
 

 

 
PetPoint is our CRM (customer relationship management) system, designed specifically for use at animal 
shelters, and while it’s fairly user-friendly all things considered, it’s still a CRM and has its quirks.  There 
are a whole lot of facets to this system, but since we’re focusing on adoptions, we’re just going to walk 
through that particular process.   
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Go to petpoint.com and click on the Login to PetPoint link at the bottom: 
 

 
 

 
Women’s Animal Center Shelter ID is USPA78 
 
Your User Name is:  volunteer The Password is: Womens1869! 
 
Once you sign in, you’re going to arrive at the home page.  
 
To start an adoption, you’re going to click on “Outcome” on the top menu, and choose “Adoption” 
from the drop-down.  
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You will be brought to the “Person” screen now. 
 

 
 

Always to make sure that the person adopting doesn’t already exist in the system. We want to avoid 
creating duplicate records. Just to cover my bases, I usually just search for the first couple letters of both 
the first and the last name as sometimes, for instance, “David” will actually exist in the system, but he’s 
listed as “Dave.”  
 
When you click “Find” on the right side of the screen, you’ll likely get a list of results something like this: 
 

 
 
If they show up on the list, you’ll want to click the P-Number (1) in the left column. If the name is a 
match and the address is not, I always confirm that they haven’t lived at that address before creating a 
new person. If they’re not on the list, however, “Create New Person” (2) at the bottom is your button. 
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When creating or editing a person in the adoption screen, you’ll be brought to the “Person Express” 
page, which is basic contact information.   
 

 
 
You are required to fill out the bolded/asterisked fields in order to save a record: 

1. First Name 
2. Last Name 
3. Address Number 
4. Street Name 
5. State 
6. Address Type (usually “Home”) 
7. Phone Number and (8) Type (usually “Cell”) 
9. Email Address  and (10) Type (usually “Personal”) 

 
We also want  

11. Zip Code: if you enter the Zip Code and choose the State and then click the double arrow (12) 
PetPoint will autofill “City” and “City Alias” 

13. Date of Birth,  
14. ID Number  
15. ID Type (Dropdown menu, will usually be Driver’s License) 
16. ID Issuer (Usually the state which issued the Driver’s License) 
17. Association (Adopter) 

 
Once all that information is entered, click “Save” at the bottom. That saves the any information you’ve 
added to the person’s record and will bring you the animal search screen.  
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The fastest way to find the animal is always going to be the A-Number, which appears on the Kennel 
Card beneath the photo and name: 
 

 
 
You can also search by name, but make sure to choose “Active Only” and be sure you’re choosing the 
correct animal! We often have duplicate names. Again, the easiest way to match is to cross-check the A-
Number, but you can also use read through the row to make sure color/breed/age etc. matches up.  
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Choose the animal by clicking on the A-Number in the left-most column, and you will be brought to the 
“Animal Express” screen 
 
You may need to add Microchip information if the animal is not already chipped. The issuer will be 
24PetWatch if we gave the chip 
 

 
 

Please also take note of the animal’s condition/asilomar as these will come into play later in the 
adoption 
 

 
 

If you’re doing a single adoption, you’ll want to click “Save” at the bottom, to save any information 
you’ve added to the animal’s profile, and then scroll to the green tabs at the top and click “Details” (A) 
 
If you’re doing a double adoption, you’ll click “Save,” and then scroll up to the blue tabs and click 
“Animal Search” (B) to find your second animal, add Microchip information if necessary, and then click 
“Save” to add that Animal to the Outcome as well.  
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If you’ve accidentally added an animal to the adoption, you can remove them while on the Animal Tab 
(Green), and selecting the checkbox next to the animal you’d like to remove and clicking “Remove 
Selection” 
 

 
 
Once the animals that are being adopted appear at the top of the page, you can move on to the green 
“Details” tab at the top of the page. 
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(1) Record Owner: It’s a drop-down menu with names of some our staff. You’ll want to have 
whichever adoption counselor is there that day with you.  

(2) Site: There’s only one option, Women’s Animal Center 
(3) Outcome Subtype: almost always going to be “Onsite” for adoptions that you’ll be processing 
(4) Release By: again will be whichever adoption counselor is there with you that day..  
(5) Consent: By clicking consent, you’ll open a pop-up window where you will choose “Yes,” and 

then click “Close” 
(6) Submit! 
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Now it’s time to print some documents  
 
The first document you’ll print is the one with the Microchip information on it. To do that, you’ll want to 
click on the green button with the animal’s A-Number in the middle of the page. 
 

