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Restaurant - Tenant Admin, Cashier, Captain

Guides for everyone who runs a restaurant on Exonita POS: the owner who sets

it up, the cashier at the counter and the captain taking orders at the table.
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EXONITA POS

Tenant Admin guide

Set up your restaurant once (business details, counters, invoice numbers,
menu, tables, kitchen and staff), then check every till and close the business
day.

What you can do

e Everything a cashier and a captain can do

e Set up business details, counters, invoice numbering, the menu, tables, waiters and the kitchen
e Add staff and choose what each role can do

e Change prices and give discounts at the counter

e Check every till, receive cash and close the business day

e See dashboards and reports and export them

Ask your administrator

e Your licence decides how many billing counters you can register. To add more, contact Exonita
support.

Your administrator can change what your login can see. If a button in this guide is missing for you, ask
them.
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TASK 1
Open Exonita POS

Start from the Restaurant Dashboard and find each screen in the left menu.

WHERE App launcher — Billing App

a Sign in and open Billing App from the app launcher (Exonita POS shows as Billing
App there). It opens on the Restaurant Dashboard. The icons on the left open every

other screen.

You'll see: You see today's sales, bills and kitchen load for your branch.

[\ EXONlT search... E N & o | . Restaurant Ad... Vv

Restaurant Dashboard
Operational metrics for this POS type

og
+0
-

5] Quick: | Today | This Week || ThisMonth | Last Month
From Date ToDate Period

09/13/2026 m 10/12/2026 Last 30 Days v Branch hd
Granularity Compare

Auto v No comparison Y Apply

e H

E

Net sales Gross sales Transactions Average bill value Discounts Tax collected Void/cancel rate

Z o

14,
Tll

Table turnover KOT preparation KOTs inrange Low-stock SKUs Near-expiry SKUs Stock value
time
Table lifecycle Priced 80/80 SKUs

_open/close KOT sent-
@ timestamps and at/ready-
covers are not yet @ lifec

persisted timestamps are
not yet persisted

Sales trend Dine-in / takeaway / delivery mix

grossSales netSales invoiceCount

TIP
New tenants also get a Getting started checklist (bottom-left) that lists these setup tasks in
order. This guide follows the same order.
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TASK 2

Set your branch to Restaurant

Choose what each branch sells, so the right counter opens.

WHERE Settings — Branch POS types

a Open Settings. The setting groups are listed on the left.

You'll see: Settings opens on Branch GST. Enter your Branch GSTIN and address, then select Save
Branch GST.

Exonita POS user manual

Branch GST

ANCE

Invoices

RATIONS

Import items
Waiters
Tables
N

ation Policy
Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen

Branch GST overrides

Search...

EN a =2 . Restaurant Ad... v

UPIDaren once for every app in

Use this tab only wi

Leave a field blank to use the Company Profile value shown in it GSTIN and state are one registration: set both for o branch with its own GST registration — setting either

one stops both inheriting.

Branch GSTIN

Branch City

Branch State
Company Profile (not set) ~

GST Scheme
Company Profile (Regular) ~

Registered Name

Reverse Charge

Company Profile (No) ~

Branch Address
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e Select Branch POS types. For each branch, choose Restaurant billing as the Main
POS type and select Save.

You'll see: Cashiers at this branch get the restaurant counter.

A EXONlTA Search... »ooaA B . Restaurant Ad... v

og
+0

Manage Settings

EE & Branch POS types

n My Preferences Choose the POS type each branch runs. Its billing screens and reports follow this choice.

= H

Your licence allows S type per bra our platform admin to enable multi-type bran s apply after the pag:

|

Branch GST

=l

NANCE Indiranagar 1

Invoices

ol

Main POS type
Whitefield Restaurant billing

E

Import Items

14,
Tll

Waiters

El

Tables
N
i Notification Policy
Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen
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TASK 3

Register a billing counter

Allow a computer to bill. Each counter is one terminal on your licence.

WHERE Settings — Terminals

a Select Terminals.

You'll see: You see every registered counter, its branch,

terminals are in use.

i

/4 EXONIT,

o

|
UNIFIED BUsINE ue

Manage Settings

Exonita POS user manual

My Preferences

Branch GST

Invoices

Ic

Import items
Waiters

Tables

STR

Notification Policy
Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen

Terminals

its last user and how many of your licence's

Search...

EN a =2 . Restaurant Ad... v

Billing devices registered for this business. Revoking @ terminal frees a seat and stops that device from billing

9 terminals in use (no limit on this license)

Terminal name

Manual Capture Count

counterl

counterl

counterl

counterl

counterl

counterl

Branch

Whitefield

Whitefield

Indiranagar

Indiranagar

Indiranagar

Whitefield

Indiranagar

Indiranagar

Indiranagar

Status

POS type

Branch default

Branch default

Branch default

Branch default

Branch default

Branch default

Branch default

Branch default

Branch default

Last used

Oct 12, 5:17 PM

Oct 13, 4:00 AM

Oct7,1:27 AM

Oct 12, 7:03 AM

Oct 8, 4:16 AM

0Oct 9, 10:21 PM

0Oct 10, 11:58 PM

0Oct 13,2:25 AM

Oct 12,1:34 PM

Register This Device

Last user

Counter One

Counter One

Restaurant Admin

Restaurant Admin

Restaurant Admin

Counter One

Restaurant Admin

Restaurant Admin

Restaurant Admin
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e On the computer at the counter, open the restaurant counter. Select Register this

device, give it a name such as Counter 1, and select Register.

