.doordash.com/vertical_homepage/?cursor=eyJvZmZzZXQiOjAsInZlcnRpY2FsX2lkcyI6WzI4Ml0sImNyb3NzX3ZlcnRpY2FsX3BhZ2VfdHlwZSI6IlZFUlRJQ0FMX1BBR0UiLCJwYWdlX3N0YWNrX3RyYWNlIjpbXSwibGF5b3V0X292ZXJyaWRlIjoiVU5TUEVDSUZJRUQiLCJpc19wYWdpbmF0aW9uX2ZhbGxiYWNrIjpudWxsLCJzb3VyY2VfcGFnZV90eXBlIjoiQlJPV1NFX1BBR0UiLCJ2ZXJ0aWNhbF9uYW1lcyI6eyIyODIiOiJMYXJnZSBPcmRlciBRdWFsaXR5In0sImRkX3BsYWNlX2lkcyI6W119&vertical_id=282


Placing a Group Order Using
Merchant Storefront Button

● Click the Group Order button on the Restaurant’s 
store page. Please make sure to double check 
Delivery Address and Delivery Instructions at the top 
of the page.

● Choose how you’d like to pay the bill, then click Start 
Group Order. The admin who created the Group 
Order may either pay for the order entirely, or choose 
to let employees pay separately.

● Click the Invite button, then Copy Link to share it with 
your team.

● Once your participants add their selections to the cart, 
the cart creator will Checkout the order.

Jump back to Table of Contents 
26

Watch Video: How to Create a Group Order using Merchant Storefront 

https://www.loom.com/share/39a568202efb46b99f1ca0068a99b722?sid=5cc0ae49-565d-4f04-a6f9-9b3676b23241


Creating Group Orders
Using Group Order Calendar

Step 1: Add restaurants to 
your Team Calendar

● Enter the Delivery Address at the top of 
the calendar.

● Select New Order for the day of desired 
delivery.

● Choose the scheduled delivery window. 
Select you (admin) pay for the order, set the 
per person limit, OR select that everyone 
pays separately using their own budget or 
payment method.

● Add as many restaurants as you would like. 
Best practice suggests no more than 15 
employees per cart. Ie, for 80 employees, 
we recommend at least 6 different carts.

Jump back to Table of Contents 27
Watch Video: How to Create a Group Order using Admin Portal 

https://www.loom.com/share/3c6dae38721a4d3d8049a749e2a80aa3?sid=69c4586e-65c8-45cf-94e0-a392121ec9b0


Creating Group Orders
Using Group Order Calendar

Step 2: Share the Meal Calendar

● Using the button in the upper right 
corner, Share Meal Calendar, share this 
link with employees to favorite and use 
for any future orders.

Helpful tip! External members from 
the admin portal can add items to the 
calendar cart if the admin/cart creator 
selection “you pay for your order” 
when adding the restaurant to the 
calendar.

Jump back to Table of Contents | Watch Video: How to Create a Group Order using Admin Portal 
28

https://www.loom.com/share/3c6dae38721a4d3d8049a749e2a80aa3?sid=69c4586e-65c8-45cf-94e0-a392121ec9b0


Creating Group Orders
Using Group Order Calendar

Step 3: Employees add their Meal

● Employees can use the calendar 
link to choose the restaurants that 
have been selected for the day, join 
the group order, and add a specific 
menu item to that cart.

Helpful tip! Employees can only add 
items up to 24 hours in advance of 
the scheduled cart checkout time.

Jump back to Table of Contents 29

 Watch Video: How to Add Items to a Group Cart

https://www.loom.com/share/0e39f6f5c0b1457ebe9c31e0ae957c8b?sid=9750cdc5-37e1-4288-bda1-b5263ae9c99d


Creating Group Orders
Using Group Order Calendar

Step 4: Checkout the Carts 

● Check out each cart prior to the 
recommended “order by” time below 
each restaurant logo, using the red 
cart button.

● Ensure the scheduled delivery time is 
populated and the proper delivery 
address and instructions are added 
on the checkout screen prior to 
placing the order.

Note: ONLY the admin who adds the 
restaurant to the calendar can check 
out the corresponding cart.

Jump back to Table of Contents 
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Watch Video: How to Checkout Group Order

https://www.loom.com/share/bb41594648f34ff6846d8a9a1b8a8be7?sid=cafede7f-eb74-4ae7-be4f-9467c2142ffa


Creating Recurring Group Order Using Group 
Order Calendar

With our Group Order Manager, your meal can 
practically program itself!

● Create a meal calendar for up to 2 weeks out 
for all office addresses

● Carts are automatically created the day 
before schedule date

● Checkout 90 minutes prior to mealtime 

● Select from Restaurants vetted for large 
order quality (lower cancellation rate)

● Receive high quality deliveries from orders 
delivered by our best Dashers

● Set spending limits and pay centrally or 
everyone pays separately

● Staff may use their meal budgets with “pay 
separately” option

● Note: Encourage your customers to have no 
more than 15 participants per cart. While 
development is in process, we currently 
aren’t able to guarantee items will be labeled.

Jump back to Table of Contents 
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Watch Video: How to Create a Group Order using Admin Portal 

https://www.loom.com/share/3c6dae38721a4d3d8049a749e2a80aa3?sid=69c4586e-65c8-45cf-94e0-a392121ec9b0


Reviewing Your Billing History

Step 1: View all portal spend 
(meals & DashPass) via Billing 
History

● Once a budget has been spent, the 
full order history for the budget is 
visible to the department admin in the 
Admin Portal.

