1. Registration

1.1 Your eDEP Account 
Introduction


The eDEP process enables online filing with MassDEP from its web site at https://edep.dep.mass.gov. 

This document provides general instructions to file electronically a Notice of Intent (NOI) and an Abbreviated Notice of Resource Area Delineation (ANRAD).  Refer to the individual form-specific document for detailed Instructions, 

To use eDEP, set up an account as follows:

· From the eDEP homepage, read the eDEP Requirements;

· If you satisfy these requirements, create an account as a New User.

· Creating your account takes only a few minutes and allows secure access to eDEP.
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Continued on next page

Your eDEP Account (cont)

Complete all required fields identified with red asterisks (*). 
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After completing all required fields, review and agree to the eDEP Terms and Conditions.

^Back to TOC
1.2 Proof of Identity

What is Proof of Identity?  

Proof of Identity is a process used in eDEP to verify the identity of individuals who need to secure access to Orders of Conditions (OOCs) and Orders of Resource Area Delineation (ORADs) for issuing Wetlands Permits; and/or to obtain Administrative Privileges (explained below) for conservation commissions, businesses, and organizations.

Proof of Identity Approval is not required for applicants who wish to access or submit a Notice of Intent (NOI) or Abbreviated Notice of Resource Area Delineation (ANRAD) form to MassDEP except if you are requesting administrative privileges.

^Back to TOC
1.3 Administrative Privileges

What are Administrative Privileges?

Administrative privileges are optional rather than required for using eDEP forms.  Individuals may obtain administrative privileges for a conservation commission, business, or organization by submitting a notarized Proof of Identity form for approval to MassDEP. The administrator for a consulting firm might be the president or other corporate officer. An Administrator for a conservation commission might be the Agent or Chair. An Administrator can affiliate other eDEP users with their company or organization and specify a time period during which the affiliation is valid.  See below for information on Affiliations.

How to Obtain Proof of ID Approval for Administrative Privileges for Your Company? 

To request Proof of Identity approval for administrative privileges, follow the steps below.  

Once registered for eDEP, select “Proof of Identity” from the pull down menu under “My Profile”. 
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On the page that comes up, Click the box next to “Apply for Administrative Privileges.”

Enter your business Tax ID Number “TIN” and your “Business Name” in the fields provided.

Click “Apply”
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Click the “Print” button at the bottom of the next page.  This is your receipt that you will need to sign and mail into MassDEP at the address written at the top of the page. Within approximately 48 hours of when MassDEP receives the signed document, you will receive your approval by email.
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1.4 Affiliation

How does an Affiliation work?

An Affiliation 1) allows the users to file in eDEP as representatives of your organization, and 2) gives you access to view any forms that they start on behalf of your organization. To affiliate other users with or in your organization, you must therefore first establish a Proof of Identity and Administrative Privileges.

To affiliate a user, as administrator you should first obtain the user’s eDEP nickname. An administrator establishes affiliation through the eDEP ‘Share Business’ page.  The Administrator can access the ‘Share Business’ page and establish affiliations by following this path; 

· Click “Log In” 


· Select “My Profile”

· Click “Manage my organization”

· Select “Add“ button and provide the nickname of the user that you are affiliating. Then indicate the privileges you want the user to have by picking either Employee/Agent or Administrator as their role.

^Back to TOC
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