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1. Open CAP SellWise Pro 
 

2. Setup a Lottery Department  
A. It is necessary to setup a lottery department for tracking purposes. 

 B. Go To: Help → Configuration → Departments 
 C. Add a Department named “Lotto.” 
 D. You can setup Sub Departments named “Tickets” and another named “Payouts” if  
                  desired. 
 E. Accept and Cancel from Configuration. 
 

 
 

 

3. Setup Inventory Items 
A. Open the Inventory Module to add Inventory Items. 
B. Add an Inventory item named “Lotto.” (See Images below for reference) 

i. Set as a non-taxable item. 
ii. Attach appropriate Lottery Department. 

iii. Add appropriate List Price. This can be a $0.00 item if necessary. 
iv. From the Additional Information Tab, set Discounts Allowed to No. 
v. From the Additional Information Tab, set Non Decrementing to Yes. 

vi. From the Additional Information Tab, add Age Verification. 
C. Add an Inventory item named “Scratch Off.” (See Images below for reference) 

 (Scratch offs can be added by specific names of Lotto tickets or by dollar amount) 

i. Set as a non-taxable item. 
ii. Attach appropriate Lottery Department. 

iii. Add appropriate List Price. 
iv. From the Additional Information Tab, set Discounts Allowed to No. 
v. From the Additional Information Tab, add Age Verification. 
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D. Add an Inventory item named “Lotto Payout.” (See Images below for reference) 
i. Set as a non-taxable item. 

ii. Attach appropriate Lottery Department. 
iii. Set List Price to $0.00. 
iv. From the Additional Information Tab, set Discounts Allowed to No. 
v. From the Additional Information Tab, set Non Decrementing to Yes. 

vi. From the Additional Information Tab, add Age Verification. 
 (Highlighted areas below show key fields to enter for Lotto, Scratch Off and Lotto Payout) 

 
 

 

 



Page 4 of 6 
 

www.capretail.com, sales@capretail.com, support@capretail.com 

Sales (800) 826-5009, Support (817) 560-7007 Monday - Friday, 8:00am-6:00pm Central Time 

 
 

4. Setup Configuration 
A. It is important Configuration is setup correctly for Lottery Tickets to work. 
B. Go To: Help → Configuration → Phone/Shipping/Lottery Miscellaneous 
C. Under the Lottery section, add the ‘Department Code used for Lottery Sales.’ 
D. Under the Lottery section, add the ‘Stock Locater used for Lottery Sales (used on 

Quick Keys.)’ 
E. Under the Lottery section, add the ‘Stock Locater used for Lottery Payouts.’ 
F. Under the Lottery section, add the ‘Store Percentage of Lottery Sales’ based on the 

State requirements. 
G. Accept and Cancel from Phone/Shipping/Lottery Miscellaneous. 
H. From the main Configuration screen, open Store Settings. 
I. Under the POS section, select Yes in ‘Prompt for Price when Price is $0.00.’ 
J. Accept, Cancel then Exit Store Settings. 
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K. From the main Configuration screen, create a shortcut key for Lotto Payout. 
(The created Shortcut Key will flag the system and prompt you to add a dollar 

amount to pay the customer back for their winnings.) 
L. If desired, create Shortcut Keys for Lottery Tickets and Scratch Offs. 
M. Cancel then Exit from Configuration. 
N. Exit from POS and re-open for Configuration settings to take effect. 

 

5. POS 
A. Open the POS module and tender sales as normal. 
B. When you choose a Lotto Ticket or Scratch off Shortcut Key, an age verification 

screen will appear. Enter the customer’s birthdate and Accept. 
C. When you choose the Lotto Payout Shortcut key, a Dollar Amount screen will 

appear. Enter in the dollar of the winnings and Accept. 
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6. Reports 
A. There are two main reports that show Lottery Sales 
B. Open the Reports Module and select Sales Summary. This report will show the 

analysis of sales, cost of goods and taxes on profit from sales activities. 
 

 
 

C. From the Reports Module, open Sales by Department. This report will show the 
breakdown of sales, in detail or summarized by department. 

 

 
 
 
 

 
 
 

 
 

 
 

 
 


