Adding Contact Information

EEA ePLACE Instructions
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General Navigation

3 Click button to move to the next page.

- Any field with a red asterisk (*)is required before you continue to the
page.

- Click button to save your work and resume later.

 Click on the tool tips () where applicable to get more details.

J Suggested preferred browsers are Chrome and Microsoft Edge
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Contact Types

Note: Please read the instructions under each contact section to add the

information accordingly.

L Permittee

L Permittee Company

L Application Contributors

L Professional Engineer

L Application Contacts

Laboratory Information
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Contact Type - Permittee

1 Permittee is the person or signatory
authority responsible for signing and
accepting all conditions of the
Application.

(1 Depending on your application, the
system will provide you option

U If you are the Permittee, then select
“I'm Permittee” button

U If you need to select another individual
as a Permittee, then select “Look Up”

button
L Search portlet will open. Enter
individual name information and

click “Look Up”.
L] Select the contact and click

Continue” @ m m e e
J Note: If you are unable to find the individual, save o T
your application. Advise the individual to create an - -
account in the EEA ePLACE Portal and then resume | o = teszemassgou
/< the application T e[

Permittee

Permittee is the person or signatory authority whom is responsible for signing and accepting all conditions of the Permit. If you are
the Permittee, please select “I'm Permittee”.

If you are preparing the application on behalf of the Permittee, click on “Look Up”, search and select the appropriate Permittee.

Note — If you are unable to find the correct Permittee, click on “save and resume later” button. Advise the Permittee to create an
account in the EEA ePLACE Portal and then resume the application.

or

A

\ If the contact has multiple addresses, you can select which to use in the next step.
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Search for Contact

To search for individual contact, please enter First Name, Last Name, or Middle Name

First Name: Middle Name: Last Name:

Look Up Cancel

Search for Contact

To search for individual contact, please enter First Name, Last Name, or Middle Name

Revise Search

Select a contact to attach to this application.

Name of Contact

Discard Changes




Contact Type - Permittee

Permittee

D If you n eed to add an Oth er I nd IVI d u al “Permittee” is the individual or an individual authorized by a Company applying for this application.
aS a Perm Ittee ] th e n Se I eCt ¢ dd If you are the Permittee, you may click on the “Add New” button and select the checkbox “Use Login Informaticn” on the top and

bi} click “Continue”.
New” button
If you are a consultant, engineer, attorney, or| Please fill the below Information:

EI Enter the information and Clic you are an “Application Contributor”. Do not

“Co ntln ue” « If the Permittee has an EEA ePLACE,
search and select the appropriateermittee. | * Individual/Organization:

Individual -

() Use Login Information

« |f the Permittee does have an EEA ePLAQ]

D If you need to Select another \ﬁv"buttonande r the Permittee informa * First Name: Middle Name: *Last Name:
IndIVIdE‘Ja| as a F”’ermlttee, then et Nl
select “Look Up” button and follow .
the prompts *E-mail: /) *Telephone #: ) Ext#:

KHH-XXX-XHXX

L For some applications, if you should " Address Line 1
be the Permittee, system will . o .
populate your information .

lease m caneet

O Upon adding the conta

Permittee

click "Continue Application'
proceed to the next page of the
application

"Permittee” is the individuallapplicant for this application.

Permittee:

JANE L DOE

1 winter street
Melrose, MA, 01928

e Telephone #: 123-123-2323 Email: jane.doe@gmail.com

/“;_~

f Edit or View
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Contact Type — Permittee Company

1 Permittee Company will be the

company information the Permittee Company

Permittee is affiliated with

Please add the company information that the Permittee is affiliated with.

1 Depending on your

application, this information Z
will either be required or

Optional. TO add thIS Please fill the below Information:

* Individual/Organization:

Informatlon Organization hd
D C||Ck “Add NeW” *Name Of Organization: (7)  Contact Person:
 Enter the information and click
« . »” *Country:
Contlnue United States hd
* E-mail: (1) *Telephone #: (1) Ext#:

KXXK-XXXK-XXXX

* Address Line 1:

*City: *State: *Zip:

--Select-- hd

P T :’:3.\._
III;:::- EI: i ance
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Contact Type — Application Contributors

J Application Contributors are the
individuals who will be
coordinating in the preparation
of this application

d To add this infoW
0 Click “Look Up”

(1 Search portlet will open. Enter the

Application Contributors

If multiple preparers will be part of filling out this application, you will need to add them below.

Note — If you are unable to find the correct Preparer, click on "save and resume later” button. Advise the Preparer to create an

account in the EEA ePLACE Portal and then resume the application.

Search for Contact

Showing 0-0 of 0

First Name: Middle Name:

Contact Type

No records found.

