
Adding Rabies Vaccines without Licensing  

Go to CARE>Add Exam 

 
 
 
 
 
 
 

Search for your dog by choosing your preferred criteria, entering your info and hitting the 
green FIND button (if you don’t find the person or dog in the system, skip to PAGE 6) 

 
 
 
 
 
 
 
 
 
 
 

Choose your dog by clicking on the green ID number of the correct dog (if there is only one 
dog for your criteria, you will not see this step) 



You will land on an Animal Tab. You can update any animal info here, just be sure to click 
“UPDATE ANIMAL” at the bottom right of the page. If no updates click on the green DETAILS 
TAB 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the Details tab you will enter the date of the Rabies vaccine as the STATUS DATE/TIME. 

You will choose Veterinary Clinic as the PROVIDER (there are some listed, some just use 
“clinic, veterinary). 

You will choose State of Maine Dog Licensing as the SITE. 

And then you will choose Rabies 1 year or Rabies 3 year as the Record Subtype. This will 
prompt the system to fill in the review date/time accordingly. 

All other fields will stay in their default settings. 



You will then scroll down to the bottom of the page and click SUBMIT EXAM 
 

 

 
When you submit exam, it will add additional tabs to the top of the page. You will choose 
the MEDICAL CARE TAB to enter the vaccine information. 



On the MEDICAL CARE tab, you will see a screen similar but not identical to the rabies 
information screen on the licensing module. 

STATUS= History 

Status Date/Time= date vaccine given 

Provider will auto fill from prior screen/Site will auto fill from prior screen 

Medical Care Type= Vaccine 

Medical Care Item= Choose Rabies 1 year or Rabies 3 year. Re-Vac date will auto fill based 
on the Status Date/Time and your choice of 1 year or 3 year. 

Leave Manufacturer at default “Generic” setting, Product can remain blank (even though it 
says required) 

Complete Pet ID with rabies tag # (if listed on certificate) and vet info. Expires date is same 
as re-vac date. These are optional fields, but we recommend them for ACO use. 

Scroll down and click ADD MEDICAL CARE ITEM 



Once you have clicked Add Medical Care Item, your vaccine should appear in the box 
below on the Medical Care tab. 

 

You can upload the certificate (optional) in the Files TAB if you choose (not required). Be 
sure to click add. We recommend adding the dates of validity to the file display name 
(example: Bandit Rabies 26_29). No commas, apostrophes or weird characters in file 
names or they won’t upload. 

 

 

 
When you go to next license the dog, the vaccine IF IT HAS NOT EXPIRED will be in the 
record for you. It disappears on expiration and will require a new vaccine to be entered for a 
license to be issued. 

 



Adding Persons and Dogs through the Ownership Module 

Start on the main search page and click the GREEN “+” button in the top right corner, then 
choose “Ownership” from the drop down options.  You’ll get an Ownership pop up.  

 

 

You can search for your person in the ownership module (if you are adding a new dog, but 
the person is already in there) OR you can click the GREEN “+” button to the right of the 
Person field to add a new person.  If you find the person, choose them from the drop down 
and move to the next step to add the dog.  

 

 

 



When you click the green “+” icon you’ll get the person popup to complete. Be sure to click 
SAVE at the bottom right when you are done.  

 

 

To add a dog, you’ll click the GREEN “+” icon to the right of the ANIMAL field 

 

 

You’ll then get the animal field popup to add the animal.  Be sure to click SAVE at the end.  
(if the rabies certificate doesn’t specify color, which is a required field, use GREEN or PINK 



so that the next person knows it needs to be updated to a real dog color).  The system only 
requires the red field, but we require the Spayed/Neutered field as well. This information is 
on the rabies certificate.  

 

Once you click SAVE on the animal information popup, you will go back to the ownership 
popup and will see that both the person and the animal now appear in the ownership 
module.  CLICK SAVE in the bottom right corner.  

 

You’ll now go back to PAGE 1 to enter the rabies information.  
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