
State of Maine 
Dog Licensing Database User Training: 

Setting up Automatic Reports



Log in at www.petpoint.com/sms3



This training document covers 
setting up the monthly report to 
submit to AWP with your monthly 
dog licensing payments.

Users can set up any report 
designated as “5.0” on the Reports 
Website to auto-send daily, weekly,  
monthly or annually.

You can utilize the same steps to set 
up other reports as needed.



Go to Reports, then choose Scheduled Reports from the drop down



Click on the green PLUS icon to begin adding a scheduled report. 



A pop up will open.  Before you complete any of the red-indicated fields, click on the magnifying 
glass icon next to <add existing report>



The Reports website will open.  Open the FINANCE tab, then choose Receipt: Revenue



You will choose CUSTOM dates: 
Receipt Date From: First Day of Last Month

Receipt Date To:  Last Day of Last Month



Choose the following settings: 
Site= ALL
Cash Drawer= Your municipality
Group By 1 and Group By 2:  Default is correct
Detail/Summaru= Detail
Click the green submit button



Back at the pop up: 
Report Name will enter automatically but you can change it
Schedule Time:  choose a time in the middle of the night for quickest processing
Schedule Type= RECURRENCE, then choose MONTHLY
Repeat Every= 1 month
Repeat on= date of month you would like to receive the monthly report each month
End= Never



Scroll down
Recipients:  Emails of whomever will receive the report. We recommend at least 2 in case one is out. 
Email Subject: User’s choice
Email Body: User’s choice
Export= PDF
Hit SAVE



After you hit SAVE, you will return to the main Scheduled Reports page.  In a minute or two, the new report will show 
up in the Scheduled Reports list. 



Questions??

Email to Connor.Egan@Maine.gov

mailto:Connor.Egan@Maine.gov
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