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Processing Menu 
Owners / Animal Processing 

Where owner and animal information can be added, deleted or edited. 
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Searching for an Owner 
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Adding an Owner  
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Deleting an Owner 
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Editing an Owner 
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Adding a New Animal 
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Deleting an Animal 

 
First Select The Animal 

 
 

Uncheck the “Active?” Prompt 

 
 

 

Select the 

animal 

here. 
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Click Save 

 
 

Select the Animal Once Again 

 
 

The animal 

selection is 

now grayed 

out. 
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Select “Delete” to Erase the Entry 

 
 

Select the Appropriate Response 
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The animal 

no longer 

exists 

within the 

database. 
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Editing an Animal 

 

 

 
Do necessary editing 

 

Select 

Animal 

Here 
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Save Progress 
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Changing an Animal Tag Number (#) 

 

 

 

 

 

Double Click the locks 

to change the values in 

the “Current License#” 

and “License paid on” 

fields 

Make the 

necessary 

changes. 
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Changes went back to 

being protected. “Only 

the system director has 

permission to change 

this information.” Check  

the following example to 

view what a user without 

the necessary access 

would see.  

Select dog. 
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Locks are 

no longer 

visible. 
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Entering an Alternate Mailing Address and Insurance Information 
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Generating a License and Licensing Payments 

 

 

 

 

Select 

Animal 

from 

menu. 
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Select whether or not the animal is new to the town/city or not.  If “Yes” is selected 

the application will treat the animal as if it is new and won’t charge it late fees.  If 

“No” is selected the application will treat the animal as if they resided in your 

community all year and will assign the appropriate late fees (if applicable).  
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After Generating the license save progress then press cancel to return to the Owners 

Page 

 

 

 

 

Select 

Licensing 

payments

. 
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Select cash 

or check. 

Enter 

Check 

number if 

check 

selected. 
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Select 

Calculate 

fees. 

Enter License tag 

or tags then click 

“Enter Tag#”. 
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Click Paid Option. 
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Select 

appropriate 

option. 
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Remove / Modify a Payment 
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Double click 

here. 
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From here you can either click on the “Remove” option to temporarily remove the 

transaction from this payment process or you can click on the “Modify” option to 

continue with the modifying a payment process.  

 

 

1.)-Make 

Necessary 

Changes. 

 

“Example”-Late 

fee added. Press 

tab so total can be 

calculated. 
2.) Select 

Finish. 
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Enter numbers 

here then 

press enter. 
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Issuing Replacement tag 
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You can only generate a replacement license for an animal that is already licensed 

for the current year.  Once a replacement license is generated it will need to be paid 

or de-activated (see De-Activating an Un-Paid Transaction on pg 131) 
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Enter tag 

information 

here then 

press enter. 
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s 
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Bouncing a Check 

 

 

 

 

Select the check 

you would like to 

bounce by double 

clicking on it. 
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Click here 

to bounce 

selected 

check. 
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Deactivating an Unpaid Transaction 

 

 

 

 

 

Select 

Animal 
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You can only de-activate an unpaid transaction (once it has been paid you can’t 

delete/reverse it).  You can only de-activate one transaction at a time.  So if you have 

multiple transactions you want to get rid of you will need to re-open the “Trx De-

Activate” form and repeat the steps.  

 

Select animal 

transaction to 

deactivate. 
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Unprinted License Options 
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Printing a Blank License 
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Reprint Licenses by Tag # Range 

This will reprint every license issued in 2010, because the “all tags” check box is selected 
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To reprint a specific tag or a range of tags you will need to uncheck the “all tags” check 

box and key in a tag or a range of tags.  Keep in mind that you will need to key in the tag 

# or range of tag #’s exactly how they appear with the year before the license #.  

(Example – 2010-130) 
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Expired Rabies Letter (see pg 4 to edit the text in the letters) 
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Billing Reminder Letter  
(see pg 4 to edit the text in the letters) 

 

 

Scroll back 

and forth 

through the 

pages using 

these 

buttons. 
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Delinquent License Letter 
(see pg 4 to edit the text in the letters) 

 

 

 
 

 

Scroll back 

and forth 

through the 

pages using 

these 

buttons. 
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Final Delinquent License Letter 
(see pg 4 to edit the text in the letters) 
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Scroll back 

and forth 

through the 

pages using 

these 

buttons. 

 


