
Adding Tag Ranges into PetPoint 

1. Go to Licensing >License Management 

 

2. Scroll down and complete the first box titled “Range Detail” : 
a. Check the Add Prefix? Box YES and enter “27-“ for 2027 license tags (or 28- for 

2028 etc).  You must add the dash after the number!  
b. Click the check boxes for Allow Manual Entry? and Allow Preceding Zero(s)? 
c. Enter your first tag number in the Start Number box and your last tag number in 

the range in the End Number box.  Please note that if you have an interrupted 
range (i.e. 1-50 and 201-250) you’ll have to repeat this process for each 
sequential range.  

d. Leave all other field blank.  
e. Click SAVE in the bottom right corner.  DO NOT click Add.  

 
 
 

3. Move to the LICENSE TYPES box 



a. In the ISSUER box, choose Maine Animal Welfare Program 
b. In the RESELLER box choose your own Municipality 
c. In the LICENSE TYPE box you will make 5 selections, repeating step a-c for 

each selection.  
i. Dog License -State of Maine Dog Licensing- Altered 

ii. Dog License-State of Maine Dog Licensing- Unaltered 
iii. $1 Transfer License 
iv. Replacement Tag 
v. Service/K9/S&R License 

 

d. Once you have added all 5 license types click UPDATE in the bottom right 
corner of the page.  

 



REPEAT for any non-sequential ranges.  

The range(s) will then show up in your drop down when you are licensing, but you may have 
to log off and back on to see them.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



INACTIVATING PRIOR YEAR’s RANGE(s)  If you would like to remove prior year(s)’ range(s) 
from your dropdown at the end of the year, you can do this through the LICENSING 
MANAGEMENT MODULE as well.  

1. Licensing>License Management 

 
2. You will need to know the range you used the prior year to find it in the listings, 

search through the pages for the correct range numbers.  Click the three dots at the 
right end of the page numbers to scroll to the next group of pages.  

 
 
 
 
 
 
 
 



3. Once you have found your range that you wish to inactivate, click on the green DATE 
button to the left of that range.  

 
 

4.  Once you have clicked on the DATE button, that range is highlighted in green.  
Double check to be sure it is the correct range you wish to inactivate!   Then  

 
 

5. Once you have confirmed that you have selected the correct range to inactivate, 
scroll down to the RANGE DETAIL BOX and click the INACTIVE button on the far right 
side of the box.  

 
 



6. Scroll to the bottom of the page and click UPDATE on the bottom right.  

 
 
Once you have completed this process, the inactive range will disappear from your 
dropdown in the licensing module.  