You'll see: The computer is now a billing counter for your current branch.

‘A EXQQN!TEA » A B3 . Restaurant Ad... v

og
+0

This device isn’t registered as a billing terminal. Register it so sales from this counter are allowed and trocked. )
Not Now | Register

Open your till to start billing

e H

This branch counts cash per cashier. Count the opening float in your drawer to open
today’s till

||

Open Till

> o E

1
Tll

TIP
To stop a lost or old computer from billing, select Revoke next to it in Terminals. That frees a

seat on your licence.
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TASK 4
Set invoice numbering
Choose the number series printed on every bill.

WHERE Serial Numbers

a Open Serial Numbers and set the prefix and starting number for your bills.

You'll see: New bills use this series.

‘A-' EXONITA search... o4 B . Restaurant Ad... v

oo
+0

Configure SerialKey Role: adrmin Additems

w H

B O

|

Table Name Last Record ID SerialKey Preview Active Actions

|

Supplier SUP0001 true

|

PurchaseOrder POC001 true

11
I'Il

SalesOrder $00001 true

E

ItemMaster ITMO001 true

GmMaster GRNO0O1 true

Invoice INV0001 true

Customer CuUs0001 true

JobCard 10B0001 true

RestaurantOrderToken true

Rowsperpage: 10 ¥ 1-90of9

IMPORTANT

Set this before your first bill. Changing it later can leave gaps in your invoice numbers.
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TASK 5

Add categories, units and tax

Create the lists your menu items use.

WHERE Master Data

a Open Master Data. Choose a list on the left, such as categories or tax, and select Add

Category (or Add Child for a sub-category).

You'll see: The new entry can be used on your items.

oo
+0

e H

13 @ =

1
T

El

TIP

Configure Master Data

e search

Add Category

South Indian Breakfast
Meals & Rice

North Indian Curries
Breads

Chinese & Starters
Beverages

Desserts

Grains & Pulses
Dairy

Vegetables & Fruits
Oils & Ghee

Spices & Masala

7
'
7
e
7
7
7
e
7
7
'
7

South Indian Breakfast

Meals & Rice

North Indion Curries

Chinese & Starters

Beverages

Desserts

search... /N o S i | . Restaurant Ad... v

Role: admin

Active

product_category-South Indian Breakfast
product_category-Meals & Rice
product_category:North Indian Curries
product_category-Breads
product_category-Chinese & Starters
product_category-Beverages

product_category-Desserts

Create kitchen-friendly categories, such as Starters, Mains, Breads and Beverages. Kitchen

stations are set up per category.

Exonita POS user manual
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TASK 6

Add your menu items

Put every dish on the menu with its price and tax.

WHERE Item Master

a Open Item Master. Your dishes are listed with their category and price.

You'll see: Select Add for one dish, or Import to load a spreadsheet of many.

i

oo
+0

w H

=

LI B |

11
Tl

E

Exonita POS user manual

A

o

EXONITA

> B item Master

Item Master

Active

Image

Print Name

Gulab Jamun (2 No...

Payasam

Rava Kesari Halwa

Fresh Lime Soda

Sweet Lassi

Masala Buttermilk

Badam Milk

Masala Chai

Veg Noodles

Onion Pakoda

Brand

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

Barcode

89060000000...

8906000000086

89060000000...

8906000000083

8906000000082

8906000000081

89060000000...

8906000000079

8906000000076

8906000000077

Search...

DSH-GULA...

DSH-PAYAS...

DSH-RAVA-...

DSH-FRESH...

DSH-SWEE...

DSH-MASA...

DSH-BADA...

DSH-MASA...

DSH-ONIO...

Sold online

HSN Code

996331

996331

996331

996331

996331

996331

996331

996331

996331

996331

Rows per page:

Role: ad 1

Unit

Plate

Bowl

Plate

Glass

Glass

Glass

Glass

Cup

10 ~

®

g ja =B . Restaurant Ad... v

+ Addltems

[v)

Manufacturer

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

House Kitchen

1-10 of 47
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e Select Add. Enter the dish name, category, price and tax, then select Save.

You'll see: The dish appears on the counter and the Captain screen.

Exonita POS user manual

Add item # Whitefield

Status

Active D Tax Included In Price

Identification
Item Name Print Name

SKU Description

Classification

Brand Item Location

Pricing & Tax
Purchase Price CastPrice
0 X0
Wholesale Frice
0

Inventory & Logistics

Yo

Barcode QR Code

Product Category

So... - Sub Cax. Unit of x. Manufar..

MRP Retail Price
X0 g0
Discount Type Discount (%)

Percent (%) ~ [+] %

Safety Stock Gty Max Stock Gty
o o0

HSN Code

D Create more
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TASK 7

Check the invoice layout

Make sure the printed bill looks right.

WHERE Set

tings — Invoices

a Open Invoices and check the preview of your bill: business name, GST number, address

and fo

oter.

You'll see: Bills print with this layout.

oo
+0

e H

1 3 @ =

1
T

El

Exonita POS user manual

Receipt Branding
Shown on printed bills, Z-reports and payment receipts.

