
State of Maine 
Dog Licensing Database User 

Training
September 23, 2024



Housekeeping



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

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



No sharing! 

Usernames/passwords 
may not be shared!

1 per person not per 
municipality



Login Trouble? 

Please try these steps to see if it helps resolve the issue:
Verify URL: Ensure that the 

URL https://sms.petpoint.com/sms3 is being used.
Update Browser: Confirm that the browser is up to date.

Clear Cache: Clear the browser cache.
Try a Different Browser: If the issue persists, try using a 

different browser.

If none of those works, try to log in on your phone, as that will help 
support determine if this is a local issue.

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsms.petpoint.com%2Fsms3&data=05%7C02%7CRonda.Steciuk%40maine.gov%7C52c2b9c8044f4a9f5dda08dcce87e53e%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C638612330286990998%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=WptyW3oXLzkuTiI8lIbkprie9VK9H83VpmTWmWpGyCc%3D&reserved=0






State of Maine 
Dog Licensing Database:

Adding a License



2025 Licenses will be issued 
fully through this system

2024 Licenses sold starting 
October 15 will be tracked via 
the Pet ID fields and added as 

receipt items at the end of your 
2025 license sale. They are not 
put through the “add license” 

module  



Log in at www.petpoint.com/sms3



Click on Licensing> Add License



Search for an existing person by NAME, ADDRESS  or PHONE NUMBER>Click Find
or

click Create New Person to add a new system to database



To create a new person, complete the required fields + Jurisdiction (County). 
City will autofill when you enter the zip code.   City Alias has a drop down for shared zip codes. 
For licensing, it is helpful to complete as many of the optional fields as possible. >Click Add Person
Association will autofill 



Like with persons, you can search for an existing animal by entering 
known criteria then Find
Or create a new animal by clicking Create New Animal



Enter as much detail as possible when creating the animal, remember a NAME. 
Gender and spayed/neutered are REQUIRED for licensing. 
Animal condition will default to ‘unknown’ as we don’t usually know the condition of the dogs we 
license. 
Photos, microchips, and any other ID are optional fields.



This is the bottom of the Add Animal page. Ignore the Stage & Location express. 
Remember to Click Add Photos if you are adding photos (optional).  
Microchip numbers can be added here (optional). They will be registered at no cost with 24 PetWatch nationwide 
for local animal control or  AWP lookup.
You can add a Pet ID number (old rabies tag, for example, is not required)  
*IF YOU ARE ALSO ISSUING THIS PET A 2024 LICENSE, ENTER THE 2024 TAG NUMBER HERE!!*
Click Add Animal when the info is complete 



Complete license details.   Some details 
will autofill from the previous

Select the correct municipality as Reseller

Select the correct license type, and
1 year for length.   The expiration date will 
autofill to the end of the current licensing 
year (starting in October it will be for the 

next calendar year),

Use the drop-down to show the ranges 
assigned to your municipality.

Add the correct tag number, a 2 digit year 
prefix will appear.  

Maine does not have auto-renew or 
lifetime licenses.

1 12/31/2025



Scroll down to enter rabies vaccine information



Scroll to the bottom and click on Submit License



If the animal has a veterinary exemption from rabies vaccination, click Temporary and enter a review 
date at the end of the licensing year.   Licenses with this exemption will always show up as Temporary 
licenses. 

Maine does not allow lifetime exemptions, only temporary exemptions with veterinary 
documentation.   Veterinary Documentation will appear as the only option for Exemption Reason.

Scroll to the bottom and SUBMIT LICENSE.  



To add a document to the file, Click on FILES Tab– rabies certificate upload is optional!  
If you have a vaccine EXEMPTION, the vet exemption letter should be uploaded here. 
Add a document name in File Display Name (recommend year and what it is)>
View On choose Animal dropdown
File Type is Licensing Document
File Subtype is Rabies Certificate or Veterinary Documentation, etc
Expiration Date is when the rabies revaccination date is or the end of the licensing year for exemption documents
Choose your file> Click ADD



After you have ADDED a document, it will appear below, with a green ‘File #’ next to it.
To view that document, click the green file number and then Download, and you can download and open the document



Click on the SUMMARY 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 2024 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 when you select the animal.    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:

Licensing additional dogs in same household



Click on Licensing> Add License



Find your owner by searching Last 10 or entering their name. 



When you land on this page, confirm that this is your person and select the ANIMAL tab. 
If it is not your person, select the Person Search tab in blue to search again or find the Create New 
Person option.



You will land on a page that may only show the dog that you already entered. This occurs when there 
is only one other dog.  
If there are 2 or more it will give a listing of dogs to choose from or allow you to create another. 
If only one other dog, click the BLUE ANIMAL SEARCH TAB 



Once you are in the Blue Animal Search tab, you can select “Create Another Animal” to create the 
second dog for licensing.   
Selecting “Duplicate Selected Animal” will create an identical dog record (i.e., same name, same 
breed, age, etc), and you will need to update that information on the next screen.



Once you have entered the information for the second dog, click ADD ANIMAL at the bottom of the 
page.



You will then check mark the box from the FIRST (previously licensed) dog and click “REMOVE 
SELECTION”.    (this process is not required after the second dog). 



Once you have removed the previous dog, you will click on the Details Tab and proceed with licensing 
just as you did the first dog. 



State of Maine 
Dog Licensing Database:

License Lookup and other tips



License Lookups: 
Can be done from your home screen in the search bar, but are easier 
under the Licensing tab’s “Search/Edit License” option



License Lookups: 
Can be done from your home screen in the search bar, but are easier 
under the Licensing tab’s “Search/Edit License” option.   Enter license 
number, ALWAYS check the “Fuzzy Search” box. Click FIND. 



Click on SUMMARY tab.
Contract will show you the license info including pet and owner information
Person View Report will show all the owner’s detailed information
Animal View Report will show all the pet’s detailed information





Adding Memos:
You can add memos to any person or animal.  Remember that all info is 
FOAA-able!

1)Find your person by entering name into search bar on home screen
2)Click on Person Number
3)Click on Memos/Files tab
4)Click the green “+” next to Memos
5)Choose your memo type
6)Enter your memo 
7)Click save



To view your Municipality’s license use, go to your Municipality page and click on 
reseller tab. At the bottom you will see running totals for your licenses.



Additional Training will be posted on the Municipal Resources Page. 

Recorded webinars and PDF versions of all trainings will also be posted. 

Coming Soon: 

-Licensing Municipal Kennels
-End-of-month reports, submitting payment to AWP
-Advanced user options



Stuck? 

Community Section of 
database

PetPoint Users Network 
on facebook

Email 
animal.welfare@maine.gov 

Set up a Teams 
appointment

Danielle.Trask@maine.gov
Connor.Egan@maine.gov 

mailto:animal.welfare@maine.gov
mailto:Danielle.Trask@maine.gov
mailto:Connor.Egan@maine.gov
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