
State of Maine 
Dog Licensing Database:

Going Back to Add A Receipt



A Receipt MUST be added for each license sold, including 
no-fee licenses.  

The receipt is where the data will be pulled from for a 
variety of reports on licensing types/numbers, amounts due 

to AWP, and monthly reports for submission. 



Forgot to add a receipt?   You can go back and add it at any time. 

Go to Licensing>Search/Edit License



Choose the way you wish to search for the license you are seeking with the Search Criteria drop-down.
Enter the criteria (remember fuzzy search if you aren’t sure of spelling or want a broader search). 

Click FIND.



Click on 
the green 
box that 
contains 
your 
license 
number.



Click on the Summary Tab > Click Create Receipt



When you click CREATE RECEIPT, the Person’s info will autofill in the receipt.

Standard licenses will automatically be included, but no-fee licenses must be added by using the “RECEIPT ITEM” drop-down.

Click add.    Then scroll to complete the receipt.



Select your municipality’s Cash Drawer (this should be a default setting for each user- contact us if it is not!)
If the No Fee license was the only item, you do not need to select any payment type/amount. 
Reminder: You cannot process a credit card through this system; this is for documentation only.    
Add any note you wish to add on the Receipt Notes and scroll down to click Submit Receipt.  
You will be asked to confirm that the payment is $0 for no-fee receipts.  Once you confirm the receipt will pop-up. 



Click Print for a paper copy if 
you wish to print.

Click Email if you entered an 
email in their person record

NOTE:  Send Link is not 
functional in licensing.
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