EMPLOYEE
WELCOME
GUIDE

How to Get Started with
DoorDash for Business

& DOORDASH forBusiness



WELCOME TO DOORDASH
FOR BUSINESS!

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.

Need help?

Please call our Dedicated Business Support Line:
855-830-5429
or email:
business-support@doordash.com



INSIDE THIS GUIDE

Enroliment & Activation
e How to enroll in your DoorDash for
Business benefits

e How to enroll in your DoorDash for
Business benefits - personal linkage
disabled

e How to opt-in and enroll in your
DoorDash for Business benefits

Setting up your DoorDash account
e How to add a delivery address and
delivery instructions
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e How to place an order with a meal
budget

e Expensed meal budgets troubleshooting
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e How to place an order with DashPass

e DashPass troubleshooting tips

DashPass + Concur
e How to link your SAP Concur account

e How to place an order with DashPass &
expense through Concur

e How to send receipts to Concur for past
orders

e DashPass troubleshooting tips

Vouchers
e How to accept a voucher
e How to place an order with a
voucher
e Voucher troubleshooting tips

Group Order
e How to add an order to a group
order cart

e How to create and place a group
order

e Tips for group orders
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° FAQ

° How-to videos
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ENROLLMENT

Step 1:
Accept your DoorDash for Business benefits
1. Once your company’s admin extends to you a DoorDash benefit, you will receive an invite to enroll
in your DoorDash for Business benefits.
2.  Select ‘Accept Invitation’ within the DoorDash for Business email invitation.

Q Helpful tip! If you cannot find the invite, visit www.doordash.com/teams/join to resend the invite

& for Business =) for Business
You're Invited! You're Invited!
Claim your $20.00 meal credit from Claim your meal benefit from
DoorDash, Inc. DoorDash, Inc.
DaorDash, Inc. invites you to join :)':?'DD:S'\.DIMATM;S you to ::n - .

. - o orJash for Busness ne
o Dood)aﬂl "Of_Busmess o s g - Accept your invitation now and start 7 -
Accept your invitation now and start 2 - 5 . 2 &
enjoying your company perk. - ST JEN vy P ('

[ 4

M S Parlrd ( By tapping “Accept invitation® you
By tapping *Accept invitation® you . ‘ agree to the Terms and Conditions. ‘

agree to the Terms and Conditions.

e
Accept Invitation

What's Included

DashPass for Business
Enjoy $0 delivery fees on thousands
1
What S InClUded of restaurants nation-wide with
reduced service fees on orders $12+.

Expensed Meal budgets
xpensed get Example will pay this subscription.

Budget Name: Test Budget
Amount: $20.00

When: Everyday, anytime

Where: Any address of your choice
Avallabliity: 7/9/24 to 7110/24

SAP Concur Integration

Using Concur? Link your SAP
Concur account here to seamlessly
expense your meal by clicking "send
receipt” after you order. Learn more.

Accept Invitation Accept Invitation

How to activate your benefits How to activate your benefits

o Tap on the *Accept lnvitation" button ° Tap on the "Accept Invitation” button

° Sign in with your existing DoorDash account or sign up for a new ane © Sign inwith your existing DoorDash account or sign up for a new one
Place an order on DaorDash; your meal benefits will automatically apply o Place an order on DoorDash; your meal benefits will automatically apply to
to eligible arders. eligible orders.

Accept Invitation Accept Invitation

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

ENROLLMENT

Step 2:

Sign in or Sign up for a DoorDash
account with your company email
address to join your company’s
DoorDash for Business Team and
activate benefits

1.  Follow the ‘Accept Invitation’ link in
your DoorDash for Business invitation

2. You can either sign in using an
existing account with your personal
email or sign up for a DoorDash
account using your work email

address

Choose an account to join
Mushi’s meal benefits

Your company is providing meal credits and free

DashPass. You can continue with the following
account or use another one.

Use johndoe@gmail.com

Use another account

>  Video: How to activate your DoorDash benefits

Join DoorDash, Inc.'s meal
benefits
Your company is providing meal benefits. You can sign in

with your existing personal account or sign up for a new
account.

First Name Last Name
Email

Country Mobile Number
AUS) v
Password At least 10 characters

Show

By tapping “Sign Up"” or “Continue with Google, Facebook,
or Apple,” you agree to DoorDash’s Terms and Conditions
and Privacy Policy.

Helpful tip! If already signed in to
DoorDash with an existing account in your
web browser, you will be prompted with
the following message allowing you to
choose to enroll with the existing account
or create a new account with your
company email address.


https://www.loom.com/share/https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

ENROLLMENT

= D DOORDASH  Homev Q. Search stores, dishes products Openrep I P

Mushi Meal

Benefits

Q Helpful tip! If you activate your benefits with

S ’ a personal email and have an exciting

S8 it et DashPass subscription be sure to switch to
B == your company provided DashPass for

employee subscription

Upon sign in, you will receive confirmation your benefits have been activated and can
view your available benefits

You can always return back to the benefits page by going to Account > Account Settings > Benefits

DoorDash, Inc.

Benefits

(@ Expensed meal budget activated X
This benefit will aut: tically apply to eligible carts at checkout.
Start ordering

%2 DashPass for Employees

Free delivery and reduced service fees. Company pays for the subscription. Choose from © Active
thousands of eligible restaurants. Look for the DashPass logo.

View and Manage Subscription

Expensed Meal Budgets See how it works
DC Office Lunch $20.00 remaining
$20 per day

Mon-Sun, anytime
Anv address

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a
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PERSONAL LINKAGE DISABLED

ENROLLMENT

Step 1:
Accept your DoorDash for Business benefits

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

2. Select ‘Accept Invitation’ within the DoorDash for Business email invitation.
Xo? Helpful tip! If you cannot find the invite, visit www.doordash.com/teams/join

to resend the invite

& for Business - for Business
You're Invited! You're Invited!
Claim your $20.00 meal credit from Claim your meal benefit from
DoorDash, Inc. DoorDash, Inc.
DaorDash, Inc. invites you to join DoorDash, Inc. invites you to join
their DoorDash for Business benefit. v their DoorDash for Business benefit - &
Accept your invitation now and start 4 - k‘<e9! your invitation now and start 2 “” p

A ’ e enjoying your company perk
enjoying your company perk. ('

e By tapping “Accept invitation® you

By tapping *Accept invitation® you .< ‘ agree to the Terms and Conditions. . ‘

agree to the Terms and Conditions.
Accept Invitation w

What's Included

DashPass for Business
Enjoy $0 delivery fees on thousands
1
What S InClUded of restaurants nation-wide with
reduced service fees on orders $12+.

