
Changing a Dog License from Unaltered to Altered 

1. If you have already issued an unaltered receipt, you need to void the receipt.  Even if 
you changed the price, it will still report as unaltered.  
 

2. Go to the dog’s profile and click on the green pencil to edit the profile 
 

 
 

3. You will go to the “Spayed/Neutered” drop-down to change the status to YES to 
signify the dog is altered, then click the green SAVE at the bottom right corner of the 
pop-up.  

 



4. You must wait a few minutes before moving to the next step as it sometimes takes a 
few minutes for the system to catch that you’ve updated the dog’s spay/neuter 
status.  

5. Next you will go to Search/Edit license 

 
 

6. Use your preferred search parameters to find the license you wish to edit, be sure 
the EDIT button is selected, click FIND.  

 
 

7. On the DETAILS tab, you will change the license type to ALTERED.  If 'ALTERED' isn’t 
showing, you may need to come back in a few minutes or double-check to ensure 
you have updated the dog to 'ALTERED'.   You will need to re-enter the range and tag 
number. Scroll down and hit SUBMIT LICENSE.  

 



8.  Submit a new receipt for the correct amount/correct license type on the SUMMARY 
Tab 

 
 

9. If you need the receipt backdated, email the receipt number and the date you need 
it backdated to doglicensing.awp@maine.gov  
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