Company Name

Address

Phone Number

GSTIN on Sale

O
Thank you for dining with us!

Currency
% - INR (Indian Rupee)

Save Branding

Payment Modes

Toggle which payment methods appear at checkout. At least one must remain enabled
Cash

Card

upl

Wallet

Split Payment

search...

E n (i . Restaurant Ad... v
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TASK 8

Add tables and waiters

Set up your floor so orders can be taken per table.

WHERE  Settings — Tables / Waiters

a Select Tables and add each table with its name, for example T1, and its seats.

You'll see: The tables appear on the counter's table map and the Captain screen.

A EXONITA

Manage Settings

AL

My Preferences

i e =3

Branch GST

El

ANCE

Invoices

el

IONS

3

Import Items

1
I'Il

Waiters

El

Tables
ON
ctification Policy
Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen

Exonita POS user manual

Table Master

Configure restaurant tables by floor and seating capacity

All (12)

Active (12)

Inactive (0)

Floor

Ground Floor

Ground Floor

Ground Floor

Ground Floor

Ground Floor

Ground Floor

Ground Floor

Ground Floor

Search...

EN Q = . Restaurant Ad... Vv

+ Add Table
Capacity Actions

4 seats

2seats

6 seats

2seats

4 seats

Rowsperpage: 10 « 1-10of 12
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6 Select Waiters and add each waiter.

You'll see: Cashiers can choose the waiter on an order, and reports show sales per waiter.

A

0

EXONITA

EN Q = . Restaurant Ad... Vv

Search...

Manage Settings

e H

1 3 @O B A

1
T

El

Exonita POS user manual

PE

];l My Preferences

: Waiter Master

Manage floor stoff for table service autocomplete

+ Add Waiter

Branch GST

Active Actions

NANCE

Invoices .
No waiters yet

OPERATIONS Add your first waiter to u

Import Items

Waiters Rows perpage: 10 = 0-00f0

Tables

= Notification Policy

Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen
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TASK 9

Set up the kitchen

Send each dish's ticket to the right station and printer.

WHERE  Settings — Kitchen

a Select Kitchen. Add a station for each part of your kitchen, such as Main kitchen, Bar or
Tandoor, and pick the categories it makes. Make one station the default.

You'll see: KOTs from the counter and from captains go to the right station.

A EXONITA

i\

Manage Settings

AL

My Preferences

i o =2

Branch GST

=l

NCE

Invoices

o

IONS

3

Import Items

1
I'Il

Waiters

El

Tables

ON

tion Policy
Guided Tours
Terminals
Branch POS types
Counter Sounds

Kitchen

Exonita POS user manual

search...

Kitchen

E n (i . Restaurant Ad... v

Kitchen stations decide where each KOT goes: which items each section makes, its printer, and whether it shows on the kitchen display.

‘Offer counter print after (seconds)
Send KOTs to kitchen stations =~ 15

olit into station
wrint it

QR ordering
. Guests order from their table’s QR code

Guests’ orders wait in the @R orders queue on the counter and captain

Station

ets. Keep a Print Station page open next to each kitchen printer, or use the Kitchen

iff accept them, unless they're accepted automatically. Payment stays at the counter.

+ Add station

Printer Kitchen display Active Actions

No kitchen stations yet

ple Main kitche

Rowsperpage: 10 0-0of 0
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e On the computer next to a kitchen printer, open Print station. Tick the stations this

printer serves and print a test ticket.

You'll see: Kitchen tickets print here automatically while this page stays open.

A EXQN[TA »ooaA B . Restaurant Ad... v

og
+0

Print Station

Stations this PC prints for

w H

Choose at least one station. its kitchen tickets will print here.

1 [

1 D Items no station makes

ol

E

14,
Tll

n a Chrome or Edge shor k-printing, for
rint-st ]

El

Recent tickets
Nothing printed yet.
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o If your kitchen uses a screen instead of paper, open Kitchen display on it.

You'll see: New tickets appear with a chime. Kitchen staff tap Start, Ready and Served.

,L\' EXONITA Search... /N o S i | . Restaurant Ad...

oo
+0

Kitchen Display | No station

Showing every station_ Tap a station to show only its tickets.
New (6) Preparing (2) Ready (0)

e H

Ti0- #4 5im | | T10- #1

KOT 1 KOT1
» 1xDalMakhani ¢ 2x Aloo Gobi
® 2 x Butter Naan

E

T4 - #3
T10- #5 KOT1
Leerril s 1x Aloo Gobi
* 1 xDalMakhani
» 2 x Butter Naan

LI B

1
T

El

T2- #6
KOT1

» 1x Aloo Gobi
» 1 xBadam Milk

T2- #6
KOT 2
» 1 xBisiBele Bath

TS - #7
KOT1
» 1x Aloo Gobi
*» 1= Badam Milk
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TASK 10

Choose what each role can do

Decide which screens and actions cashiers and captains get.

WHERE Common App — Role Management

a Open Role Management, choose a role such as Cashier or Captain, and switch

permissions on or off.