Expensed Meal budgets
e budget Example will pay this subscription

Budget Name: Test Budget

UL #2000 & o — SAP Concur Integration
When: Everyday, anytime E 2 3
" - Using Concur? Link your SAP
wi ¢ Any address of your choice Concur account here to seamlessl
Avaliabliity: 7/9/24 to 7/10/24 4

expense your meal by clicking "send
receipt” after you order. Learn more.

—

. . . .

How to activate your benefits How to activate your benefits

o Tap on the "Accept Invitation" button o Tap on the "Accept Invitation” button

° Sign in with your existing DoorDash account or sign up for a new ane © Sign inwith your existing DoorDash account or sign up for a new one

o Place an order on DaorDash; your meal benefits will automatically apply 9 Place an order on DoorDash; your meal benefits will automatically apply to
to eligible orders. eligible orders.

Accept Invitation Accept Invitation

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

PERSONAL LINKAGE DISABLED

ENROLLMENT

Step 2:
Join your companies DoorDash for Business Team and activate benefits

e Sign up for a DoorDash account using your company email address

o  Use the work email address you received the invitation

Join DoorDash, Inc.'s meal
benefits

Your company is providing meal benefits. You can sign in
with your existing personal account or sign up for a new

account.
First Name Last Name
Email
Country Mobile Number
+1(US) v
Password At least 10 characters

Show

By tapping “Sign Up” or “Continue with Google, Facebook,
or Apple,” you agree to DoorDash’s Terms and Conditions
and Privacy Policy.

Please use your company
Helpful tip! If you cannot find

email o
We cannot find an invite for the logged in account. To join the I nVIte’ VIS It
your company on DoorDash, please log in with your WWWd 00 rd as h .CO m/tea m S/io in
company email address. . .
to resend the invite

You are currently logged in as susan.james@gmail.com

Log out to switch account

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a
http://www.doordash.com/teams/join

PERSONAL LINKAGE DISABLED

ENROLLMENT

Upon sign in, you will receive confirmation your benefits have been activated and can
view your available benefits

You can always return back to the benefits page by going to Account > Account Settings > Benefits

DoorDash, Inc.

Benefits

@ Expensed meal budget activated x
This benefit will automatically apply to eligible carts at checkout.
Start ordering
%2 DashPass for Employees
Free delivery and reduced service fees. Company pays for the subscription. Choose from © Active

thousands of eligible restaurants. Look for the DashPass logo.

View and Manage Subscription

See how it works

Expensed Meal Budgets

DC Office Lunch $20.00 remaining

$20 per day
Mon-Sun, anytime

Any.address

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a
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ENROLLMENT - OPT-IN LINKS

Step 1:
Opt-in to your company’s DoorDash for
Business benefit

e  Submit your company email address at
the following link:
https://www.doordash.com/teams/op
t-in

e  After selecting ‘Enroll’, you will receive
an invite to enroll in your DoorDash for

Business benefits.

Step 2:
Accept your DoorDash for Business
benefits

e Select ‘Accept Invitation’ within the
DoorDash for Business email

invitation.

>  Video: How to activate your DoorDash benefits

Enroll to activate your DoorDash for Work
meal benefits

Delicious meals are waiting. Enter your work email address to activate your

Enter Your Work Email Address

company's meal benefits.

[ [Enter work email address

) CD

Here's how to enroll

@ Enteryour work email address
Enter the email address that you use for work and click |

@ Activate your meal benefits

You'll receive an email to activate your meal benefits.

Follow these steps to activate your company's meal benefits.

Q Enjoy company meal benefits

Start enjoying your company's meal benefits when you

& for Business

You're Invited!

Claim your $20.00 meal credit from
DoorDash, Inc.

DaorDash, Inc. invites you to join

their DoorDash for Business benefit.

Accept your invitation now and start

enjoying your company perk. ’

By tapping *Accept invitation” you
agree to the Terms and Conditions.

What's Included

Expensed Meal budgets

Budget Name: Test Budget
Amount: $20.00

When: Everyday, anytime

Where: Any address of your choice
Avallabliity: 7/9/24 to 7M0/24

How to activate your benefits

(1]
o
o

Tap on the "Accept lnvitation" button

L4
7 -
-

-

L4

o'

Sign in with your existing DoorDash account or sign up for a new ane

Place an order cn DoorDash; your meal benefits will automatically apply
to eligible arders.



https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

ENROLLMENT - OPT-IN LINKS

Step 3:

Sign in or Sign up for a DoorDash account with
your company email address to join your
company’s DoorDash for Business Team and
activate benefits

Follow the ‘Accept Invitation’ link in your
DoorDash for Business invitation

You can either sign in using an existing account
with your personal email or sign up for a
DoorDash account using your work email

address

Choose an account to join

Mushi’s meal benefits

Your company is providing meal credits and free
DashPass. You can continue with the following

account or use another one.

Use johndoe@gmail.com

Use another account

Helpful tip! If already signed in to
DoorDash with an existing account in your
web browser, you will be prompted with
the following message allowing you to
choose to enroll with the existing account
or create a new account with your
company email address.

>  Video: How to activate your DoorDash benefits

2 DOORDASH

Join DoorDash, Inc.'s me
benefits
Your company is providing meal benefits. You can

with your existing personal account or sign up for
account.

Last Name

First Name

Mobile Number

Country

+1(US) v

Password Atleast 10

By tapping “Sign Up” or “Continue with Google, Fac
or Apple,” you agree to DoorDash’s Terms and Conc
and Privacy Policy.

1 Home v

Mushi Meal

Benefits

© Expensed meal budget activated X
This heck

Start ordering

"© DashPass for Employees

To © Inactive

Expensed meal budgets
Recurring or one-time meal credits that are automatically expensed to your company. See how it worlks.

$15perday
Valid until 3/31/2022

Office Lunch - San Francisco =)

© Mon-Fri (1100 AM-1:30 PM)
© 3032nd'St, San Francisco, CA 94107, USA

Helpful tip! If you activate your benefits
with a personal email and have an
exciting DashPass subscription be sure to
switch to your company provided
DashPass for employee subscription


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

ENROLLMENT - OPT-IN LINKS

Upon sign in, you will receive confirmation your benefits have been activated and can
view your available benefits

You can always return back to the benefits page by going to Account > Account Settings > Benefits

DoorDash, Inc.

Benefits

@ Expensed meal budget activated x
This benefit will automatically apply to eligible carts at checkout.
Start ordering
%2 DashPass for Employees
Free delivery and reduced service fees. Company pays for the subscription. Choose from © Active

thousands of eligible restaurants. Look for the DashPass logo.

