
State of Maine 
Dog Licensing Database User 

Refresher Training
August 13, 2025



Housekeeping: 
What we’ll cover today:

1.  Resources
2.  Instructions

3.  Renewals
4.  Kennels for 2026
5.  Monthly reporting
6. Renewal Notices

7. 2026 Online License Sales



Housekeeping: Questions

If you have a personal/specific question about a 
situation you are handling, please email 
doglicensing.awp@maine.gov with that question.  

If you have a general question, please type it into the 
chat. Some questions will be promptly answered in the 
chat, and for others, we will provide written 
answers/instructions and post them in the 
Municipality Resources section of AWP’s website 
within the next week.

mailto:doglicensing.awp@maine.gov


State of Maine 
Dog Licensing Database:

Resources



Animal Welfare Program “Municipality Resources” is where you will find all info!

https://www.maine.gov/dacf/ahw/animal_welfare/municipality/index.shtml



Open Help Sessions Weekly via Microsoft Teams
Schedule and link posted on the Municipality 

Resources page of AWP website

Wednesday, Sept 17, 11-12
Tuesday,  Sept 23, 12-1

Wednesday, Oct 1, 11-12
Tuesday, Oct 7, 12-1

Beginning October 15:
Every Tuesday, 12-1

Every Wednesday, 11-12

Holiday Weeks will be modified! 



State of Maine 
Dog Licensing Database:

Instructions





State of Maine 
Dog Licensing Database:

Renewals for 2026



If you have a new pet owner 
who needs a 2025 and 2026 

license at the same time, issue 
the 2025 first, carefully 

checking the expiration date to 
be 12/31/2025.   

Then issue a renewal following 
the renewal instructions for the 

2026 license. 



Log in at www.petpoint.com/sms3



Click on LICENSING, then Search/Edit License in the drop down



Click on RENEW at the bottom of the License field. 



AFTER you have selected RENEW choose the Criteria to search for the license you are renewing: You can use 
person information, animal information, or last year’s license number.   Enter info for your criteria, and click 
FIND. 



Select the license you wish to renew by clicking on the GREEN license tab for the correct pet/license



You will land on the DETAILS tab.  You can click back to the ANIMAL TAB if you have any updates to the animal (typically if the dog 
got spayed/neutered since last year).  
In a renewal, the Expiration date should automatically come up as 12/31/2026 (end of the NEXT licensing year)! If it is not there or 
says end of the current year, you are EDITING not RENEWING. 
If your 2026 tags don’t show in the drop down, uncheck and then recheck “Use Ranges?”. This should correct that issue. 
Select Your Range and enter your tag number in the License # field.  Scroll down to Vaccination details. 



If the last entered rabies 
vaccine is still valid, keep 
scrolling down.   
The Re-vacc date determines 
when a new vaccine is 
required.

If a new one needs to be 
entered, enter it now :

Status date/time= 
vaccination date

Vaccine= choose 1 yr or 
3 yr

Add tag number/vet info from 
certificate in PET ID fields. 

Click green ADD 
VACCINATION button.



Scroll to bottom and click the SUBMIT LICENSE button. 



Once you submit the license, you will land on the SUMMARY TAB, where you print the license contract and create your 
receipt.  REMINDER – YOU MUST CREATE A RECEIPT.  If you choose to upload any files, you do it under the FILES tab.



Print the license by clicking Contract, then Print . The Contract IS the license document.
Make sure the physical tag matches the tag you entered, and tape it to the printed license.
Next, click Create Receipt to complete the payment transaction record. YOU MUST CREATE A RECEIPT. 



The Person’s info will autofill and the license will autofill as a receipt item.

Other possible receipt items are 2025 License, Late Fees, or a Dangerous dog sign. Use the “Item Name” drop-
down and “Add” to add items. 

The license will autofill on the receipt.    Scroll down until you see today’s license. 