You'll see: The change applies the next time those users open a screen.

y.

i\

Tenant Role Management

Tenant-scoped RBAC with nt role and pen

Roles

Tenant Admin
admin - 219 permissions

Tenant Admin
‘admin - 236 permissions

Caoptain
captain - 7 permissions

Cashier
cashier - 25 permissions

Customer
customer - 5 permissions

Enterprise Admin
enterprise_admin - 248 permissions

Pharmacy Admin
pharmacy_admin - 5 permissions

Pharmacy Admin
pharmacy_admin - 5 parmissions

School Admin
school_admin - 37 permissions

Service App Admin
service_app_admin - 82 permissions

Service App Admin
service_app_admin - 93 permissions

Service App Support

service_app_support - 63 permissions

TIP

search...

assignments

Display Name
Tenant Admin

Permissions

Backoffice.App Permissions

Billing.Checkout Permissions

Billing.Counter Permissions

Common.App Permissions

Customer.Master Permissions

Epos.App Permissions

Epos.Barcode Permissions

Epos.Branches Permissions

Epos.Catering Permissions

Epos.Configuration Permissions

Epos.Day Permissions

Epos.Item.Master Permissions

E n (i . Restaurant Ad... v

Add Role

Description

Tenant administrator with operational contr

Cashiers can't give discounts or change prices by default. Turn on those permissions only for

people you trust with them.

Exonita POS user manual
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TASK 11

Close the business day

Check every till, receive the cash and close the day.

WHERE Day Close

a Open Day Close. Today's totals show sales and cash for the whole branch.

You'll see: Below, every till is listed with its cash difference.

/4] EXONIT.

oo
+0

L 1 [ | ==

11
Tl

E

Exonita POS user manual

Day Close

Business day 2026-10-13

Cashier

Counter One
Counter One
Counter One

Close Day

Day settings

Opened

03:14 am

03:39am

03:56 am

Status

Closed - cash with cashier

Closed - cash with cashier

Closed - cash with cashier

Cashiers must open a till (count the float) before billing

Daily sales summary goes to (emails, comma separated)}

Send ot this time if the day isr't closed

23:30

Save Settings

Tills open
0

Sales

332025

3353.85

Search...

Expected cash

2262025

¥2,000.00

¥3,333.50

g ja =B . Restaurant Ad... v

Counted

%2,62000

%2,000.00

32,320.00

Cash difference (closed tills)
%-1,013.75

Difference

¥-025

%-1,013.50

Action
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e Receive the cash from each closed till. Close the till for any cashier who has left. When
every till is closed, select Close the day.

You'll see: The day is closed and the daily summary is emailed to the people in Day settings.

Counter One 03:39am Closed - cash with cashier 20.00 ¥2,000.00 %2,000.00 20.00

Counter One 03:56 am Closed - cash with cashier ¥353.85 ¥3,33350 %2,320.00 ¥-101350

1 Close Day

2 Day settings

Cashiers must open a till (count the float) before billing

Daily sales summary goes to (emails, comma separated)

Send at this time if the day isn't closed
23:30

Save Settings

IMPORTANT

After the day is closed, no more bills can be posted for it. You can reopen it from this page if
needed.
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TASK 12

Check sales and reports

See how the restaurant is doing.

WHERE

Dashboard / Reports

a Open Dashboard — Restaurant Dashboard for today's sales, orders and top dishes.

You'll see: The dashboard updates as bills are posted.

oo
+0

A EXONIT/

Restaurant Dashboard
Operational metrics for this POS type

w H

From Date
09/13/2026
Gronularity

Auto

B

Net sales

LI B |

11
Tl

Table turnover

E

Table lifecycle
open/close

@ timestamps and
covers are not yet
P—"

Sales trend

Exonita POS user manual

{5) Quick:  Today | This Week || ThisMonth | Last Month

ToDate
2 | 10/12/2026
Compare

- No comparison

Gross sales Transactions

KOT preparation KOTs inrange
time

KOT sent-
al -at

i are
not yet persisted

grossSales netSales invoiceCount

Search...

Period
Last 30 Days

Average bill value Discounts

Low-stock SKUs Near-expiry SKUs

Dine-in / takeaway / delivery mix

- Branch

Tax collected

Stock value

Priced 80/80 SKUs

g ja =B . Restaurant Ad... v

Void/cancel rate
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Open Reports and choose a report. Set the dates and branch, then download or share

it.

You'll see: The report opens with your filters.

uNIFIED BUSIN

Billing Reports

() Billing Reports

12 reports available

Q,

.

Invoice-level breakdown of g
ount, tox and net amount:

»7 Sales Trend

2, customer-wise Sales
5 Product-wise sales
&% Category-wise Sales
) payment Summary

[ invoice Register

it Tox summary

© Discount Summary

™ Branch-wise Sales
P Top customers

“ Top Products

Viewing

Exonita POS user manual

Search...

Sales Summary
Invoice-level breakdown of gross, discount, tax and net amounts

This week
#15,240.75
9 bills

[5] Quick: | Today ' This Week | ThisMonth | Last Month
Period From Date

Last 30 Days ~ 09/13/2026

¥1,36,074 00 ¥1.44,825.20 1139

ToDate
10/12/2026

Sales Trend Payment Mode Split

grossSales netSales

lUU.m“

80,0

EAS jal () . Restaurant Ad... v

This month
#1,44,825.20
129 bills

Px. Or. Sw.

