
Adding your Animal Control Officer to PetPoint 

1. Please confirm with your ACO that they are current with their ACO certification before 
moving to step 2!   
 

2. Go into your Agency’s profile by typing in your municipality name, hit enter, then click on the 
blue AGENCY ID for your municipality.  

 
 

3. Scroll down and click on the MEMBERS tab, then click on the green + icon to add your ACO 

 
 

4. You will get a pop up. First search the PERSON section to see if your ACO is already listed. If 
already in the system, select them.  If not in the system click on the green + sign to add their 
person information.  

 
 
 
 
 
 



 
5. Once you have Selected the correct person or added a new person, type in Animal Control 

Officer to the POSITION field. Then click SAVE.  

 
 

6. Next click on their person ID to add  

 
 

7. The Person profile will open, click on the ASSOCIATIONS tab, then click on the green plus 
sign to enable them to become a user 

 
 
 
 
 
 
 



8. In the Association pop up, you will delete the default “owner” and type in or use drop down 
to select “Operation By” in the Association field. Click SAVE.   PLEASE NOTE IF AN ACO 
SERVES MULTIPLE MUNICIPALITIES, THIS STEP ONLY NEEDS TO BE DONE ONCE 

 
 

9. You or your ACO can email animal.welfare@maine.gov requesting that the ACO user 
permissions be activated. Please note that ACOs MUST have current certification, all 
municipalities they serve must agree to ACO use, and all municipalities must be using the 
database.   

mailto:animal.welfare@maine.gov