Select your municipality’s Cash Drawer (this should be a default setting for each user- contact us if it is not!)
Choose the correct form of payment and enter the amount paid, and the balance (in red) will zero out.   You cannot 
process a credit card through this system; this is for documentation only.  Use your municipality’s credit card system. 
If payment is by check, you may add the check number in the Reference section
Add any note you wish to add on the Receipt Notes and click Submit Receipt



Click Print for a paper copy

Click Email if you entered an email 
in their person record

Send link will not function with this 
database.





State of Maine 
Dog Licensing Database:
Municipal Kennel Licenses for 2026



Effective 9/28/25 Municipal Kennel Licenses are  §3932-B Kennel 
Licenses obtained from DACF. 

Municipalities still have a role in licensing:  ACOs must inspect these 
facilities annually before the owner can submit the application or 
renewal to AWP.  

20% of the fees will go back to municipalities. 

These kennel licenses will still be in the statewide database. 

There are no more kennel tags; dogs will be issued individual tags by 
AWP. 

Municipalities must have a VENDOR CODE for payment from the state. 
Payments to municipalities will be made twice a year. 



State of Maine 
Dog Licensing Database:

Monthly Reporting to AWP



Old form reports will not be accepted for licenses sold after July 31, 2025 

Beginning in September, with the August sales report, the full Receipt Revenue Report must be submitted.  
Submit all pages. 



Go to Reports>
Report Website

A new window will open



CLICK on FINANCE



CLICK on RECEIPT: REVENUE



Enter the dates you are wishing to pull data from.
Select your municipality’s CASH DRAWER

Group By 1= Item name ,  Group By 2= Account Code, Detail/Summary=Summary
Click Submit



The Revenue Report will list all licenses sold by category, and will give a total per category.
At the bottom of the page, you will see a summary. 

The Total Price was your total sales, and the TOTAL COST is the amount to send to AWP. 

If you believe there is an error in your report, use License Express or License Extended Report to cross-check your 
licenses to receipts. Most errors in 2025 have been due to missing receipts or duplicate receipts being entered. 



You can expand to see detail by clicking on the small box next to the license type.
To make this a PDF or another format click on the floppy disc icon at the top.

To print, use the printer icon. 



State of Maine 
Dog Licensing Database:

Renewal Notices



DACF will send renewal notices to every dog owner with an email address in the database just before 
October 15th, with reminders in December and mid-January. 

The reminders will clearly state that they can use online licensing if their town participates in e-sales 
or that they should visit their town office if their town does not participate. 



To create renewal notices, go to Reports>Report Website from the home page. 



Choose LICENSING >
License: Renewal Notice



License Reseller = Your 
Municipality

Combine Household Animals: 
places all animals in the 

household in one document. 

Notice Number 1st, 2nd or 3rd

Scroll down



Based On= Expiry Date

Date To:  12/31/25 (end of 
current year)

All other fields can remain in 
default settings. 

Submit



Notices will have AWP’s return 
address on them, but will direct 

people to their municipal office to 
purchase their 2026 license. 

When tri-folded, the owner’s name 
and address will appear in a 

number 10 window envelope. 



Alternatives to Notices created within Petpoint: 

License Extended Report + mail merge into your own letter or postcard or labels

License:Mail Labels by zip code

Always use the EXPIRATION/EXPIRY date for renewal notices. 

Sort by license status and delete inactive licenses (these have already been renewed) and 
canceled licenses (people have moved away, dogs have passed away etc.) 



State of Maine 
Dog Licensing Database:

Online License Sales



Online License Sales for 2026 and tag distribution will be handled by the Department, same as 2025. 

If a person is in the system, they can access their info in the online sales portal with:
1. License# (they must enter 25-tag number) and last name

2. Person # and last name
3. Email address and password if they purchased online last year



Online licensing now has the correct City drop-downs within each zip code. 



Municipalities not previously participating in online license sales who wish to participate in 
2026 should email animal.welfare@maine.gov.   

You will need to provide your town’s state vendor number so that you can be paid next spring. 

mailto:animal.welfare@maine.gov


Stuck?



Stuck?