Y Apply

¥0.00 ¥5,701.20 1,122 68

CASH
CREDIT
MIXED
UPI
CARD
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o Open the EOD report for the day's totals by payment mode, tax and cashier.

You'll see: Use it to check the day before you close it.

A EXONITA Search... E N o i | . Restaurant Ad... v

oo
+0

End of Day Sales Report
Same period totals as sales-summary for the selected IST day

e H

Date
10/13/2026 B ex

E

Total Sales Transactions Total Discounts

LI B

1
T

® O

El

Invoice No Payment Method Discount Net Amount

INV0061 13 Oct 2026

INVO060 13 Oct 2026

INVO059 13 Oct 2026

INVO070 13 Oct 2026 X R183.75

Rows per page:
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EXONITA POS

Cashier guide

Open your till, take dine-in and pickup orders, send them to the kitchen,

take payment, check your bills and close your till at the end of your shift.

What you can do

e Take dine-in, pickup and delivery orders

e Send orders to the kitchen (KOT)

e Take cash, card, UPI and wallet payments, or split a payment

e See today's bills and cancel a bill if needed

e Open and close your own till and check your sales in My Shift

Ask your administrator

¢ [f the counter says This device isn't registered as a billing terminal, ask your administrator to
register it.

¢ If Open Till says it couldn't open the till, the previous business day may still be open. Ask your
administrator to close it in Day Close.

e Closing the business day, reports, stock and menu changes are done by your administrator.

Your administrator can change what your login can see. If a button in this guide is missing for you, ask
them.
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TASK 1
Sign in
Open your workspace with your own login.

WHERE Your web browser

a Open the address your administrator gave you. Enter your email in Email or
Workspace, then select Continue.

You'll see: The password screen opens with your business name.

UNIFIED BUSINESS ENGINE

Login to your workspace

Enter your email first, or use the workspace secure wc

name or tenant code if you know it. : : :
y Exonita brings retail of

customer activity into

cashier@yourbusiness.in ; ;
ey enters the right busing

Continue Fast workspace acce

sign in by email, wor
or continue into the cor|

Sign in with Google ERP

Finance

Exonita POS user manual Page 26 of 58



e Enter your Password and select Login.
You'll see: The restaurant counter opens.

Code: TENODO1

secure wd

Exonita brings retail of
customer activity into
enters the right busing

Fast workspace acce

Sign in by email, wor
continue into the cor

ERP

Finance

or

Sign in with Google

TIP
Always sign in with your own login. Every bill is recorded under your name. If you see Signed

in on too many devices, sign out a device you no longer use, or ask your administrator.
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TASK 2
Open your till
Start your shift by counting the cash already in your drawer.

WHERE Restaurant counter

a After you sign in, the restaurant counter opens and asks you to open your till. Select
Open Till.

You'll see: The Open till window opens.

Search...

1 |Open your till to stort billing

anch counts cash per cashier. Count the opening float in your drawer to open
today’s till.

Open Till
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6 Count the cash in your drawer and enter how many of each note and coin you have.

Leave everything at O if the drawer is empty.

You'll see: Total shows your opening cash.

|

Count the cash already in the drawer (opening float). Leave everything at 0 if the drower is

empty.
100 =

200 = 8

Total: #2,000.00

IMPORTANT
Count carefully. When you close your till, the system compares your drawer with this amount

plus the cash you collected.
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o Select Open Till.

You'll see: The counter is ready for orders.

EXONIT search Ey a o Counter One

Restaurant POS | Pickup- #2

® ¢ B 8 © B ¥

Pickup

pickup (#2 ©0m

1 pox &

L 2 unt | %

Subtotal
CGST
8GST
TOTAL

Exonita POS user manual
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TASK 3
Take a dine-in order
Open a table and add what the guests ordered.

WHERE  Restaurant counter — Dining

a Select Dining.

You'll see: Table Overview shows your tables by floor. Available tables are green, Occupied and

Reserved tables are red.

search EX o =B o Counter One v

Restaurant POS @ (] B Q )
™ Dining
Table Overview

First Floor (AC) (1/4)

TIP

Select a floor, such as Ground Floor, to see its tables.
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Select an Available table.

You'll see: The table's order opens, with the menu on the left and the order on the right.

EXONITA search X o = G Counter One

Restaurant POS (T10- #5 x @ c e )
-

¥ preakfast -
17items 1 a A A A @ TI0(#5) com

Aloo Gobi Badam Milk Bisi Bele Bath Butter Noan
% Favourites ¥175.00 ¥60.00 ¥105.00 ¥55.00

Ditems

4 Recent
0

~” Frequently Sold

Y Beverages

e Butter Roti Chana Masala Chow Chow Bath Curd Rice
bitems

¥40.00 ¥180.00 ¥90.00 ¥85.00
* Breads

Chinese &
# rters

Desserts

% Discount | %

Dal Makhani Dal Tadka Filter Coffee Fresh Lime Soda z:h;:tnl
o Northindian ¥195.00 ¥165.00 ¥32.00 ¥55.00 =
curi G

TOTAL
w South Indian
= Breakfast
13items
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e Pick a category on the left, then select + ADD on each dish. Select + to add one more.

To find a dish fast, type its name in Search item or scan barcode.

You'll see: The dishes appear in the order marked NEW, with the total at the bottom.