View and Manage Subscription

See how it works

Expensed Meal Budgets

DC Office Lunch $20.00 remaining

$20 per day
Mon-Sun, anytime

Any.address

>  Video: How to activate your DoorDash benefits


https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a

SETTING UP
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ACCOUNT
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SETTING UP YOUR ACCOUNT

Step 1:

Add your desired delivery address and delivery instructions to your account

S DOORDASH Q_ search DoorDash

Q 901 MarketSt v (D) Pickup no

F —_— .
T BP0V a~@8 & ¢ VE@OWO T ¢t
e AR P® y @ = - I &~
S Grocery FastFood Healthy Breakfast Coffee Mexican Indian  Pho Pizza  Burgers Sushi  Chicken  Thai Poke Vietnamese Japanese Salad  Halal Sandwiches Asian  Vegan Trending Acclaimed BubbleTea Russian
B Retail 5 .
¥ DashPass @ Offers Pickup  Overd5% v Fastest Price v
G convenience
Most popular local restaurants See All < &
Y Alcohol
) offers
B DashMart N\
&
R Pets 7%
:Q Browse Al 3 D) st
% Boichik Bagels © % ILCantoCafe © ® Janeon Larkin © ® The Grove - Yerba Buena ©  ® musejuice bar © ' Bluestone Lane Café V)
48% (50+) - 0.7mi - 17min 4.8% (6k+) - 0.8mi - 26min 47% (4k+) - 0.6mi - 20min 47% (8k+) - 0.4mi - 19 min 4.9% (5004) - 11mi + 22min 4.6% (5004) - 0.8mi - 28min
[E] Orders $80ffon $55+ $4offon$25+ Buy1, get 1free Sponsored
_(® Account

-~ Helpful tip! Be sure to check your benefits page to

¢ see if your expensed meal budgets have address
restrictions, if so be sure your delivery address
matches so othat you can use your meal budget at
check out.

DoorDash, Inc.
Benefits

~ gy

@ Home
S Grocery
B rew
@ Convenience

P Alcohol

Step 2:
Add a Credit Card on file

e Select ‘Account’ on the left hand

Q Offers

@ seauty

R Pets

menu and then ‘Payment’
e “Add New Payment Method’

Q Browse All

Q Notcatins @

(] orders
Account

@® Account v e
Helpful tip! If using expensed 8 s
meal budgets, the credit card will m
‘Q-  only be used IF you spend more & o
than your allocated meal budget .
amount s

DoorDash, nc.

. Get$10in Credits

Payment

Language @ Eenglish (Us)

Q Search Doorbash

Payment Methods
Saved Payment Methods.

Visa...9260
Exp.07/2025

@ MesterCard..2027
Exp.02/2028

Offers

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Add New Payment Method

@D Credit/Debit Card
[ » 2V

A vVenmo

B cashAppPay

W5 HSA/FSACard

Program Cards

Benefits can be applied at eligible stores ©

% Add SNAP/EBT Card




VIEW YOUR AVAILABLE BENEFITS

Navigating to your Benefits Page
Visit your benefits tab

e Navigate to DoorDash.com OR www.DoorDash.com/benefits

o

Make sure you are logged into your account

e Use the menu on the left side and select “Account”

e Select “Benefits”

e View available benefits such as:

o

o

S DOORDASH

@ Home

& Grocery
& Retail

& convenience
¥ Alcohol
O Ooffers

%R Pets

@ Beauty

Q Browse All

E] orders
® Account

DashPass subscription
Meal budgets

reviewing remaining balances and any restrictions ie. allowed delivery addresses, days

& times etc.

Vouchers

Q_ Search DoorDash

Account

2 Saved Groups
&) Help

® GiftCard

2 Get$10in Credits

Account Settings

Account
Sydney Failor

Benefits
DoorDash, Inc.

Payment
Language

@ English (US)

Sign Out

DoorDash, Inc.

Benefits

Manage Team

Manage your team members and their benefits.

Go to Admin Portal

%2 DashPass for Employees

Free delivery and reduced service fees. Company pays for the subscription. Choose from @ Active
thousands of eligible restaurants. Look for the DashPass logo.

View and Manage Subscription

Expensed Meal Budgets

See how it works
Office Lunch

$15 per day

Mon-Fri, 9:00 AM-6:00 PM

Any address
Valid from Oct 10, 2024

$15.00 remaining

Daily Office Meal

$100 per day

Mon-Sun, anytime

756 W Peachtree St NW 4th floor, Atlanta, GA 30308, USA

$100.00 remaining




PLACING AN
ORDER WITH
A MEAL
BUDGET
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HOW TO PLACE AN ORDER
WITH A MEAL BUDGET

Step 1:

Enter a delivery address

e It's possible your budget has an address restriction, be sure the delivery address entered

matches the allowed delivery address on the budget.

e 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.

S DOORDASH

Q_ Search DoorDash © 901 Market St v # Pickup Aoa

@\ /V/OPOV B~@LO0 E 4 ¢V BOWOT ¢ %

FastFood Healthy Breakfast Coffee Mexican Indian  Pho Pizza  Burgers  Sushi  Chicken  Thai Poke Vietnamese Japanese Salad  Halal Sandwiches Asian  Vegan Trending Acclaimed BubbleTea Russian

W DashPass @) Offers  Pickup  Overd5% v  Fastest  Price v

Most popular local restaurants See All < 8

P
N 3 > % £ e il v d -
% Boichik Bagels © ™ ILCanto Cafe © ' Janeon Larkin © '® Bluestone Lane Café © ® musejuice bar © ™ The Grove- Yerba Buena V)
4.8% (50+) « 0.7mi « 17 min 4.8% (6k+) + 0.8 mi « 36 min 47% (4k+) + 0.6 mi + 20 min 4.6% (500+) « 0.8mi + 27min 49 % (500+) + 11mi + 23 min 47 % (8k+) + 0.4mi + 19 min
$8off on $55+ $d0ff on $25+ Sponsored Buy1,getifree

Wallet friendly SeeAll < )

»

Step 2:

Select a Restaurant

Step 3:

Add desired meal items to the cart

e  Once you have added all desired ! : " E L O

: S(ov:ln:: ((((( > O V;‘ rlv:s Sh‘.::; $7.95 (ﬂsviisnis) $6.95
meal items to the car, select -

‘checkout’

— ol 1 o X < )
© Town's End Brunch © ' Rad Radish © % The Grove - Yerba Buena ©  ® Salty's © ® The Grove - Yerba Buena © ' ProperFood )
4.4% (100+) + 11mi + 28min 48 (2k+) « 09mi - 20min 47% (8k+) - 0.4mi - 19 min 48 (1ks) - 07 mi + 21min 47 (8ks) + 0.4mi + 19 min 48 (100+) + 0.6mi + 18 min
$50ff on $35¢ $5 off on §35+ Buy1,get1free Buy1l,getifree - Sponsore d
3 DOORDASH X

(> Watch Video: How to Place an Order using a Budget

20


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

HOW TO PLACE AN ORDER
WITH A MEAL BUDGET

Step 4:
Checkout and apply your budget

e At the checkout page, review your order, delivery address and ensure to provide
delivery instructions.

e  Select your applicable Meal Budget under Company Payment

Ro? Helpful tip! It's possible you may have multiple budgets available, be sure to select the
applicable budget from the company payment section

Step 5:
Place order

e  When ready, select Place Order

e You will be directed to the order tracking page to monitor the status of your order and delivery.