● Locate the month you are looking to 
report on and click Download to 
generate the file.

Helpful tip! The Order History is 
only for reference and not 
necessary for invoicing purposes. 
All invoicing is handled on the 
backend automatically, via email, 
for your convenience.

Jump back to Table of Contents 
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Watch Video: View Billing History

https://www.loom.com/share/75c02c7f46194003828265e001f2adfe?sid=76aa6857-aaf2-492e-b4d6-579b91e1290b


Frequently Asked Questions

I need help with a live order.

Please call our VIP Support line: 855-830-5429

I need help with a refund or credit.

Please call or email our VIP Support: 855-830-5429 OR work-support@doordash.com

Can I order on my mobile device/cell phone? 

Yes! Simply place your order as you normally would using your device

Can I cancel a meal if my schedule changes? 

Yes, on orders that you scheduled in advance you can cancel such orders at any point up to when the order is being prepared by the 
restaurant. These orders can be canceled directly on the DoorDash mobile app or web browser under “Orders”. Orders placed for 
“ASAP” cannot be canceled without incurring additional charges/fees. 

Can I cancel a meal if my schedule changes? 

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 communicate with your delivery service provider to add or modify instructions that will help them successfully deliver your 
order. You can also contact the DoorDash VIP support line at (855) 830-5429.

Jump back to Table of Contents
33



Enrollment Issues

Frequently Asked Questions

My employee cannot find their invite email after I added them to the Work Portal.

You can direct them to: www.doordash.com/teams/join or you can resend the welcome email from the “employees” tab 

Applying Budgets

My employee is logged in using their company email address but the budget is not applying to their order. 

1. Ensure that the employee status is ‘active’ in the work portal. If they are still marked ‘pending’ direct them to complete 
enrollment using this link: www.doordash.com/teams/join 

2. If active, ensure that the employee is scheduling their order within the scheduled time that the admin selected when setting 
the budget

How do I check if an employee has access to a budget? 

Make sure the employee is showing as ‘active’ in the portal to ensure they will have access to any budget. If you are assigning a budget 
to a specific group please double check that all employees who are receiving the credit are added to the group.

Does the budget cover tips and fees or just the meal? 

The budget/allowance can be applied to your meal, tips and any delivery and service fees. 
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Frequently Asked Questions

The company budget is not enough to cover the full order amount.

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.

If an employee has more than one budget available at the same time, can 
they select which budget they want to use? 

Yes, they can choose their budget at checkout 

Can employees use their budget to pick up an order? 

Yes! Simply change the order from delivery to pickup in the 
checkout page 

Can employees use more than one budget at the same time? 

Not at this moment. You can select only one budget to apply on an order.
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How-To Videos Cheat Sheet
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Setting Up the Admin Portal

Video: How to Create a Meal Budget 

Video: How to Create a Budget for a Group Order 

Video: How to Place an Order using a Budget (employees)

Video: How to Create a Voucher

Video: How to Place an Order using a Budget

Video: How to Create a Group Order using Admin Portal 

Video: How to Checkout Group Order

Video: How to Create a Group Order using Merchant Storefront 

←  Back to Table of Contents

Video: How to Access Admin Portal 

Video: How to Add Credit Card

Video: How to Manage Employees

Video: How to Create a Group

Video: How to Order on DoorDash using an Admin-Only Budget

Vouchers
Expensed Meal Budgets

Group Order

https://www.loom.com/share/0b6f155c68bb4c2fab2a297c9311d788?sid=b295287e-659e-4d7d-ba13-a0546f645fca
https://www.loom.com/share/07497384d8d048a18f7bb775ca32d0f6?sid=c862589e-e489-49d8-aaf4-bb1a20902385
https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f
https://www.loom.com/share/7db65c5f32ab4422b3538bf0e1e80f98?sid=27870634-a9a5-4d6c-bd96-d1ae881b0cca
https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f
https://www.loom.com/share/3c6dae38721a4d3d8049a749e2a80aa3?sid=69c4586e-65c8-45cf-94e0-a392121ec9b0
https://www.loom.com/share/bb41594648f34ff6846d8a9a1b8a8be7?sid=cafede7f-eb74-4ae7-be4f-9467c2142ffa
https://www.loom.com/share/39a568202efb46b99f1ca0068a99b722?sid=5cc0ae49-565d-4f04-a6f9-9b3676b23241
#
https://www.loom.com/share/fab90ff8e2334c608ef827499f2d5203?sid=cb86ab86-cfd6-42ef-9fe9-2bcbb7248afe
https://www.loom.com/share/670c86d46bbe4731bdfb8d3b212fee2b?sid=8c0a93a7-dfa4-4be0-9b12-f4e845e5e83b
https://www.loom.com/share/083f3387c99241e2a57b80dccd3cbb96?sid=978b8016-8763-48d9-8a50-e7af701d9fc6
https://www.loom.com/share/5971f986a6b94370932026ff3eb37539?sid=ffd0abab-81fd-455c-ba44-f322251721ba
https://www.loom.com/share/03faa2ebddc64f3cbfa5f02b77a6e55d