ﬁ\, EXONlTA search... £ oo = o Counter One

Restaurant POS ( T10- #5 Q @ cC
™ Dining

¥ Breakfast

17items @ TI0(#5) com

It 1 pox &

Aloo Gobi Badam Milk Bisi Bele Bath Butter Noan
* Favourites ¥175.00 ¥60.00 ¥105.00 ¥55.00

Oitems

&

Butter Noon
55.00 = 2 = #110.00

. . . .| Dal Makhani
~” Frequently Sold #195.00 1 = ¥195.00
Ditems

Yﬁ 5::? rages Butter Roti Chana Masala Chow Chow Bath Curd Rice
: ¥40.00 ¥180.00 ¥90.00 ¥85.00

* Breads

Sitems

Chinese &
# Starters

Sitems
# Desserts
Jitems
W Discount Y g
@ Meals &Rice

Titems Subtotal %305.00
Dal Makhani Dal Tadka Filter Coffee Fresh Lime Soda Lhtota
CGST %763

orth Indian ¥195.00 ¥165.00 ¥32.00 ¥55.00 =
- SGST 371.62

TOTAL T320.25

South Indian
= Breakfast Pay — ¥320.25
13items A A A A
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o Enter the number of guests in pax. Add the customer's name or phone if they want it
on the bill, and choose the Waiter serving the table.

You'll see: The details print on the bill and show in reports.

I.r TI10 #5 @0m

1 1 x &

Butter Noan

¥55.00 =

Butter Noan
F55.00 « 2 = F110.00 + not

Dal Makhani
#195.00 » 1 = #195.00 - not

TIP
Leave the customer empty for walk-in guests. Use Order note for instructions to the kitchen.
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TASK 4

Send the order to the kitchen
Print the kitchen order ticket (KOT) for the new dishes.

WHERE Restaurant counter — open table

a Select KOT or press F9 . The number on the button is how many dishes are not sent
yet.

You'll see: The Kitchen Order Ticket window shows the dishes that will go to the kitchen.

Kitchen Order Ticket
KOT #1 — Token #5

T1I0

Dal Makhani =1
Butter Naan *2

This will be sent to the kitchen printer. tems will be marked as “Sent
to Kitchen™
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6 Select Print & Send KOT.

You'll see: The ticket prints in the kitchen and the dishes are marked as sent.

Curd Rice
¥85.00

® Discount

Subtotal ¥305.00

Fresh Lime Soda
CGST

763
¥55.00 SGST 162

TOTAL ¥320.25

Pay — #320.25

TIP

If the guests order more, open the same table, add the dishes and send a KOT again. Only the
new dishes go to the kitchen.

IMPORTANT

Send a KOT before you leave the table. Dishes that are not sent are kept only on this computer.
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TASK 5

Take payment

Settle the table when the guests are ready to pay.

WHERE Restaurant counter — open table — Pay

a Select Pay or press Fa .

You'll see: The Payment screen shows the order summary on the left and payment modes on the

right.
/4 EXONITA

Payment | ®/T10- #5

ORDER SUMMARY

Dal Makhani
19500=1

Butter Naan
¥5500=2

Subtotal
CGST (2.5%)
SGST (2.5%)

Tip
Packaging
Delivery
Round Off

NET PAYABLE

Exonita POS user manual

1

¥195.00

& cash

‘Amount to collect

T110.00 | QUICK AMOUNT

¥305.00
T7.63
371.63

Cash Tendered (7)
% 320.25

Search

Lx = G Counter One

Confirm Payment ¥320.25
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e Choose Cash, Card, UPI or Wallet. For cash, select a Quick amount such as X500, or
type what the guest gave you in Cash Tendered.

You'll see: Change to Return shows how much to give back.

Caosh Tendered (T)
T 500

¥305.00

TIP

To take part in cash and part by card, select Split. Add tip, packaging or delivery charges on the
left.
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o Select Confirm Payment.

You'll see: The bill is posted and printed, and the table is Available again.

IL\ EXONIT Search E Lx = o Counter One v

Restaurant POS @ (] B Q )

™ Dining
Table Overview

First Floor (AC) (2/4)

IMPORTANT

Check the amount before you confirm. A posted bill can be cancelled, but not edited.
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TASK 6
Take a pickup order
Bill a takeaway order without a table.

WHERE Restaurant counter — Pickup

a Select Pickup and add the dishes.

You'll see: The order gets a token number, shown next to pickup.

/'\..‘ EXONITA search a J = ol | o Counter One

Restaurant POS | Pickup- #1 Q @ cC ¢ m@ W

ﬁ Pickup

¥ Breakfast

17items pickup & ©om

F-3 1 pax &

Aloo Gobi Badam Milk Bisi Bele Bath Butter Noan

* Favourites ¥175.00 ¥60.00 ¥105.00 ¥55.00
Ditems

&

Filter Coffee
00 x 1=232.00

~” Frequently Sold
Ditems

¥ Beverages

o Butter Roti Chana Masala Chow Chow Bath Curd Rice
bitems

¥40.00 ¥180.00 ¥90.00 ¥85.00
* Breads

Sitems

Chinese &
s

Sitems

# Desserts
3items
% Discount
@ Meals &Rice
Tite Subtotal 232.00
CGST %0.80
SGST %0.80

TOTAL ¥33.60

Dal Makhani Dal Tadka Filter Coffee Fresh Lime Soda
o Northindian ¥195.00 ¥165.00 ¥32.00 T55.