Xos Helpful tip! If your company is providing DashPass and you have selected a participating
restaurant, you should see free delivery and reduced service fees.

Y S —
3 i ,\} Swror =% SouthBlock >
i a
© Doty Time 24-3% min
B Ordur Summary (1 Hera) >
Exprass Schedule for later
934 Crazesssme
graracd O Promocodos reward: Kgitt cards N
Subtotal $129%
>
Deivery Fue @ 5000
Fows & Estinated Tax @ 438 w3155
>
R, (703)945.9232 >
3.Payment details
e Papprot Mot
Campany Puyr 518
B Vise-7682 v
Total $0,00
Ade New Paymen Method
B3 Credit/Detit Card >
& Faral >
[v e >

B cansoppay >

&5 HSA/FSACard >

Company Payment
B Use compary meal budget 1elgibke budpets

DC Office Lunch >
$20.09 remaring

(> Watch Video: How to Place an Order using a Budget

21


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

HOW TO ADD AN EXPENSE CODE

TO AN EXPENSED MEAL

Step 1:
Click ‘Add expense info’ at checkout.

Step 2:
Use the search bar to select expense codes and descriptions.
e Easily type notes if required or optional.

EMPLOYEE BENEFITS

e Easily find the correct code with the search
function, even on mobile devices.

e  Stop wasting time reconciling expenses after
the fact and updating erroneous codes.

9:41 ol = -

Checkout
X

sweetgreen
.
® i
UPQR

Adjust Pin W’a,,,&
a B}
® Delivery Time 32-42 min

Standard @ Schedule Ahead O
32-42 min Tomorrow, 12:50 pm - 1:10p.m.

4 W 24th St, Floor 8

New York, NY 10001, USA 2

Hand it to me

Hand meal to DoorDash Rep in the freig..

(000) 123-4567 >

w £ 0 B

Company Payment

$20.00 not applied 2

An expense code and note are required to
use your company budget.

Add expense info

~ Cartsummary

Place order

X
Select expense code
(@ )

ETHO3

Description

EVR8

Description

HMED1

Description

BLC43

Crsll

ETHO3

EVR8

HMED1

INGV8

22



TROUBLESHOOTING TIPS -
EXPENSED MEAL BUDGETS

Budget is not available for use at Checkout

Please 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.

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

23


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

PLACING AN
ORDER WITH

DASHPASS
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HOW TO PLACE AN ORDER
WITH DASHPASS

Step 1:
Select a Restaurant

e Be sure to select a participating DashPass restaurant. These restaurants will have the green
Dashpass logo beside their name

Step 2:
Add desired meal items to the cart

e Once you have added all desired meal items to the cart, select ‘checkout’

3 DOORDASH Q Sesrch DoorDash @ 901 Market st v Pickup o°
. - i o P
@ Home u \ =Y ) M w & 3 @ 3 aw » &
& oY 8~8 & E 4 VE @€WO T ¢ %
S Grocery Fastood Healthy Breakfast Coffee Mexican Indian  Pho  Pizza Bugers Sushi Chicken Thai  Poke Vietnameso Japaness Salad  Halal Sandwiches Asian  Vegan Trending Acchimed BubbleTes Russian
Retail
B e ODashPass @ Offers  Pickup  OverdS# v Fastest  Price v
QA Convenien: <o
Most popular local restaurants SeeAl <>
P Alcohol
E e
O oten Q ’
B oashttare 3 -
=) g —l
2 pess =
Q srowse Al £ » )
¥ Boichik Bagels © W ILCanto Cafe © ¥ Janeon Larkin ©  '© Bluestone Lane Café
48 (509 - O7mi - 7min 485 (61e) - 08mi - 36 min 47# (&) - O8mi - 20min 46%(5004) - 08mi + 27min
El orders
Account
@ Wallet friendly
¥ Town's End Brunch © W RadRadish
S DOORDASH X

Your expensed meal benefit could apply to this meal.
Restrictions apply

Nutella Bow!
3 Regular w o o+
$12.95

Complement your cart < >

9,
BLOCK AIP‘FORF ]

South Block ¢ j j u ‘L‘\:\ |
reen Mini

Strawberry  Pumpkin Pie  Gre Cookie Dough Guavi
Store Info peiivery TS Oy ©  Mini Shake $7.95 (organic) $6.95
“ DashPass P! 695 $11.95 $895
@ Opennow « Closesat 6:10 PM
487 (1k+) - 25mi
$ - Brazilian Featured Items

660+ people reordered

=2 CEES g
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HOW TO PLACE AN ORDER
WITH DASHPASS

Step 3:
Checkout

e At the checkout page, review your order, delivery address and ensure to provide delivery
instructions.

e View your free delivery and reduced service fees with your DashPass subscription
Step 4:
Place order

e  When ready, select Place Order

e You will be directed to the order tracking page to monitor the status of your order and delivery.

Y Helpful tip! Link your SAP Concur account under Account > Benefits to seamlessly expense your
meal by clicking ‘send receipt’ after you order. Learn more.

-1 o B Order Summary (1 ltems) >
i i
3 e T
sl
5 %ﬂ@ o) ¢ Promocaodes, rewards & gift cards >
s Pa
Delivery Fee © » $0.00
@ Delivery Time 25-40 min
Foes & Estimated Tax © 5438 W 5195
Express Standard @[  Schedule for later
20-35min 25-20min Chooseatime Dasher Tip 5400
Drectioyeu
¥5299 $3.00 X Other
zzm ;
Q Falls Crurch, VA 22043, USA >

Leave it at my doar
O “apanmentis cated Exves Fartax Towarand the. - > Total §18.90

R, (703)985-9232 >
@ Sendasagh

Leam more @

3. Payment details

Saved Paymant Methods

Visa._7882 2
£ 052022

A Naw Fayment Mathod

B3 Credit/Debit Card >
[ » ST >
B3 Vermo >
B cahappray >
@5 HSA/FSACard >

Place Order $18.90



https://assets.ctfassets.net/trvmqu12jq2l/2C0V6pCWgEYg5c1n67n5Mq/4a3c8859583de7da1af53c7545c94b1d/DoorDash_for_Business__SAP_Concur_Integration.pdf

TROUBLESHOOTING TIPS -
DASHPASS

DashPass is not applying at Checkout

Please check that the restaurant is a participating DashPass restaurant by confirming it
has the DashPass Logo

Confirm your subtotal is over $12 before taxes and fees to qualify for DashPass

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

Confirm your DashPass Status is Active. To confirm, select Account on the left hand

navigation, then Benefits. Under DashPass it should list ‘Active’.

