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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
Everything a cashier and a captain can do
Set up business details, counters, invoice numbering, the menu, tables, waiters and the kitchen
Add staff and choose what each role can do
Change prices and give discounts at the counter
Check every till, receive cash and close the business day
See dashboards and reports and export them

Ask your administrator
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

1 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.

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

1 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.
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2 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.
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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

1 Select Terminals.

You'll see: You see every registered counter, its branch, its last user and how many of your licence's
terminals are in use.

Exonita POS user manual Page 7 of 58



2 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.

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

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

You'll see: New bills use this series.

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

1 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.

TIP

Create kitchen-friendly categories, such as Starters, Mains, Breads and Beverages. Kitchen
stations are set up per category.
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TASK 6

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

WHERE Item Master

1 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.
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2 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.
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TASK 7

Check the invoice layout
Make sure the printed bill looks right.

WHERE Settings → Invoices

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

You'll see: Bills print with this layout.
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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

1 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.
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2 Select Waiters and add each waiter.

You'll see: Cashiers can choose the waiter on an order, and reports show sales per waiter.
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TASK 9

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

WHERE Settings → Kitchen

1 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.
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2 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.
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3 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.
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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

1 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.

TIP

Cashiers can't give discounts or change prices by default. Turn on those permissions only for
people you trust with them.
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TASK 11

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

WHERE Day Close

1 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.
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2 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.

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

1 Open Dashboard → Restaurant Dashboard for today's sales, orders and top dishes.

You'll see: The dashboard updates as bills are posted.
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2 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.

Exonita POS user manual Page 23 of 58



3 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.
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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
Take dine-in, pickup and delivery orders
Send orders to the kitchen (KOT)
Take cash, card, UPI and wallet payments, or split a payment
See today's bills and cancel a bill if needed
Open and close your own till and check your sales in My Shift

Ask your administrator
If 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.
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.

Exonita POS user manual Page 25 of 58



TASK 1

Sign in
Open your workspace with your own login.

WHERE Your web browser

1 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.
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2 Enter your Password and select Login.

You'll see: The restaurant counter opens.

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

1 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.
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2 Count the cash in your drawer and enter how many of each note and coin you have.
Leave everything at 0 if the drawer is empty.

You'll see: Total shows your opening cash.

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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3 Select Open Till.

You'll see: The counter is ready for orders.
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TASK 3

Take a dine-in order
Open a table and add what the guests ordered.

WHERE Restaurant counter → Dining

1 Select Dining.

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

TIP

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

You'll see: The table's order opens, with the menu on the left and the order on the right.
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3 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.
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4 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.

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

1 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.
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2 Select Print & Send KOT.

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

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

1 Select Pay or press F4 .

You'll see: The Payment screen shows the order summary on the left and payment modes on the
right.
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2 Choose Cash, Card, UPI or Wallet. For cash, select a Quick amount such as ₹500, or
type what the guest gave you in Cash Tendered.

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

TIP

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

Exonita POS user manual Page 38 of 58



3 Select Confirm Payment.

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

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

1 Select Pickup and add the dishes.

You'll see: The order gets a token number, shown next to pickup.
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2 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.
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TASK 7

Find, reprint or cancel a bill
Look up a bill you posted today.

WHERE Restaurant counter → Recent Invoices

1 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.
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2 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.

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

1 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.

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

1 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.
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2 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.

IMPORTANT

After you close your till you can't bill until you open a new one.
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EXONITA POS

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
See every table and which ones are free
Take an order and add notes for the kitchen
Send dishes to the kitchen
Move a table's order to another table
Ask the counter for the bill

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

1 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.

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)

1 Open Captain (table orders).

You'll see: Your tables appear. Free tables are green; Occupied and reserved tables are red.
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TASK 3

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

WHERE Captain → table

1 Tap the guests' table.

You'll see: The table's menu opens. The counter and the kitchen see the order straight away.
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2 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.
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3 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.

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

1 Tap Send to kitchen.

You'll see: The ticket prints at the right kitchen station. Sent dishes are marked Sent × with their
quantity.
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2 Check that the dishes now show as sent.

You'll see: The order is with the kitchen.
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TASK 5

Add to a running order
Guests ordered more after the first round.

WHERE Captain → table

1 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.
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TASK 6

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

WHERE Captain → table

1 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.

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

1 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.
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2 Confirm.

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

IMPORTANT

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