Issuing a Replacement Tag

To issue a replacement tag, clerks should follow the same steps as issuing a new tag for the
dog needing it.

>Go to ADD LICENSE
>Search for the correct Owner

>0Once you’ve selected the correct Owner, click on the ANIMAL tab and choose the correct
dog

>Click on the GREEN DETAILS tab and enter all the information you’d enter for a new
license.

When you get to the license DETAILS page, you will select “REPLACEMENT TAG” in the
LICENSE TYPE drop-down
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>Enter 1 year for Length, which will set the appropriate expiration date for the license.
>Choose your RANGE and enter the new License tag #

>You will only need to enter rabies information ONLY IF the owner purchased the previous
tag online. If thatis the case, all of the rabies vaccine information is already right there in

the NOTES section for you to enter in the vaccine section (be sure to hit “ADD VACCINE”).
This info has already been verified by AWP when they purchased their online license.
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>Scroll to the bottom of the page and hit SUBMIT LICENSE.



