
State of Maine 
Dog Licensing Database:

Receipts for Multiple Licenses



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. 



Many clerks have asked for a way to enter one receipt for multiple licenses. 



To add a multiple-animal receipt after issuing multiple licenses to the same pet owner you will proceed through the FINANCE 
section instead of through the licensing portion of the database. 

Go to FINANCE
Click on ADD RECEIPT



Find your pet owner by using the Person Search Criteria fields,
then click FIND



Select the correct person from the list of potential matches to your search 
by clicking the green button next to your person



Scroll down to confirm your person’s details have entered into the receipt fields.
Select OWNER NAME as the Animal Search Criteria
Enter your person’s name
Click FIND



Select the dog or dogs you wish to add to this receipt by clicking the green animal number button next to the 
correct animals. 



The dogs you selected with the green animal number buttons will populate below into the Animals on Receipt Section

Select an animal to add their outstanding charges to the receipt. 



Select an animal to add their outstanding charges to the receipt. 
Outstanding charges for the selected animal will auto-populate into the receipt
To add any additional charges, like late fees, you must select from the drop down under ITEM NAME and click ADD for 
each additional item to be added to the receipt. 

Additional items chosen here 
then ADD

Auto-populated items and added items  will appear here



Scroll down, enter payment details and choose your Cash Drawer
This is the same process as for a single dog in the licensing module. 
When you are finished, SUBMIT RECEIPT at the bottom left of the page. 



Once you hit SUBMIT RECEIPT, you will need to choose PRINT RECEIPT for the receipt to pop up. 
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