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
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PLACE AN ORDER WITH BUSINESS
PROFILE i -

......

Step 1: e =Y |
Finish setting up your business profile e :
e Loginto DoorDash > Account > Account Settings  °~~ 207
e Select ‘Create Profile’ o . e

Step 2:
Add your preferred payment method for all business expenses
e Set a work email and payment method to keep track of your receipts.
e A PDF will be sent to the work email each time an order is placed with your business profile
e Select ‘Create Profile’

Step 3:
Link to your Company Expense Provider
e  After creating your profile, you will be prompted to link your Expense Provider
° You can also link at a later time by selecting ‘edit profile’ > Expense provider > link.

Step 4:
Start an order
e Add your desired delivery address and delivery instructions to your account
° Select a restaurant
Browse our curated list of best for large order/group orders if ordering for a group.

e Add desired meal items to the cart or start a group order from the restaurant home page
*When starting a group order, choose “I'm paying” to cover the full cost and expense it via Concur, or select “Everyone pays separately” so each person
can expense their own portion using their business profile.

Step 5:
Place an order with your Business Profile
e  Select Checkout.

At the Checkout page, review your order, delivery address and provide any delivery instructions. .

Select your Business Profile under Payment details

When ready, select Place Order.

Your receipt will be automatically sent to your Expense Provider and appear in ‘Available Expenses’ section.

1 Account detais eyaneyaeracoordahcom

nnnnnnnnnnnnn
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EXPENSING
MEALS WITH
SAP CONCUR
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LINK YOUR SAP CONCUR ACCOUNT

Step 1:

Sign into your DoorDash for Business account and got the Benefits tab

e Account > Benefits

B Retail
& convenience
¥ Alcohol
Q Offers

%R Pets

@ Beauty

[E] orders
® Account

Account

2, saved Groups
& Help

@ GiftCard

2, Get$10in Credits

Account Settings

Get to Know Us
Account
Sydney Failor About Ut

Careers
Benefits

DoorDash, Inc.

Expense your order

Send DoorDash receipts directly from the order detail page to your
expense reporting tool for easier expense reports.

Manage expense provider

No linked providers

DoorDash for Business Terms & Conditions

Let Us Help You Doing Business

Account Details Become a Dasher

Order History List Your Business

Help Get Dashers for Deliveries

Step 2:

Click ‘Manage expense provider’

e Select SAP Concur
e Click 'Link’ and follow the company’s login instructions

Step 3:

Confirm you’ve successfully linked your DoorDash account to SAP Concur under the
benefits page

- Helpful tip! After you have placed an order, you will be able to send receipts to Concur.
Learn more.

SAP Concur [C]

l r

Sign in with SAP Concur

sa4

O Username

® Send a link to my email (required for Single Sign-On users)

By signing in you are authorizing DoorDash Development App to perform the
following on your behalf. Click to expand the list

= D DOORDASH

Your Addrens -

Manage expense providers

(© You've successtully linked your DoorDash account to SAP Concur X

You can now 9o to Orders %o send receipts %o Conowr

View Ordens

Chooss the expense reperting 108! that you'd like to send DoeeDash receipts te,

SAP Conow

V Linked  Unilek
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https://assets.ctfassets.net/trvmqu12jq2l/2C0V6pCWgEYg5c1n67n5Mq/4a3c8859583de7da1af53c7545c94b1d/DoorDash_for_Business__SAP_Concur_Integration.pdf

PLACE AN ORDER WITH DASHPASS
& EXPENSE THROUGH CONCUR

Step 1:
Select a Restaurant

e Be sure to select a participating DashPass restaurant. These restaurants will have the green
DashPass logo beside their name

D DOORDASH

© " The Grove - Yerba Buena
47# (8ks) - 04mi - 19 min
Buy

Step 2:
Add desired meal items to the cart

e Once you have added all desired meal items to the car, select ‘checkout’

S DOORDASH

Eb Your expensed meal benefit could apply to this meal.
Restrictions apply

Checkout

% AINFopr:

3\t al A \ ] .
South Block : ’ u l |

Store Info < Strawberry: P mpk nPie GreenMini  Cookie Dough Gua
Delivery IRt Group Order i §795 (organic)

 DashPass

(®Opennow - Closes at 6:10 PM

487 (1k+) - 25mi

$ - Brazilian Featured Items

Complement your cart >

660+ people reordered

=22 s aae gl
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PLACE AN ORDER WITH DASHPASS
& EXPENSE THROUGH CONCUR

Step 3:
Checkout

e Atthe checkout page, review your order, delivery address and ensure to provide delivery
instructions.
e View your free delivery and reduced service fees with your DashPass subscription

Step 4:
Place Order

e  When ready, select Place Order
e You will be directed to the order tracking page to monitor the status of your order and
delivery.

Xo? Helpful tip! Link your SAP Concur account under Account > Benefits to seamlessly expense
your meal by clicking ‘send receipt’ after you order. Learn more.

-1 o B Ordor Summary (1 items) >
4 el okl
3 9 o
g i) ) Promo codes, rewards & gift cards >
P (1""%
Prkup Subtotal $1295
Delivery Fee © $0.00
@® Delivery Time 25-40m
Foas & Estimated Tax © 5436 w5195
Express Standard  @|  Schedule for later
20-35m 253-40 min ‘Choose a tim Dasher Tip $4.00
Drecttoyou
s299 s100 $500  Other
22 et 300% of tha s geas 15 yaur Danhat Lasem more skost how
@ Fats cruen, va 22083, Usa > pont
Leave it at my doar
O “aparimentiscated Eaves Fartax Tomarand the. - > Total §18.90

Q, (703)965-9232 >
® Send asa gift

Leam more @

3. Payment details

Saved Paymant Methods

Visa._7882 @
e 002022

Add New Payment Mathod

B3 Credit/Debit Card >
[ » ST >
3 Vermo >
B cahappPay >
@& HSA/FSACard >
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PLACE AN ORDER WITH DASHPASS

& EXPENSE THROUGH CONCUR

Step 5:

Send your receipts to Concur

e  Onthe order tracking page, click ‘Show Order Details’

e ‘Send Receipt’

1)~ Helpful tip! Learn more more about expensing with Concur.

