
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.  


