
OLC Online Application Retailer Instructions 

Thank you for applying to become an Oklahoma Lottery retailer. Our application process is now 
completely online for your convenience. This document will serve as a guide through the 
application process. If for any reason during this process, you have questions, please contact our 
Sales Administrative Coordinator at 405-522-7735. 

To access the Retailer Application please visit our website at: 
lottery.ok.gov/retailers/become-a-retailer 

CREATE AN ACCOUNT 

Create account by clicking on Create an Account button (shown below): 

Fill in all information fields (shown below): 

Click Create 



 
 

 

CREATE APPLICATION 
 
To begin filling out the Oklahoma Lottery Retailer Application, click Create Application  
(shown below): 

 
 
APPLICATION TYPE 
 
Select the appropriate application type from the drop-down menu (shown below): 
 

 
 
Select application type from the following choices: 

• Application for Individual Store (less than five stores) 
• New Chain First Store (own five or more stores and are applying for the first time) 
• Additional Chain Store (own five or more stores and already sell lottery in at least  

one of them) 
• Change of Bank Account (already a retailer and need to update bank account information) 

 
Once application type is selected, click Start Application. 
 



 
 

 

APPLICATION HOME SCREEN 
 
You will see the screen below. The online retailer application has seven (7) sections. 
 

1. Basic Store Information 
2. Ownership Information 
3. Personal Questionnaires 
4. General Information 
5. Marketing / Sales Information 
6. Electronic Funds Transfer (EFT) Information 
7. Certification Signature 

 

 
 
 
SECTION 1: BASIC STORE INFORMATION 
 
Please read information at the top of the screen, then select Basic Store Information from the 
Retailer Application Form by clicking on “Basic Store Information.” See screen shot below: 
 

 
 
 
 
 
 
 



Please enter information in all fields. Required fields are denoted with a red asterisk 
as shown below: 

The seven sections are shown on the left-hand side of the screen as shown above. 

Street Address - The OLC’s online retailer application website uses Google Maps. It offers to 
auto-populate the address fields based on information you type. You may select the correct one 
or you may manually type the entire address. 

Continue to fill out all fields. Once completed, click Next (as shown below) to save your 
information and proceed to the next section. 



SECTION 2: OWNERSHIP INFORMATION 

Enter information in all fields and click Next to continue to the following section- 
Section Three - Personal Questionnaires. 

SECTION 3: PERSONAL QUESTIONNAIRES 

Answer all questions and enter all applicable information. At the bottom of this page, click the 
+ADD PERSON to enter owner information. Each owner will have to complete a separate
Personal Questionnaire.



Once all owners are entered, the ownership % MUST equal 100% as shown below. Click Save. 
After all individuals have been added, click Next. 

Click the edit box (shown below-square box with pencil icon) to begin entering information for 
your Personal Questionnaire. 

Click Fill Now to fill out Personal Questionnaire at that time.   
To email this form to another owner, partner, etc., click Email this Form. Please use a unique 
email for each owner or partner. 

Enter all information and answer all questions. 
If you answer Yes to the “Are you married?” question, please enter your spouse’s information as 
shown below. 



Answer all questions by clicking on the appropriate radio button to the right of each question 
as shown below: 



• Type name in the Electronic Signature Box
• Click in the box if you agree with the statement
• Click Save



If there is an error in any section and you attempt to move to the next section, you will receive 
an error message: 

Address Section: 

• The user must enter information in the country and zip code fields before the state
information is populated.

• The user Must click Save Address before this section can be saved.
If the user does not save the address, an error will result in this section.

SECTION 4: GENERAL INFORMATION 

This section contains three questions that must be answered in order to move to the following 
section.Complete and click Next. 



 
 

 

SECTION 5: MARKETING / SALES INFORMATION 
 
Enter information in all fields, click Next to proceed to the next section. 
 

 
 
SECTION 6: EFT INFORMATION 
 
The EFT information does not have to be completed prior to submitting your application but it 
must be completed prior to the OLC approving the application. Please complete this section by 
filling out all fields then read the text after Retailer Authorization. Click the box next to Retailer 
Authorization if you agree with the statement and to certify your bank account has been properly 
set up as “In Trust of the Oklahoma Lottery.” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

If you do not have your EFT banking information when you fill out your online application, you 
may select the “I Do Not have EFT Details” button shown below. You will have to log in at a later 
time to complete. 
 
  

 
 

 
As part of the OLC’s review process, we will verify EFT information with your bank.  If the bank 
refuses to verify information over the phone, you will be required to print out and take a manual 
form for the banker to complete. If this occurs, we will reject the EFT section of the application, 
and the system will send you an automated email with the form needed to be filled out by you 
and the bank. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

SECTION 7: RETAILER CERTIFICATION 
 
The last section is the Retailer Certification. Please read all Contract Requirements text in the box 
with the scroll bar. You cannot move forward until you read/scroll through all the text. It is very 
important to read and know your responsibilities and requirements. 
 

• Click the Retailer Certification box 
• Sign name electronically by typing your name 
• Click Save 

 
PLEASE NOTE  
 
If you have not submitted your EFT information or you are missing information, you will see an 
Incomplete status in the upper right-hand corner of the next screen as shown below: 
 

 
 
Please complete any missing information or sections to be able to submit your application. 
 
When a section has been submitted successfully, a green check mark in a circle will appear as 
shown below: 

 
 
INFORMATION UPLOADS 
 

 
 
To complete the next items, click on the up arrow to upload the requested information, i.e. 
Identification, Certificate of Insurance and the voluntary Minority Business Information. You can 
choose a file from your computer or device and select Upload.   
 

 
 
 
 

(USER NAME APPEARS HERE) 



 
 

 

W-9 
 
To enter the W9 information, click on the W9 text to bring up the following form: 
 

 
 

 
 
 
 



 
 

 

For question three, chose one of the 6 federal tax classifications: 
   

• If you select LLC, you must designate the tax classification by typing in a C, S or P.  
o (If this classification is not selected, the OLC will reject this form and you will have 

to complete again. The system will send an automatically generated email of the 
rejection and to complete the requested information.) 

 
• Certain information will be auto-populated from data entered in your application. Enter 

the remaining required information. 
 
 

• Click signature line. The pop-up shown below will appear. Please type name and read 
and select the authorization box if you agree. 

 

 
 
 
You will be returned to application home screen. When all required information is entered,  
a Submit Application button will appear. Click to submit your application for OLC review and 
processing. 
 

 
 
 
 
 
 
 
 
 



 
 

 

A verification/notification pop-up will appear. 
 

 
 
When OK is clicked, the application will be changed to “In Approval Process.” 
 

 
 
You will be notified by the online retailer application system when your application has been 
approved. The email will contain your Certificate of Authorization. Please print and post this 
certificate in a viewable location within your store. An example email follows: 
 

EXAMPLE EMAIL: 

17 May 2022 

OLC Retailer Name 

Street Address 

City, State Zip Code 

                     
Dear Lottery Retailer 000000, 

Attached is your Oklahoma Lottery Commission Certificate of Authority for the retail location 
listed above. 

Title 3A, Section 717-D of the Oklahoma Lottery Statutes requires the Oklahoma Lottery 
Commission to issue the enclosed certificate of authority to all contracted lottery retailers. 

You must post and conspicuously display this certificate at your location at all times.  By doing 
so, you also agree to comply with the law, rules, retailer directives, and procedures of the 
Oklahoma Lottery Commission. 
 



 
 

 

 
 

OLC RETAILER NAME 

000000 