D DOORDASH

‘_
Preparing your order
Arivwst between 247 - 2 57PM

—_— = @

By Croimn iafian Dobi & Dakery I propening pour
o der

Forgot Something?
Add more items with no sdded delivery fes
unti 0157 PM

Q

R

A
%
%
-

- |

Bundie from a nearby stod
No sdded delivary fee. Other

13
ot ° o Jamiba Jubcn
O Selen

"

SREN
wEn

DOORDASH

Hide Order Detalls Help

Track your orders via text
Get live updates sent to

and easily track
your order right on your phone

Sarsage & Dats Rates apply

Order Detalls

= Godmother (Small)

View Receipt

Address

Los Angeles, CA

20049, USA

Your address can be changed up until we have
started assigning a Dasher o your order.

Change Address

[E] Doyouneed to expense this
order?
Send order receipt to Concur

| /th:i 9.

13
<
{;
ANYOMN
’
>
 § NORTH OF
YACIFIC | MONTANA
LISADES §
’
# 3
L ,
»
-, s

& WILSHIRE
MONTANA

BRE
"

o

BRENTWOOD
PARK

L
WESIGAT
e -

R f—sd
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HOW TO SEND RECEIPTS TO
CONCUR FOR PAST ORDERS

Step 1: Step 2:
Select ‘Orders’ from the left hand menu on Select the order you wish to expense
your DoorDash account

e Click ‘View Receipt’

3 DOORDASH Q Search DoorDash
m Home o "4 h’ “(
4 ™
9 Grocery Healthy Pizza  FastFood Sandwiches  Thai >
g Retail
WD DashPass @ Offers  Pickup  Overd

Qﬂ Convenience
E’ Reorder [ﬂ View Receipt

D Alcohol Get $10 off your order of $40+ at The
Cheesecake Factory

@© Happy Hour Use code SAVE10. Now - 11/3

..?. Pets Order now

@ Beauty

;_Q Browse All

Recently viewed

E Orders
@ Account

Step 3:
Scroll down to the bottom expense section and select ‘Send Receipt’

Track your orders via text BRE
X, H

Get live updates sent to
and easily track
your order right on your phone

Massage & Data Rates apply RIVIERA o
BRENTWOOD
Accept SMS Notifications PARK
L]
Y W[S'(SA'
Order Details ¥ v
1x Godmother (Smal)
&
View Receipt ]
ANYON NORTHEAS
Address é >
{  NoRrTHOF v l
Los Angeles, CA TACIFIC ! u%uugA %5 <
90049, USA LISADES, i Y
Your address can be changed up until we have i 4
started assigning a Dasher to your order.
o &
4 ¥ WILSHIRE & -2
Change Address MONTANA ‘,s*
&
% Mo

%

Y
‘_-" Santa M@s

Do you need to expense this

order? \ \
Send order receipt to Concur A &
Send Receipt - }cvuﬁn S5
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TROUBLESHOOTING TIPS -
DASHPASS & EXPENSING
THROUGH CONCUR

DashPass is not applying at Checkout

Please check that the restaurant is a participating DashPass restaurant by confirming it has
the DashPass Logo

Confirm your subtotal is over $12 before taxes and fees to qualify for DashPass

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

Confirm your DashPass Status is Active. To confirm, select Account on the left hand

navigation, then Benefits. Under DashPass it should list ‘Active’.

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
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HOW TO ACCEPT A VOUCHER

Step 1:
Click on ‘Accept Voucher’ via email or shared link

e If shared via email select ‘Accept Voucher’ from the email.

e If Shared via link, select ‘Accept Voucher’

Step 2:
Sign in or Sign up for DoorDash to claim your voucher
e  Voucher will be added to your account upon login

Join DoorDash, Inc.'s meal
benefits

9 DOORDAS
Your company is i efits. You can signin
" with your existin or sign up fora new
Choose an ac o, account.
claim your vo
rDash, th the
following accou other one. First Name
$25 00 Email
Test Voucher
e Country Mobile Number
+1(Us) v
By choosing sither option below, you agree to
the Tarms and Conditions. Password Atleast 10 characters

Show

n Up” or “Continue with Google, Facebook,
agree to DoorDash's Terms and Conditions

Step 3:
Voucher will be added to your account, review the how-to steps to place an order.

D DOORDASH

We've added your vouci’
:L

Voucher Details

vvvvv

(> Watch Video: How to Place an Order using a Voucher


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

HOW TO PLACE AN ORDER
WITH A VOUCHER

Step 1:
Enter a delivery address

Step 2:
Select a Restaurant

Step 3:
Add desired meal items to the cart
e Once you have added all desired meal items to the car, select ‘checkout’

Helpful tip! If your company is providing DashPass, be sure to select a participating restaurant

with the green DashPass logo beside their name

3 DOORDASH

- = = B 4
South Block { j '! E -0 |

Strawbery  PumpkinPie  GreenMini  Cookie Dough Guavi

Store Info N
Pickup i ® Mini  Shake §795 (organic) ) $6.95
DashPass Posess  sioes 5895
o 05 2t 610 PM

Step 4:
Checkout and apply your voucher
e At the checkout page, review your order, delivery address and ensure to provide delivery

instructions.

e  Select your applicable voucher under Company Payment

Helpful tip! It's possible you may have multiple vouchers and/or budgets available, be sure to

select the applicable voucher from the company payment section

Step 5:
Place Order
e When ready, select Place Order
e You will be directed to the order tracking page to monitor

status of your order and delivery. o

> Watch Video: How to Place an Order using a Voucher —



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

TROUBLESHOOTING TIPS -
VOUCHERS

Voucher is not available for use at Checkout

@ Please be sure you accepted the voucher successfully. To confirm select Account on the left
hand navigation, then Benefits. Under Expensed Meal budgets accepted vouchers will be
listed.

@ Vouchers can only be used on restaurants, and cannot be used on alcohol, retail,
convenience or grocery orders. Please double-check that your order applies

@ Vouchers do have expiration dates. To review your vouchers expiration date select Account
on the left hand navigation, then Benefits. Under Expensed Meal budgets review the expiring

date under the voucher.

Cancellations

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

@ Forredelivers, 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
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HOW TO CREATE & PLACE A GROUP
ORDER

Step 1:
Select an Restaurant

23
i

Start Group Order

Easily share order with friends and family so each person can
add items, and get it all delivered together.