South Indian
~ Breakfast Pay — #33.60

13items
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e Select Pay, choose the payment mode, select Exact if the guest paid the exact amount,

then Confirm Payment.

You'll see: The bill is posted and a new pickup order starts.

A Eer!NIrTA search... N oo = e Counter One v

Payment | b pickup- #1

ORDER SUMMARY
3 cash

Filter Coffee
33200+=1 ‘Amount to collect

QUICK AMOUNT

Cash Tendered (3)
% 336

Subtotal
CGST (2.5%)
SGST (25%)

Tip
Packaging
Delivery

Round Off

NET PAYABLE Confirm Payment ¥33.60
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TASK 7

Find, reprint or cancel a bill

Look up a bill you posted today.

WHERE Restaurant counter — Recent Invoices

a Select the Recent Invoices icon at the top of the counter, or press Alt+2 . Choose the

dates and select Search.

You'll see: Your bills are listed with the invoice number, table, payment mode, time and amount.

Exonita POS user manual

Recent Invoices

From To

10/11/2 B 10122

INV0061
13/10/2026, 4-00-16 am - Walk-in Customer

INV0060 T10
13/10/2026, 4:00:02 am - Walk-in Customer

INVOOS9  T10
13/10/2026, 3:31:44 am - Walk-in Customer

INVD058
12/10/2026, 5:12:00 pm - Walk-in Customer

INVOO57
12/10/2026, 5:08:26 pm - Walk-in Customer

B Q search

¥33.60

¥320.25

¥320.25

%1,170.75

¥2,042.25

Page 42 of 58



6 To reprint a bill, select its printer icon. To cancel a bill, select the red cancel icon next to
it, enter the Reason for cancellation (at least 5 characters) and select Cancel Invoice.
Select Back to keep the bill.

You'll see: A cancelled bill reverses the stock of its dishes and is counted under Cancelled in My
Shift.

Cancel invoice INVD061?

This reverses stock for all lines on this invoice. Provide a reason
(minimum 5 characters)

Reason for cancellation

Cancel Invoice

IMPORTANT
Cancel only a bill that was posted by mistake. Every cancellation is recorded with your name

and the reason.
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TASK 8
Check your shift
See your bills and the cash you should have in your drawer.

WHERE My Shift

a Open My Shift from the left menu.

You'll see: My till shows your opening float, cash collected and what should be in your drawer.

Below it are your sales and the split by payment mode.

JA. EMXONI.I-“A Search Lo =B e Counter One

My shift

Date
12-10-2026 C Your own bills at this branch only.

My till

Opening float Cash collected Expected in drawer Bills / total
%2,000.00 %0.00 ¥2,000.00 0-%0.00

Close Till (Count Cash)

Collected Bills Average bill Cancelled
¥3,533.25 3 #1,177.756 3
05:08 pm - 03:31 am 56070

By payment mode

Mode Amount

33,533.25

TIP

Match the Card and UPI totals with your card machine and UPI app before you close your till.
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TASK 9
Close your till
End your shift by counting the cash in your drawer.

WHERE My Shift

a Select Close Till (Count Cash) and enter how many of each note and coin are in your

drawer.

You'll see: If the count doesn't match, you see how much you are short or over.

a Lt (i G Counter One

/4 EXONITA

Search...

My Shift

Date
12-10-2026 C Your own bills at this branch only.

My till
Opening float Cash collected Expected in drawer
%2,000.00 %1,333.50 ¥3,333.50

Count every note and coin in the drawer:
€500 «
4
¥2,000.00

350 x

Total: #2,320.00

Short by ¥1,013 50

Reason for the difference

Collected Bills Average bill
¥3,887.10 5 F777.42
05:08 pm - 04:00 am

By payment mode

Exonita POS user manual

Bills / total
2-%353.85

&
300.00

%10 =

Cancelled
3
66070
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e If there is a difference, enter the Reason for the difference. Then select Close Till.

You'll see: Your till is closed. Hand the cash to your administrator.

My Shift

Date
12-10-2026 C  Yourown bills at this branch only.

My till Not open

Till closed. Counted 2,320.00 against expected 3,333.50 (difference T-1,013.50). Hand the cash to your manager.

No till epen for you today.

Collected Bills Average bill Cancelled
¥3,887.10 5 F777.42 3
05:08 pm - 04:00 am 256070

IMPORTANT

After you close your till you can't bill until you open a new one.
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Captain guide

Take a table's order on your phone, send it to the kitchen, add to it, move
guests to another table and ask the counter for the bill.

What you can do

e See every table and which ones are free

e Take an order and add notes for the kitchen
¢ Send dishes to the kitchen

e Move a table's order to another table

e Ask the counter for the bill

Ask your administrator
e Taking payment, discounts and cancelling bills are done at the counter by the cashier.

e [f a dish shows Not available, tell the guest and ask the kitchen when it will be back.

Your administrator can change what your login can see. If a button in this guide is missing for you, ask
them.
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TASK 1
Sign in on your phone
Open the Captain screen with your own login.

WHERE  Your phone's browser

a Open the address your manager gave you in your phone's browser. Enter your email in
Email or Workspace and select Continue, then enter your password.

