
QUICK REFERENCE GUIDE 
‘ADJUSTMENTS’ 

 
PLEASE POST NEAR TERMINAL FOR CLERK ASSISTANCE 

 
Adjustments are only granted for damaged or illegible tickets due to a malfunction of the 
terminal. Tickets not damaged or illegible should be sold or canceled. 
 
Follow the steps below in order to be considered for a credit: 
 

FIX  FIX  FIX 
Fix problem, paper jam, out of paper. Etc. 
 

Can the ticket(s) be canceled? Tickets that can be canceled such as Pick 3, Pick 4, and 
Kentucky Cash Ball must be canceled within 60 minutes of being produced. Accounting cannot 
issue credit.  

 

Reprint! Reprint! Reprint! 
Once the problem has been fixed press the ‘Reprint’ button at the top of the screen and 
Reprint Last Online transaction and Last Online Pay to be mailed along with other ticket parts 
and the Online Adjustment Request form. The bad ticket won’t necessarily show on this report, 
but it will help accounting find problems on internal reports. 
Reprints are for the accounting department only, do not give to customer. 

 
Keep all pieces of the bad ticket, even if they are torn, not legible or in pieces. 
Accounting needs everything to reproduce the ticket so you can receive proper credit. 
 

Attach all parts of the bad ticket, including reprints of Last Online transaction & Last 
Online Pay along with any transaction reports (Sales display) to the Adjustment Form. 
Indicate day of incident, time of day, game, and what was produced before and after the 
bad ticket. 
 

Fill out Adjustment Form completely 
Fill out only one Adjustment Form per incident. Multiple tickets of the same game should be on 
one form. If incident is on several games, an adjustment form must be filled out for 
‘each’ game, but can be mailed in the same envelope. Accounting needs complete details 
on why the ticket was damaged or did not produce. Always include retailer number on the 
adjustment request form. 
 

Mail in adjustment forms in postage paid envelope immediately! You have 2 weeks (14 
days) from date bad ticket was produced to mail to Accounting. If Accounting receives 
adjustment after 2 weeks (14 days), it will automatically be denied. 

 

Promotional tickets along with Entry Forms must be mailed along with damaged or 
illegible ticket to be considered for an adjustment. 
 

Power Ball, Mega Millions and Decades of Dollars are multi-state games that the KLC is 
responsible for half of the cost of tickets that are returned for adjustment. Consequently, the 
lottery has taken the position that any Power Ball or Mega Millions tickets sent in for 
adjustments that are not damaged or illegible due to malfunction will be credited for half the 
amount requested, less any commissions earned. 

 
 Any questions should be directed to the billing department at 800-937-8946 option #2. 

 
 

Adjustment Form Example 
 



 