Step 2:
Select ‘Group Order’ from the Restaurant page

From South Beach Cafe

@ I'm paying
No spend limit

a No order deadline

Step 3: T People canadd to cart any time
H o, Add order deadlines and automatically Ty It Now
Select ‘Who will pay for the group order’ ¥ checout

Cancel Start Group Order

Two Options:
e You Pay for the order: You, the group cart

creator, will checkout the cart and pay for
(_

everyone's order. If you have a meal budget Who will pay for the group order?

or voucher available, you can use that to @ You payfor the order

(O Everyone pays separately

cover the cost of the order.

What is your per person order limit?

e Everyone pays separate: Each person will s10 515 Other

pay for their own portion of the order. If the e CD)
individual has a meal budget or voucher, they

can use that to cover the cost of their order.

Step 4:
Set the Order Deadllng . S deraadie
e Select the deadline (date & time) for Deadlinefor peaple to addto cart
people to add their meal selection to the Teday ol |l
cart. @® 11:30AM
O 1m45AM
Step 5. O 12:.00 PM
.. Q 1215PM
Determine how you want to checkout - © wsorm

O 1245pPM

manually or automatically

(O 1.00PM

Earliest delivery: 12:00 PM -12:15 PM

e If automatically, at the order deadline, o o

How do you want to check out?

your order will be automatically placed. Wellremindyout checkout

o Manually
We'll remind you to checkout

(> Watch Video: How to create a Group Order ©; fpematealy

Atthe order deadline, we'll check out for you and send you a confirmation

Cancel @ 42



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

HOW TO CREATE & PLACE A GROUP

ORDER

Step 6:
Confirm Group Order Details
e  Select ‘Confirm group order details’ and confirm your

delivery address and add delivery instructions.
e Add a dasher tip and apply a budget or voucher, if
applicable, under the company payment.

e Select ‘Start Group Order’

Step 7:
Start Group Order
e  Share the Group order link

Step 8:

If you have chosen the 'automatic checkout' option, the
order will be placed automatically at the specified deadline.
If you have select ‘Manually’ you will be reminded to return to
checkout the cart and place your order.

(> Watch Video: How to create a Group Order

Confirm group order details

People can add items until Thu, 1/16 - 12:00 PM
$20 spend limit per person - Automatically check out

= San Franci Museum

e

& = o Modern Art
Great American TENDERLOIN POl Street

Macy || Music Hal
n TurkSt Q &

g- Yoy sy > G 2
SpEe 3> 45‘9 Mf_nu:lémﬂw
0 901 Market St >

San Francisco, CA 94103, USA
c Leave it at my door >

Add more details
R (703)965-9232
Dasher Tip® 15%

Most common
100% of the tip goes to your Dasher.

Visa ...4225 Change >

Exp. 09/2026
Company Payment
Use company meal budget 3 eligible budgets|
San Francisco >
$25.00 remaining

Cancel Start Group Order

X

Invite others to join this Group

Order

Share Group Order link so others can add their favorite items.
Once everyone is done, checkout and get it all delivered together. Also, don’t forget
larger orders may take longer to prepare.

Share link to group order

https://drd.sh/cart/hPEF2tXumquOhR3a/ Copy Link
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HOW TO ADD YOUR ORDER
TO A GROUP ORDER - Admin Pays
for Order

Step 1:
Click on the shared cart link from your Admin and join the order

S DOORDASH + Your Address v ‘

Sydney F’s Group Order

Add your meal to the group cart ($20 limit). Sydney will pay when everyone is done.

Home / Restaurants / Healthy / South Block

South Block

Store Info
® DashPass Most Liked Items From The Menu

487 (k+) -
Super Green Smoothie

>
Nutella Bowl ‘:-‘é
BLEND: organic acai, pineapple juice, kale, spinach,
mangos, bananas Calories:...
$7.95+ .00100% (9)
#3 Most Liked

$ . Brazilian Warrior Bowl

BLEND: organic acai,

650+ people reordered .
bananas, strawberry,... unsweetened almond milk...
South Blo.ck.ls alocally owned and $12.95+ - n 100% (24) $12.95+ . n93"/¢ (16)
operated juice bar that was
established in 2011. We serve #1Most Liked #2 Most Liked
clodo ot L

Step 2:
Select your desired dish based on the admin’s pre-set spending limits

Join

Sydney F’s Group Order

Tell us your name, so we can identify your food. Sydney F is paying for

your order!

First Name Required

First Name

Last Name Required

Last Name

Country Phone Number

+1(Us) v

Receive invitations via SMS to any future group orders that
Sydney F adds you to.

By clicking Continue, you agree to our Terms And Conditions and
Privacy Policy.




HOW TO ADD YOUR ORDER
TO A GROUP ORDER - Admin Pays

for Order

Step 3:

Add your desired meal item to the cart

Step 4:

When you have added all your desired meal items to the cart, select ‘Done Adding Items’

Step 5:

Your Admin will check out the card and everyone's order will be submitted and arrive

together

Sydney F’s Group Order

Add your meal to the group cart ($20 limit).

Home / Restaurants / Healthy / South Block

ydney will pay when everyone

South Block

Store Info
© DashPass
4.8 (1k#) «
$ - Brazilian
650+ people reordered

South Block is a locally owned and
operated juice bar that was
established in 2011. We serve.

Most Liked Items From The Menu

2ut

Warrior Bowl
BLEND: organic acai,
bananas, strawberry,..

$12.95+ -03100% (24)
#1Most Liked

Nutella Bowl
BLEND: organic acai,
unsweetened almond milk

$12.95+ - 003 93% (16)
#2 Most Liked

Q Search South Block

Super Green Smo:
pineapple juice, kale, sp

X

Your cart from

South Block >

Your items

Warrior Bowl
$12.95

Complement your cart < >

o«

a3

Strawberry  Cookie Dough GreenMini P
Mini (organic) $7.95 sl
$6.95 $8.95

Total $12.95
ey

Warrior Bowl
#1Most Liked - 13 100% (24)

organic, vegan and gluten-free

Your recommended options

#1. Ordered recently by 60+ (@]
others

Regular - ADD: Whey Protein (10g) - No
Banana Topping

$13.95

Variations
©Required - Select1

@© Reglar

+51295

O SPLITMYBOWL-(TWO MINISIZES)
RSP

BLEND: organic acai, bananas, strawberry, pineapple juice TOPPED: organic
granola, strawberries, blueberries, bananas Calories: 519 Our granola is certified

#2 « Ordered recently b
others

Regular - ADD: Plant Proteil
Granola - TOP: All Natural A

$15.45

©)] 1 [©) Add to cart - $12.95
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HOW TO ADD YOUR ORDER
TO A GROUP ORDER - Everyone
Pays Separately