To search for individual contact, please enter First Name, Last Name, or Middle Name

Last Name:

individual name information and Cancel
click “Look Up”

] Select the contact and click

“Continue

application. Advise the i

to create an account in the

ePLACE Portal and then
_resume the application

w;\ EEA ePlace Portal

Search for Contact
To search for individual contact, please enter First Name, Last Name, or Middle Name

Revise Search

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.
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Name of Contact

First Name Middle Name  Last Name e Person
@ TEST TEST
O TEST TEST
(O TEST TEST
O test test
O TEST TEST
O test test2
< Prev 1 2 Next >

Discard Changes

Telephone #

E-mail

test@test.com
testingeipas@gmail.com

test@test.com

test2@mass.gov




Contact Type — Professional Engineer

(J Professional Engineer is the  |Professional Engineer

Ind IVId ual Who WI II need to The Massachusetts Licensed Professional Engineer whom is responsible for certifying the application prior to its approval by the
. Permittee.
accept and certify the

Note — If you are unable to find the correct Professional Engineer, click on "save and resume later” button. Advise the Professional

ap pl |Cat| On Engineer to create an account in the EEA ePLACE Portal and then resume the application.
] To add this information M Search for Contact
To search for individual contact, please enter First Name, Last Name, or Middle Name
. 13 ”
D C“Ck LOOk Up First Name: Middle Name: Last Name:

(] Search portlet will open. Enter the

individual name information and m Cancel
click “Look Up”
Search for Contact

To search for individual contact, please enter First Name, Last Name, or Middle Name

] Select the contact and click
“Continue”

Revise Search

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.
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D NOte If you ar able to flnd FrstName  MiddleName LastName  homeof Contact Telephone #  E-mail

Organization Person

the individual, save ® TeT
application. Advise the — " g
contributor to create an accou 0

in the EEA ePLACE Portal and -

_then resume the application

/L::' "-'.}
_-".__ [ “: Discard Changes
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Contact Type — A

pplication Contacts

An additional "Application Contact" is
an individual or organization who is a
party to the application (in addition to
the Permittee), or who is contributing
to the application. For example, a
Property Owner, Additional
Permittee, etc.

Application Contacts

An "Application Contact” is an individual or organization who is a party to the application (in addition to the Permittee), or who is
contributing to the application. For example, a Property Owner, Additional Permittee, a consultant, an authorized representative
etc.,

+ If the Contact has an EEA ePLACE account and they will be contributing to the Application process, click "Look Up” button, search
and select the appropriate Contact.

+ |f the Contact does not have an EEA ePLACE account and/or will not be contributing to the Application process, click "Add New”
button and enter their Contact information.

Note — If a Contact who will be submitting information in the online Application process has not yet created an account, click on
“save and resume later” button, advise the Contact to create an account in the EEA ePLACE Portal, and then resume the application
and "Look Up” that person.

To add new information, then click
“Add New” button and select the

contact type you would like to add
and follow the prompts

To add existing information, then click
“Look Up” button and follow the
prompts

L Note: If you are unable to find the
individual, save your application. Advise
the contributor to create an account in the
EEA ePLACE Portal and then resume the
application.

EEA ePlace Portal

psven | e

Showing 0-

Name

Select Contact Type

No records found.

*Contact Type:
[—-Select-- I

Additional Permittee
Additicnal Property Owner
Application Prepared By
Permittee Company
Property Owner




J Laboratory Information is an

Contact Type — Laboratory Information

entity for the application.

] To add the information
U Click the “Add New

,,%
add the Laboratory Information

L A pop-up will open, where the

Laboratory Information can be
added. Click the “Continue”
button

U The system will add the

Laboratory Information contact

type

[ Click “Continue Application”
to proceed

/“c_

-.l. ETF
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General

2 Laboratory
Information

Analyte
Information

Information
Step 2:Laboratory Information>Page 1 of 3

Laboratory Information

5 Special Fee 5 7

4 Documents Provizion

*indicates a required field.

Please fill the below Information:
R . . R R *Individual/Organization:  *Name Of Organization:
Click the "Add New” button to add the laboratory informationy ... .
*Country: *Address Line 1: Address Line 2.
m e
\ Loy ente .
--Select--
*E-mail: 7)  =Telephone #: 1) *TaxID:
XXX-XXX-XXXX
*1s mailing address same as the physical address specified
above?:
O Yes O No
General Laboratory Analyte Special Fee
Information Information Informatian 4 Documents 5 Provision & |7

Step 2:Laboratory Information>Page 1 of 3

Laboratory Information

*indicates a required field.

Click the "Add New" button to add the laboratory information.

+ Contact added successfully.

Laboratory Information:

Boston test Laboratory

1 Stata 5t
Boston, MA, 12345

Telephone #: 111-111-1111 Email: test@test.com

Edit or View Remove
———
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Questions?

For technical assistance:
» Contact the ePlace Help Desk Team at (844) 733-7522
» Or send an emall to;: ePLACE helpdesk@state.ma.us

For other instruction documents, please visit the link below

@/ EEA ePlace Portal
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https://www.mass.gov/info-details/eea-eplace-portal-instruction-documents
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