 
 
 
Then there are three documents to print from the “Medical Documents” dropdown menu, under 
Actions > Print.  
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With each of these, remember to choose the option to “hide person information on printout”  
 

 
 
 
The first is the “Multi-Vaccination Certificate,” which will open a pop-up window. Click “Print Report.”  
 
Next is the “Surgeries Report” or the “Medical Certificate,” depending on whether or not the animal was 
already spayed or neutered when they came in.  
 

For any animal that was spayed or neutered during their stay here, the ‘Surgeries Report” will 
populate with the surgery1. To print, click the Export icon (looks like floppy disk with a green 
arrow) and choose “PDF.” That will download a PDF. Open the PDF and print from there.  

 
If it doesn’t populate with anything, they were altered before they came in and you will need to 
print a “Medical Certificate” instead. You have to choose the exam in which the tech determined 
that it was either a “neutered male” or “spayed female,” which is usually the first.  

 
Next, print the “Medical Summary Report.” This will have a “Print Report” button at the top. 
 

 
 
 
 
 
 
 
 
                                                           
1
 Please feel free to log in to PetPoint and see the difference. For reference, Shay A35550924 was altered here, 

while Moe A35806726 was already neutered when he came in. 
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The final document you’ll need to print before you create the receipt is the contract, which you’ll find 
back on the Summary page of the outcome.  
 

 
 
You need the adopter to initial, sign and date the adoption contract: 
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The receipt is probably the trickiest part of this whole thing, and the most finicky. If it’s giving you 
trouble, just (X) out of the window and try again.  
 
First, click the “Create Receipt” button on the right- hand side of the Outcome Summary page.  
 

 
 

 
 

The first section is “Animals on Receipt” 
 
Click the (1) Select button next to the animals being adopted. For adoptions with multiple animals, you 
will need to choose one at a time, but please make sure to choose both! 
 
The next section is “Receipt Items” 
 
The “Item Type” (2) defaults to “Outcome-Adoption,” which is perfect for the first receipt item you’ll 
add, which is the adoption fee. 
 
From the “Item Name” (3) drop down, choose the animal to autofill the (4) Unit Price. Leave the unit 
price alone.  
 
If there’s a discount, you can enter either the (5) Discount Percent or the (6) Discount Amount, and then 
choose from the (7) Discount Reason drop-down – will usually be “Adoption Special.” The tax will 
autofill, then you click (8) Add. 
 
You may need to add additional items. Below are the most common ones and which “Item Type” (2) to 
find them under. You may need to adjust the price for the small and medium second-hand carriers. 
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Items    Category Notes        
Adoption Donation   Donation   
Iver-Hart Blue 1-25 6 pk  Medication 6 month supply Heartworm medication for dogs up to 25 lbs 
Iver-Hart Green 26-50 6 pk  Medication 6 month supply Heartworm medication for dogs 26 to 50 lbs 
Iver-Hart Brown 51-100 6 pk  Medication 6 month supply Heartworm medication for dogs 51 to 100 lbs 
Vectra Canine 3D   Medication 6 month supply flea/tick medication  
Vectra Feline Kittens  Medication 6 month supply flea/tick medication 
Vectra – Cats over 9 lbs  Medication 6 month supply flea/tick medication 
Vectra – Cats under 9 lbs  Medication 6 month supply flea/tick medication 
Cardboard Carrier   Retail Sales Temporary carrier for adopters who didn’t bring their own 
Small Second Hand Carrier  Retail Sales The carrier (small) we sell to adopters who didn’t bring one 
Medium Second Hand Carrier Retail Sales  The carrier (medium) we sell to adopters who didn’t bring one 
Guardian Gear Collar 6 - 10 in. Retail Sales The collar (size 6-10 in) we sell to adopters who didn’t bring one 
Guardian Gear Collar 10 – 16 in. Retail Sales  The collar (size 10-16 in) we sell to adopters who didn’t bring one 
Guardian Gear Leash 48 in.  Retail Sales The leash we sell to adopters who didn’t bring one 
FELV/FIV/Heartworm Test  Outcome – Adoption  For the FELV/FIV test 
Heartworm Test   Outcome – Adoption  For Heartworm Test 

 
Once you’ve added all the items, the next section is “Payment Details” 
 

 
 
Site (1) will be “Women’s Animal Center.” Cash Drawer (2), again, will be whichever adoption counselor 
you’re working with that day. Enter the amount paid in the box for the payment method (3). If they are 
paying with a card, choose whichever Type (4) (Visa/AmEx/etc.). The Balance (5) should read 0.00. Then 
click “Submit Receipt” (5) at the bottom. 
 
Once you click “Submit Receipt” a “Print Receipt” button will show up. If it doesn’t, you’ve missed 
something, so double check the receipt before trying again.  
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