Community Section of 
database

PetPoint Users Network on 
facebook

Email 
doglicensing.awp@maine.gov

Set up a Teams 
appointment through our 

Bookings link: 
Bookings Link

mailto:doglicensing.awp@maine.gov
https://outlook.office365.com/book/Bookings-MaineDogLicensingAssistance@Maine.gov/?ismsaljsauthenabled

	��State of Maine �Dog Licensing Database User Refresher Training�August 13, 2025
	��Housekeeping: �What we’ll cover today:��1.  Resources�2.  Instructions�3.  Renewals�4.  Kennels for 2026�5.  Monthly reporting�6. Renewal Notices�7. 2026 Online License Sales���
	��Housekeeping: Questions� �If you have a personal/specific question about a situation you are handling, please email doglicensing.awp@maine.gov with that question.  ��If you have a general question, please type it into the chat. Some questions will be promptly answered in the chat, and for others, we will provide written answers/instructions and post them in the Municipality Resources section of AWP’s website within the next week.���
	State of Maine �Dog Licensing Database:�Resources
	��Animal Welfare Program “Municipality Resources” is where you will find all info!��https://www.maine.gov/dacf/ahw/animal_welfare/municipality/index.shtml�������
	����������Open Help Sessions Weekly via Microsoft Teams�Schedule and link posted on the Municipality Resources page of AWP website��Wednesday, Sept 17, 11-12�Tuesday,  Sept 23, 12-1�Wednesday, Oct 1, 11-12�Tuesday, Oct 7, 12-1��Beginning October 15:�Every Tuesday, 12-1�Every Wednesday, 11-12����Holiday Weeks will be modified! �����������
	State of Maine �Dog Licensing Database:�Instructions
	������������
	State of Maine �Dog Licensing Database:�Renewals for 2026
	����������If you have a new pet owner who needs a 2025 and 2026 license at the same time, issue the 2025 first, carefully checking the expiration date to be 12/31/2025.   ��Then issue a renewal following the renewal instructions for the 2026 license. ���
	Log in at www.petpoint.com/sms3
	Click on LICENSING, then Search/Edit License in the drop down
	Click on RENEW at the bottom of the License field. ��
	AFTER you have selected RENEW choose the Criteria to search for the license you are renewing: You can use person information, animal information, or last year’s license number.   Enter info for your criteria, and click FIND. ��
	Select the license you wish to renew by clicking on the GREEN license tab for the correct pet/license��
	You will land on the DETAILS tab.  You can click back to the ANIMAL TAB if you have any updates to the animal (typically if the dog got spayed/neutered since last year).  �In a renewal, the Expiration date should automatically come up as 12/31/2026 (end of the NEXT licensing year)! If it is not there or says end of the current year, you are EDITING not RENEWING. �If your 2026 tags don’t show in the drop down, uncheck and then recheck “Use Ranges?”. This should correct that issue. �Select Your Range and enter your tag number in the License # field.  Scroll down to Vaccination details. ��
	If the last entered rabies vaccine is still valid, keep scrolling down.   �The Re-vacc date determines when a new vaccine is required.����If a new one needs to be entered, enter it now :��Status date/time= vaccination date��Vaccine= choose 1 yr or �3 yr��Add tag number/vet info from certificate in PET ID fields. ��Click green ADD VACCINATION button.
	Scroll to bottom and click the SUBMIT LICENSE button. 
	Once you submit the license, you will land on the SUMMARY TAB, where you print the license contract and create your receipt.  REMINDER – YOU MUST CREATE A RECEIPT.  If you choose to upload any files, you do it under the FILES tab.
	���Print the license by clicking Contract, then Print . The Contract IS the license document.��Make sure the physical tag matches the tag you entered, and tape it to the printed license.��Next, click Create Receipt to complete the payment transaction record. YOU MUST CREATE A RECEIPT. �
	The Person’s info will autofill and the license will autofill as a receipt item.��Other possible receipt items are 2025 License, Late Fees, or a Dangerous dog sign. Use the “Item Name” drop-down and “Add” to add items. ��The license will autofill on the receipt.    Scroll down until you see today’s license. �
	Select your municipality’s Cash Drawer (this should be a default setting for each user- contact us if it is not!)�Choose the correct form of payment and enter the amount paid, and the balance (in red) will zero out.   You cannot process a credit card through this system; this is for documentation only.  Use your municipality’s credit card system. �If payment is by check, you may add the check number in the Reference section�Add any note you wish to add on the Receipt Notes and click Submit Receipt�
	Click Print for a paper copy��Click Email if you entered an email in their person record��Send link will not function with this database.�
	Slide Number 24
	State of Maine �Dog Licensing Database:�Municipal Kennel Licenses for 2026�
	�Effective 9/28/25 Municipal Kennel Licenses are  §3932-B Kennel Licenses obtained from DACF. ��Municipalities still have a role in licensing:  ACOs must inspect these facilities annually before the owner can submit the application or renewal to AWP.  ��20% of the fees will go back to municipalities. ��These kennel licenses will still be in the statewide database. ��There are no more kennel tags; dogs will be issued individual tags by AWP. ��Municipalities must have a VENDOR CODE for payment from the state. Payments to municipalities will be made twice a year. �
	State of Maine �Dog Licensing Database:�Monthly Reporting to AWP�
	Old form reports will not be accepted for licenses sold after July 31, 2025 ��Beginning in September, with the August sales report, the full Receipt Revenue Report must be submitted.  Submit all pages. �
	Go to Reports>�Report Website�A new window will open
	��CLICK on FINANCE���������
	��CLICK on RECEIPT: REVENUE���������
	Enter the dates you are wishing to pull data from.�Select your municipality’s CASH DRAWER�Group By 1= Item name ,  Group By 2= Account Code, Detail/Summary=Summary�Click Submit����������
	The Revenue Report will list all licenses sold by category, and will give a total per category.�  At the bottom of the page, you will see a summary. �The Total Price was your total sales, and the TOTAL COST is the amount to send to AWP. � �If you believe there is an error in your report, use License Express or License Extended Report to cross-check your licenses to receipts. Most errors in 2025 have been due to missing receipts or duplicate receipts being entered. ����������
	You can expand to see detail by clicking on the small box next to the license type.�To make this a PDF or another format click on the floppy disc icon at the top.�To print, use the printer icon. ����������
	State of Maine �Dog Licensing Database:�Renewal Notices�
	DACF will send renewal notices to every dog owner with an email address in the database just before October 15th, with reminders in December and mid-January. ��The reminders will clearly state that they can use online licensing if their town participates in e-sales or that they should visit their town office if their town does not participate. �
	To create renewal notices, go to Reports>Report Website from the home page. �
	Choose LICENSING >�License: Renewal Notice�
	License Reseller = Your Municipality��Combine Household Animals: places all animals in the household in one document. ��Notice Number 1st, 2nd or 3rd��Scroll down��
	Based On= Expiry Date��Date To:  12/31/25 (end of current year)��All other fields can remain in default settings. ��Submit����
	���Notices will have AWP’s return address on them, but will direct people to their municipal office to purchase their 2026 license. ��When tri-folded, the owner’s name and address will appear in a number 10 window envelope. ������
	��Alternatives to Notices created within Petpoint: ��License Extended Report + mail merge into your own letter or postcard or labels��License:Mail Labels by zip code��Always use the EXPIRATION/EXPIRY date for renewal notices. ��Sort by license status and delete inactive licenses (these have already been renewed) and canceled licenses (people have moved away, dogs have passed away etc.) ��
	State of Maine �Dog Licensing Database:�Online License Sales�
	Online License Sales for 2026 and tag distribution will be handled by the Department, same as 2025. ��If a person is in the system, they can access their info in the online sales portal with:�1. License# (they must enter 25-tag number) and last name�2. Person # and last name�3. Email address and password if they purchased online last year�
	Online licensing now has the correct City drop-downs within each zip code. �
	Municipalities not previously participating in online license sales who wish to participate in 2026 should email animal.welfare@maine.gov.   ��You will need to provide your town’s state vendor number so that you can be paid next spring. �
	�����������Stuck? ������������
	�����������Stuck? ��Community Section of database��PetPoint Users Network on facebook��Email doglicensing.awp@maine.gov ��Set up a Teams appointment through our Bookings link: �Bookings Link �

