
State of Maine 
Dog Licensing Database User 

Training: Pre-entering data



Log in at www.petpoint.com/sms3



Can we enter pet and owner 
information into the system 
before October 15? 

YES!
If you want to enter people 
only, proceed to the next slide.

If you want to enter people and 
pet information together, jump 
to slide #14

See slide #22 to learn about 
related people



Always SEARCH FIRST!  Person may already be in the system. Enter first, last, or both. Or even address or 
phone number.  Hit enter (or the large looking glass icon). Be sure to check under the PERSON tab for 
results!  



To Create a new person click on the Green  “+”  icon and choose “Person”



A pop up will open where you will enter the person’s information. 
For licensing: Name, Address, Phone Number are needed. Email is encouraged.  



Click the green + icons for each field to enter. If you open one mistakenly and don’t have info to 
enter, you need to click the red trash can to get rid of the field. 



Remember to add the Jurisdiction! 
The Consent field can be yes or no, but if you choose no, you will not be able to email receipts from within 

the system.   Click the green SAVE Button. 



Your person is entered! 



The pop-up will allow you to choose your ‘related person’ and the relationship.  
Then click SAVE.





Can we enter 
people and pet 
information into the 
system before 
October 15? 

YES!



To pre-enter a person and their pet together, click on the Green + icon on the home page, then select 
“Ownership” from the drop down



Search for the person first, select the drop down if they are listed.   If they are not listed, click the green + 
icon to the right of the Person field to create a new person them.   



If you are creating the person, fill out as many fields as possible at minimum name, address and phone number. 
You can also add multiple phone numbers, or a mailing address by clicking the green + icon next to the category to 
open multiple fields.  
Choose the correct TYPE for each field if you are entering multiple.   If you open too many, click the red trash can to 
eliminate what you don’t need!  Click SAVE.



Search for the DOG.  If they are not in the system, click the green + icon next to the Animal field to create 
the dog. 



If you are creating the dog, minimum fields for licensing: 
Name, Type (dog), Primary Breed, Estimated Birthday/Age, Age Group, Sex, Spayed/Neutered, Size, 
Primary Color, Bitten Status, Animal Condition (will default to Unknown).  Click SAVE.



You can add a second pet, by clicking the green + icon and following the same steps.  
Click SAVE on this screen when done.     



Your dog is entered!  You can add IDs (last year’s license number, rabies tag number) by clicking the “Identifications” 
Tab and scrolling down.   
You can enter a microchip number under Microchip. (free nationwide registration; owners will receive an email 
confirming registration)
You can upload a rabies certificate under the Memos/Files Tab; you can upload a Photo under the Photos/Video Tab.



After you click the Green + for Pet ID, you will receive the pop-up below. Choose TYPE 
and enter the ID number. These are the only two required fields for search purposes.  
Click SAVE.





Can we enter an 
emergency contact 
or a spouse/family 
member? 

YES!



What is a “Related Person”?   

It’s exactly what you’d expect. You can connect a spouse, family member, neighbor, friend.  Both people need to 
be in the system before you can connect them.    These are often used as emergency contacts for animal control 
or shelters. 

To connect people in the database, click on the ‘Related Persons’ tab and then the green + icon.



The related person will then show up in each person’s 
record under the related persons tab.  



When you go to license the dogs, you will need to add the rabies vaccine and licensing 
information, print the license ‘contract’, and create your receipt. 



Questions??

Email to doglicensing.awp@maine.gov
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