
Issuing a Transfer License 
 

1. EDIT the owner’s profile with their new address.  
Find your person and click on the green PENCIL icon, their information will pop up 
so you can edit the address. Be sure to click SAVE when you are done.  

 

 
 
 
 
 



 
2. CANCEL the prior license.    

You can click on the license number in the owner’s profile for the license you wish to 
cancel. *note that entering the licensing module via this method will always put you 
in EDIT mode, not renew.  

 
 
On the DETAIL tab, you will change the STATUS of the prior municipality’s license to 
CANCELLED 

 
 
 
 



 
You will then select the CANCEL REASON as “Move In State- Transferred” 

 
 
Scroll to the bottom and hit SUBMIT LICENSE 

 
 

3. Issue the $1 TRANSFER LICENSE 
Go to ADD LICENSE 

 
 



 
Find your person by using their name or address or phone number (your preferred 
search criteria), hit FIND.  

 
 

On the ANIMAL tab, select the correct dog for the tag you are issuing 

 
 
 
 
 
 
 
 
 
 
 



Go to the DETAILS tab and make sure the municipality is updated.  If it hasn’t you 
can update it here, then proceed as with any new license, selecting “$1 Transfer 
License as the LICENSE TYPE.  ENTER the expiration date!  

 

NOTE you only need to enter a new rabies vaccine if the prior vaccine has expired.  

Scroll to the bottom and hit SUBMIT LICENSE.  

 

 

Go the SUMMARY tab and print the LICENSE CONTRACT and CREATE the RECEIPT  

 

 



Be sure to UPDATE THE CASH DRAWER to the new municipality as this may not happen 
automatically.  Add payment.  Hit  

 

Scroll to the Bottom and Hit SUBMIT RECEIPT 
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