You'll see: You are signed in.

UNIFIED BUSINESS ENGINE

Login to your workspace

Enter your email first, or use the workspace
name or tenant code if you know it.

1 ptain@yourbusiness.in

Continue

Sign in with Google

TIP

Add the page to your home screen so it opens like an app next time.
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TASK 2
Open your tables
See which tables are free and which have guests.

WHERE Captain (table orders)

a Open Captain (table orders).

You'll see: Your tables appear. Free tables are green; Occupied and reserved tables are red.

WORKSPACE
Exonita

Tables

All  First Floor (AC)  Ground Floor

T9
Occupied - 1 guest(s)

T1 T2
Occupied - 1 guest(s) Occupied - 1 guest(s)

T4
Occupied - 1 guest(s)

T5
Occupied - 1 guest(s)

ﬁ Home m App
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TASK 3

Take an order
Add what the guests ordered to their table.

WHERE Captain — table

a Tap the guests' table.

You'll see: The table's menu opens. The counter and the kitchen see the order straight away.

WORKSPACE
Exonita

& T6-#8

Q

Al South Indian Breakfast ~ Meals &Rice  North

Aloo Gobi Badam Milk
1).00 260.00

Bisi Bele Bath Butter Naan
%105.00 %55.00

Butter Roti Chana Masala
%40.00 %180.00

Chow Chow Bath Curd Rice
%90.00 %85.00
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e Tap a dish to add it, and tap again to add one more. Use Search the menu or a
category to find it fast.

You'll see: The count on the Order tab goes up.

WORKSPACE
Exonita

& T6-#8

1.

All ' South Indian Breakfast ~ Meals & Rice

Algo Gobi Badam Milk
200 360.00

- 1 - 1

Bisi Bele Bath Butter Naan
%105.00 %55.00

Butter Roti Chana Masala
%40.00 %180.00

Chow Chow Bath Curd Rice
%90.00 %85.00

> Send to kitchen (2)

ﬁ Home EB App

Exonita POS user manual Page 51 of 58



o Tap the Order tab to check the order. Use + and - to change quantities, and add a

Note for the kitchen if the guest asks for something special.

You'll see: The order shows each dish with its quantity.

WORKSPACE
Exonita

& To-#8
MENU 1

Aloo Gobi

Note for the kitchen

Badam Milk

e for the kitchen

Order total ¥235.00 (before tax)

> Send to kitchen (2)

ﬁ Home EE App

TIP

Notes go to the kitchen on the ticket, for example less spicy or no onion .
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TASK 4

Send the order to the kitchen
Print the order at the right kitchen station.

WHERE Captain — table — Order

a Tap Send to kitchen.

You'll see: The ticket prints at the right kitchen station. Sent dishes are marked Sent x with their
quantity.

> Send to kitchen (2)

i 1 Home I:EApp
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e Check that the dishes now show as sent.

You'll see: The order is with the kitchen.

WORKSPACE
Exonita

& T6-#8

Aloo Gobi
With the kitchen - ask the counter to cancel Sent x1
Badam Milk

With the kitchen - ask the counter to cancel Sentx1

Order total ¥235.00 (before tax)

ﬁ Home |B App
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TASK 5
Add to a running order
Guests ordered more after the first round.

WHERE Captain — table

a Open the same table, tap Menu, add the new dishes and tap Send to kitchen again.

You'll see: Only the new dishes go to the kitchen.

WORKSPACE
Exonita

& T6-#8

Q

All South Indian Breakfast ~ Meals & Rice

Aloo Gobi Badam Milk
%175.00 - Sent =1 %60.00 - Sent x1

Bisi Bele Bath Butter Naan
%105.00 %55.00
- 1

Butter Roti Chana Masala
%40.00 %180.00

Chow Chow Bath Curd Rice
%90.00 %85.00

> send to kitchen (1)

(B app
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TASK 6

Move guests to another table
Keep the order when guests change tables.

WHERE Captain — table

a Tap the Move table icon at the top, then choose the new table.

You'll see: The order moves to the new table, and the old table is free again.

1 love Té to...

T10
First Floor (AC)

T12
First Floor (AC)

T3
Ground Floor

T7

Ground Floor

T8
Ground Floor

TIP

Only free tables are listed.
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TASK 7
Ask for the bill
Tell the counter the guests are ready to pay.

WHERE Captain — table — Order

a When the guests are done, tap Bill.

You'll see: If some dishes were never sent, you're asked whether to Send & request bill or Request

bill only.

1 ill for T6

1dish hasn’t gone to the kitchen yet. The bill
would include it.

Send & request bill
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6 Confirm.

You'll see: The button changes to Bill requested with the time, and the counter prints the bill.

WORKSPACE
Exonita

& T6-#8

Q

All  South Indian Breakfast ~Meals &Rice  North

Aloo Gobi Badam Milk
%175.00 - Sent x1 %60.00 - Sent x1

Bisi Bele Bath Butter Naan
%105.00 - Sent x1 ¥55.00

Butter Roti Chana Masala
%40.00 %180.00

Chow Chow Bath Curd Rice
%90.00 %85.00

IMPORTANT

You can't take payment on the Captain screen. The cashier settles the bill at the counter.
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