Step 1:
Click on the shared cart link from your Admin and join the order

Sydney F’s Group Order

View group order Invite
Everyone pays separately - Add to cart by 1:30 PM

Home / SanFrancisco / Bagels / Noah'sNew York Bagels

Noah's New York Bage|s Q_ Search Noah's New York Bagels
Store Info
® DashPass Most Liked Items From The Menu
4.4 % (4k+ ratings) - L5
h Farmhouse horizo Avocado Sunrise
$ + Bakery Single Bagel with Shmear l € S
» Cage-free eggs, bacon, ham, Cheddar jalapeno gourmet bagel
Any of our fresh, baked bagels. e
See More s a A Dages. cheddar, pepper shmearon asix... S with chorizo sausage, avocado,...
3.29 - 00 82% (139,
$ 03 82% (139) $10.69 -0 92% (90) $10.69 - 01D84% (63)
' Most Liked Items From The ... #1Most Liked #2 Most Liked #3 Most Liked

Most Ordered

e ey e Reviews

Step 2:
Select your desired dish based on the admin’s pre-set spending limits

e 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.
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HOW TO ADD YOUR ORDER
TO A GROUP ORDER - Everyone
Pays Separately

Step 3:
Add your desired meal item to the cart

Step 4:
When you have added all your desired meal items to the cart, select ‘Continue to Payment’

e At checkout, select your company meal budget if applicable
o If your using an address restricted budget be sure your address on your DoorDash
homepage matches the address restriction in order to use your address restricted
budget at checkout.
o You will need to have your personal credit card added for anything over the allotted
company budget
e The pre-selected tip options will be calculated based on the subtotal of the order and split
between all participants.

X
Sydney’s Group Order D DOORDASH
1
Noah's New York Bagels - e
B Cash App Pay >
Noah's New York Bagels >
Everyone pays separately
@O HSA/FSACard >

1 - ¥ Saving $3.00 with DashPass
Maximum order limit: $200.00

Confirm Payment $4.44
Continue to Payment $17.47 Company Payment —
This is to verify that your payment method is valid. You won't be

Use company meal budget 7 eligible budgets charged at this time. We'll charge you for the finalized total when
Sydney F places the Group Order
. Office Budget (Split Bill example)
Erin S (You) Eacdlizems $20.00 remaining > ¥ Order Summary (2 Items) >
Chorizo Avocado ® Apply ameal budget to this Group Order Subtotal $17.47
S . Click ‘Confirm Payment’ below to agree that if the meal budget is not eligible
unrise when the order gets placed, we'll charge the full amount to your payment Estimated Delivery Fee @ $+99 ¥$0.00
1x K Cheddar Jalapeno Gourmet 'i' method.
‘ Bagel, Two Eggs, None Fees & Estimated Tax @ $448 W $3.47
$12.58
Dasher Tip $3.50
Confirm Payment $4.44 Everyone adds their own tip
Bottled - Simply o i o ) o ! @
This is to verify that your payment method is valid. You won't be charged at this time. We'll charge you for the $4.50 $5.50 Other
1x 5 Orange - finalized total when Sydney F places the Group Order
The recommended Dasher tip is based on the delivery distance and ®
$4.89 effort. 100% of the tip goes to your Dasher. Learn more about how

Dashers are paid.

Step 5:
Your Admin will be responsible for checking out the cart.
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TROUBLESHOOTING TIPS -
GROUP ORDERS

Tips for Group Orders

Highly encouraged to schedule at least 2 to 3 hours ahead (you can even schedule up to 3
days in advance!)

For best delivery experience, aim to keep Group orders to groups of 15 maximum

Its recommend to give the employees a specific time that you will checkout the cart

Be as Be as detailed as possible with delivery instructions, ie: “Pediatrics building with green
signage. Glass door next to the garage entrance. Head in to the lobby, hand off to Amanda.”

(the instructions will be conveniently saved by address for future orders!)

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
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FRE%UENTLY

ASK
QUESTIONS
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FAQS

| need help with a live order, who can | call?
Please call our Dedicated Business Support line: 855-830-5429

I need help with a refund or credit, who can | reach out to?
Please call or email our Dedicated Business Support: 855-830-5429 OR
business-support@doordash.com

Can | order on my mobile device/cell phone? Yes! Simply place your order as you normally would
using your device

Can | 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 | change my delivery address after placing an order? 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 dasher 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.
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FAQS - EXPENSED MEAL BUDGETS
& VOUCHERS

The company budget is not enough to cover the full order amount, what happens?
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.

| have multiple benefits (voucher and budget) can | apply both to my order?
No, only one benefit can be applied per order. You can choose the budge or voucher at checkout

Can | use my budget/voucher to pick up an order?
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.

ne
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FAQS - DASHPASS & EXPENSING
THROUGH CONCUR

S0 receipt not sending, what is going on?

You cannot submit SO receipts to Concur, 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 will | know my receipts have been sent to SAP Concur?
Once a receipt is submitted, the page will not update automatically. Refresh to confirm that it is sent.

How do | take actions or do X, Y, and Z with my receipt in my Concur account?
Concur is a third party integration and we will not have any insight into customer Concur accounts.
We can only send the receipts, Once a receipt is in Concur, please contact Concur.

Concur is down, what should | do?

Concur is a third party integration, if there are issues with their system or website unfortunately there is
nothing DoorDash can do about it. We suggest you please contact Concur or consult your internal
point of contact.

What if | don't have a Concur account?
You will need to create an account through Concur or through your employer.
Concur is a third party integration, we cannot create a Concur account on your behalf.
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APPENDIX



HOW-TO VIDEOS CHEAT
SHEET

How to Activate Your Benefits
Video: How to Activate your DoorDash Benefits (employees)

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

Vouchers
Video: How to place an order using a Voucher

Group Order

Video: How to Create a Group Order using Merchant Storefront

Video: How to Checkout Group Order
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https://www.loom.com/share/5764f7ed192045d8a3befd1c0758ba8a
https://www.loom.com/share/113ae468842043deb09736fcdebbcc7e?sid=52a7d513-bd97-4316-ba15-d0436f25906f
https://www.loom.com/share/b141ebd638604bfbb1b80ebca9a5f89f?sid=52c5fad2-4ba0-4349-8642-46654f48f4ec
https://www.loom.com/share/39a568202efb46b99f1ca0068a99b722?sid=5cc0ae49-565d-4f04-a6f9-9b3676b23241
https://www.loom.com/share/bb41594648f34ff6846d8a9a1b8a8be7?sid=cafede7f-eb74-4ae7-be4f-9467c2142ffa




