
Welcome to the 
Retailer Portal



Designed to 
Increase Your Efficiency 

& Save You Time 



Pin-Point Potential Inventory Loss

Compare Sales Trends by Store

Streamline Transactional Balancing

Simplify Inventory Auditing

Solve Accounting Anomalies



Step 1:
Sign Up





You will need your 
retailer number, 

federal and state tax 
ID to gain access.



Be sure to click the link in 
the confirmation email 
to activate your account 
access!





Step 2:
Log-In





Step 2:
Add Other Users





Grant access to store specific 
information to store managers or 
others by selecting a store name 
from the retailer account menu 
and giving them a user name. 
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Tip: Input the user’s 
work email address for 

security purposes.

@



Update a user’s status to 
disable access or reset 
passwords at anytime.





The subordinate user must

click the link 
in the confirmation email 
to activate their account.



Step 4:
Download Reports





When accessing reports, you will see the name of the 
store or corporate account for which the report will 
generate depending on your level of access.  

There are three different types 
of reports you can access:

Invoices: Reports concerning 
your invoices and financial 
transactions.

Instant Inventory: Reports 
concerning orders, shipments 
and pack status for scratch-off 
games.

Sales: Reports concerning your 
sales by game.
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Let’s Look at 
Invoice Report 
Options



The Invoice Summary provides a 
“rolled up total” for the invoice 
week.

The Invoice Detail breaks down 
transactional data for each day of 
the invoice period.
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You can select a particular 
retailer number(s) or none to 
view the amount for all stores. 

Select the date of the invoice.

Decide whether to view as an 
Adobe pdf or as an Excel 
document.



The Invoice Summary 
provides a “rolled up 
total” for the invoice 
week for each store with 
including the final sweep 
amount for the chain.
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You can select a particular retailer 
number or none to receive the 
invoice detail for all stores. In this 
case, we selected one retailer.

Select the date of the invoice.

Decide whether to view as an 
Adobe pdf or as an Excel 
document.



The Invoice Detail shows daily 
invoice items for the invoice period 
including online game sales and 
instant settlements, cashes, 
commission, cancels and returns, 
any selling bonus and cashing 
incentives, and adjustments that 
make up the final invoice amount.
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Now, Let’s Check Out
Instant Inventory 
Report Options


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The Retailer Order Detail Report 
provides information on all scratch-
off orders in a date range or by 
manifest number.

Select a particular retailer or none 
to orders for all stores.

Select a date range OR enter a 
manifest number to view a specific 
order.



The Retailer 
Order Detail 
Report includes 
the manifest 
and UPS 
tracking 
number for the 
order as well as 
the games, 
price point, 
pack number 
and cost for 
each pack in 
the order. 

You can also 
view when the 
order was 
placed, filled, 
shipped and 
confirmed by the 
store.
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The Instant Returns Detail  
Report provides information 
regarding scratch-off returns.

Select a particular retailer or 
none to view returns for all 
stores.

Select a date range.

Choose a particular game or 
“ALL” to have all returns in the 
date range included.



The Instant Return Detail Report includes the retailer name, game, pack and ticket number 
range, as well as their cost and the associated unearned commission for the date range 
selected.
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The Instant Pack History Report 
provides status changes of 
scratch-off game packs 
assigned to a store.

Select a particular retailer or 
none to view information for 
all stores.

Select a date range.

Choose a game to search or 
“ALL” to have all packs assigned 
in the date range included.
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The Instant Pack History 
Report includes the game 
name and pack number, 
cost, pack and billing 
status for all packs 
assigned to the retailer in 
the date range which had 
a status change.



The Retailer Inventory Status 
Report provides a list of 
scratch-off games by store that 
have been settled and/or 
returned.

Select a particular retailer or 
none to view information for 
all stores.

Select an invoice period.



The Retailer Inventory Status 
Report includes the game 
number, price point, pack 
number, manifest number, 
date the order was confirmed 
and the date the pack was 
activated for all games that 
settled or were at a the retailer 
during the selected invoice 
week.
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The Activations and Returns 
Report provides a summary 
activated games and returns 
of instant tickets.

Select a particular retailer or 
none to view the information 
“rolled up” for the entire 
chain.

Select a date range.

Choose a game to search or 
“ALL” to have all activated or 
returned games in the date 
range included.



The Activations and Returns Report includes the number of tickets, packs and dollar value of 
activated games minus the number of tickets, packs and dollar value of those games 
returned.

In this case, we searched for a particular retailer and game during the month of July.



Let’s Dig into the
Sales Report 
Options



The Retailer Sales Activity 
Detail Report provides a 
breakdown by store of gross 
game sales within a date 
range.

The Retailer Adjustments 
Report list any account 
adjustments made during a 
date range.
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Select a particular retailer or 
none to view sales 
information for all stores.

Select a date range.

Indicate the type of file you 
would like to view.



The Retailer Sales Activity Detail Report includes sales by game and related 
returns, cashes, sales commission and incentives as well as the net amount 
paid to the Lottery by the retailer during the specified date range.

785620 
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The Retailer Adjustments 
Report provides a list by store 
of all adjustments made 
within a date range.

Select a particular retailer(s) 
or none to view information 
for all stores.

Select a date range.



The Retailer Adjustments Report lists all adjustments made within a date 
range, including the quarterly claim incentives earned and the weekly 
communications fee. 
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Find Out How to 
Download Data





The Data Export feature 
allows you to download all 
store raw data for a date 
range into a comma 
delimited file for ease of 
importing into accounting 
systems. 
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Transactions Download will 
provide store transactional 
data for the date range 
including sales, cashes and 
cancels by game and instant 
settlements for each day and 
retailer.

Inventory Download will 
provide instant order 
manifest number, game 
name, number and pack 
number and status for 
inventory by retailer, as well 
as the date it was confirmed, 
activated, settled and/or 
returned in the date range. 
(Similar to the Inventory 
Status Report.)
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Order Download includes 
the manifest number, UPS 
tracking number, game/pack 
information and cost for 
every pack of tickets 
included in an order, as well 
as the date it was ordered, 
filled, shipped and 
confirmed for each retailer in 
the date range. (Similar to 
the Retailer Order Detail 
Report.)

UPC Download will provide a 
list of all active and pending 
games, including the game 
number, start and end date, 
ticket cost and related UPC 
code.



It’s FREE!
It’s EASY!
Get Access Today!


