Online Pet License Renewal Users Guide
Overview 
The City of Wichita online pet renewal system enables pet owners to renew dog licenses electronically. The system is accessible from the City of Wichita main website at http://www.wichita.gov. Please select the Dog License Icon or click on the Business menu tab and select the Dog License Renewal link to log in.
Account Registration and Login
To register for an online pet license renewal account click on “Register from the login page. Enter your pet account number, e-mail address, password, and then click “continue” to complete the registration. If you already have a registered account then enter your email address and password to log in.
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Let's Get Started
Login First Time User?
Click on Register — this will allow you to register your email
address and create a password for the on-line pet license renewal
application.

E-mail:

Password: Already Registered?
You may proceed by entering your email address and the
password you previously selected to access your account.

Forgot Your Password?

Recover it here.
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Register

Account Account Number — your account number is located on the front of the pet

Number: license renewal postcard.
If you do not have your pet license renewal card, please contact the City of
‘Wichita at to obtain your account number.

E-mail:

Password: Password — enter a new password to access your account and pet license
record. Passwords must be at least 8 characters long.

Confirm

Password:

Select

Continue





Account Profile
Next you will be presented with the account profile page. Review your account information then click “continue” if the information is correct. Click “edit Information” to make changes. Address changes they will be validated and formatted automatically to USPS standards. Be sure to save any changes made by clicking on “Save Changes”. Click “continue” to proceed with your pet license renewal.
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Profile

Basic Information

Owner Name: ~ ROSIE DAY

Home Phone:

Cell Phone:

E-mail Address:  when@wichita gov

Mailing Address
Address: 123 Nowhere Drive
City: WICHITA

State: KS

Zip:

Please review and verify the information. If the
information is correct, please proceed with the
renewal by selecting Continue

If any changes need to be made to your Profile, please
press the "Edit Information" button.
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Your active pet(s) will be listed on the next screen under Current Pet Licenses.
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Current Pet Licenses

Below is a summary listing of your currently active licenses. Please check the box for each pet license you
want to renew and select continue

O] PetName  Permit Number | Permit Type License Expire | Rabies Vaccine Expire Date  Remove Pet?

O ROSE 2509 AFM-Altered Fenced Microchipped  10/21/2014 10/21/201412:00:00 AM Remove

If you do not see a pet record that should be listed here, please contact the City of Wichita at

continue >




Remove Pets
If you no longer own a pet clicking “Remove” will mark the pet for inactivation and notate the account.  You will be prompted to enter a reason for the removal. [image: image6.png]B) Remove Animal

 Are you sure you want to remove this permit?

please state the reason:
|

Remove  Cancel




The pet status will display pending review after you click “Remove”. The proposed inactivation will be written to a database for further review and approval by city staff prior to the official inactivation.
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ROSIE 2509 AFM-Altered Fenced Microchipped  10/21/2014 10/21/2014 12:00:00 AM





Renew Pets
To renew a pet. From the Current Pet Licenses screen select the check box next to the pet(s) that you would like to renew then click “continue”. If you do not see a pet record that should be listed on this screen, please contact the City at 316-268-4553 for further assistance.[image: image8.png]Current Pet Licenses

Below is a summary listing of your currently active licenses. Please check the box for each pet license you
want to renew and select continue

@ | PetName | Permit Number | Permit Type License Expire | Rabies Vaccine Expire Date  Remove Pet?

@ BOOGY 44444 AM-Altered Microchipped  03/02/2016 3/2/2016 12:00:00 AM Remove

If you do not see a pet record that should be listed here, please contact the City of Wichita at 316-268-4553




Updating Pet Profiles
Next, the Pet Profiles screen will display the different statuses (Microchipped, Altered, Fenced) for your pet. You can update this information if the dog has been altered, microchipped or fenced since the previous renewal. You can also update the tag number from this screen. In addition you will also be prompted for the Rabies certificate expiration date.  [image: image9.png]Pet Profiles

BOOGY

 Altered Pet

< Microchipped Pet
Microchip Number: 1234583

I Fenced Pet
Tag Number: 44444

Please enter the
Rabies certificate
expiration date:

If a check already appears in any of the boxes below
your pet’s name, the required documentation is
already on file. You will automatically receive the
license fee discounts that are available. Please select
Continue.

If you need to update your pet’s record, check all of
the corresponding boxes that apply then select
Continue.

‘You may scan and attach the proof of spay/neuter
and/or microchip or copy of your driver’s license or
State issued identification with your pet’s license
renewal.

<goback continue >




Upload Supporting Documents
Next, supporting documents such as your pet Proof of Vaccination, Proof of Microchip, and Proof of Alteration can be uploaded on the License Type Update screen. Click “continue” to proceed.
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You maly attach a bclopﬁr] 02 your proof w&}h this licenselcf
. renewal. Acceptable file formats are pdf, png, jpeg, ti
License Ty?e Update or bmp files. Maximum file size is 3MB.
Please provide the following:
Select Choose File and then select the corresponding
ROSIE document. Next, select Open to attach the file. Repeat
Proof of Vaccination Browse. for each item selected that requires updating.

Once files are attached, the file name(s) will appear to

<goback continue » the right of the Choose File button.

Select Continue>




Payment Processing
Fee for the permit(s) will be calculated after all proof documentations have been uploaded. Upon clicking “continue” you will be directed to the payment screen.
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Here are the current pet license records in your
account.

Pet License Type
Please select the license(s) you want to renew at this

ROSIE time by clicking on the license type in the box below
the name of each pet.

Each license you've selected for renewal will now
appear highlighted.

If you have selected a pet’s license in error, you may
click again on the license type again to unselected that
license.

<goback continue >

When you've selected the licenses to renew,
Select Continue >




On the payment screen, the total amount due including penalties, and convenience fee will be shown. Enter your Credit Card information then click “submit” to complete the renewal process.
[image: image12.png]m_

IOITYIOF

— ul I l: H I T H PetTrack™ Online Renewals » profile licenses

Payment Information
Enter your payment information below.

Summary
ROSIE
Cost: $15.00

Penalties: $5.00

Charge Details-

Amount to Charge $20.00

rCard Info
First Name

Last Name

Card Number

Expiration Date[1 v

2015 v

Security Code

Please verify the pet licenses selected for renewal and
the total amount due listed under the Summary
section.

If the information displayed is correct, please enter
your payment information.

Verify your payment information and if it is correct,
please select Submit.

Important Note:
Do not hit the Back button on your browser or

refresh this screen after clicking Submit. This may
result in your credit card being charged twice.





Print License
Once the payment has been processed you will be presented with the receipt screen. A copy of the receipt will also be sent to your email address. Please click on “Print License” to print a copy of the license and retain for your record.

[image: image13.png]Receipt
Your payment has been accepted

Account Number: 105319
Pet(s): BUSTER, 131297

Card Used: 0002

Amount Charged: $16.00
Transaction ID: 0
Authorization Number: 000000
Date: 3/29/2016

Print License

Thank you for renewing your pet’s license on-line. Please print a copy of the license and retain for your
record.

If you need further assistance or have any questions, please contact the City of Wichita at 316-268-4553.

Click Here  €lose the page.
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