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EEA ePLACE Portal

Instructions for how to add product(s) to a 

Commercial Feed and Pet Food Registration 
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General Navigation

❑ Click                      button to move to the next page. 

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

next page.

❑ Click                      button to save your work and resume later. 

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

❑ Suggested preferred browsers are Chrome and Microsoft Edge 
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File an Add Product(s) Application

❑ After logging in to the EEA ePLACE Portal, click My 

Records to start
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File an Add Product(s) Application

❑ Click on the  

“Amendment” 

button under the 

Action column to 

the right of the 

Commercial Feed 

and Pet Food 

Registration 

Authorization that 

you want to add 

products to. 
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Select a Type
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❑ Select the MDAR - 

Commercial Feed 

and Pet Food 

Registration Add 

Product(s) 

Application.

❑ Click "Continue 

Application" to 

proceed to the next 

page.
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Contact Information
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❑ Please review the 

Company 

Information provided. 

If any changes are 

needed, kindly 

submit a Commercial 

Feed and Pet Food 

Registration General 

Amendment.   

❑ Click "Continue 

Application" to 

proceed to the next 

page.
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Product Information

❑ To review the current approved 

product(s), click on “Approved 

Product(s) List” button. 

❑The system will download an Excel 

file with list of product(s). 

❑ To upload the labels, click “Add” 

button.

❑Ensure that one file is uploaded per 

product, and that the one file 

includes all sides of the product 

label. Do not combine multiple 

labels into one file.

❑  Ensure that all files are in the 

correct format (PDF, JPEG, PNG).

7



EEA ePlace Portal

Uploading Product Labels
❑ A “File Upload” window opens

❑ Click “Add” 

      Note: If you do not see the “Add” button, 

“Tab” twice on your keyboard to see the button.

❑ A pop-up will open. Choose the file(s) 

you want to attach.

    Note : Ensure the name of the file 

❑ Has less than 75 characters.

❑ Does not contain any special characters 

such as commas, dashes etc.

❑ When all files reach 100%, click 

“Continue”
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❑ For each product label uploaded, add a 

Product ID (if applicable) and a Product 

Name

❑ Product ID is optional. If the company has 

their own Product ID, please enter it. 

Otherwise, the Agency will assign one 

automatically. This ID will be linked to the 

product and used for future renewals and 

amendments.

❑ Product Name is required. Please enter the 

Product Name exactly as you would like it to 

appear on the Registration Certificate.

❑ Click “Add” to add more product labels

❑ When all documents are 100% uploaded, 

click “Save”.
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❑ You should see a message 

that you have successfully 

attached documents

❑ Review the list of attached 

documents

❑ If you need to attach more 

product label file(s), click 

“Add”.

❑ When ready, click on 

“Continue Application” to 

proceed to the next page of 

the application.
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Product Summary Information

❑ System will display a 

message of how many 

product label file(s) have 

been uploaded. 

❑ If you find the information 

incorrect and need to 

review the files or add 

more files, please click on 

the “Product Information” 

tab to go back to the 

product label section. 

❑ Click "Continue 

Application" to proceed to 

the next page.
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Review of your Add Product(s) Application

❑ A summary of the entire 

application is  shown for 

your review

❑ If you need to make any 

changes to the products 

you have added, select 

“Edit Application” button. 

This will take you to the 

first page of your 

application

❑ Continue to the bottom 

of the page 
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Certifying the application

❑ Read the Certification 

Statement

❑ Select the check box 

to complete your 

certification

❑ Click “Continue 

Application” to 

proceed with the 

submittal of the 

application
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Add Product(s) Application Submission Successful!

❑ When you submit 

your application, you 

will receive a Record 

ID so you can track 

the status of your 

application online

❑ Upon submission of 

your application 

please make sure to 

check your email for 

system notifications.
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Payment Instructions Notification

❑ Once the application review 

is complete, you will receive 

an email with:

❑ List of reviewed products

❑ Payment Instructions

❑ Click below for payment 

instructions

❑Pay Online

❑Pay by Mail

Please note, payments made by mail 

may cause delays.
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Pay Online – Log into your EEA ePLACE Account

❑ To pay online, log into your 

account in the EEA 

ePLACE Portal using your 

username / password -

Mass.gov Licensing and 

Permitting Portal

❑ Click on the “My Records” 

tab 
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❑ Confirm that the Record 

Number corresponds to 

the application that you 

want to make a payment 

for.

❑ Select the “Pay Fees 

Due” link

❑ The system will take you 

to the Fee Page, where 

you can make a payment
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Pay Online - Selecting the Payment Option

❑ Both online payment and 

pay by mail options are 

available

❑ Online payment options 

include payment by credit 

card or by ACH (electronic 

check)

❑ Select Pay Online
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Pay Online

❑ System will bring you to the 

payment screen

❑Provide all payment and billing 

information

❑Accept the terms and conditions 

and click submit

❑ You will be e-mailed a receipt. 

❑ After the system processes 

your payment, you will be 

emailed an updated 

registration certificate
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❑ When the online 

payment is completed 

successfully, please 

make sure to check 

your email for system 

notifications. 
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Pay by Mail 

❑ If you choose “Pay by 

mail”

❑Check your email for 

instructions. Payment 

instructions will be 

attached 

❑You must submit the 

attached invoice with 

your payment

❑Please note – If you 

decide to pay online, go to 

Slide 16 for instructions
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Questions?

For technical assistance with online registration:

 Contact the ePlace Help Desk Team at (844) 733-7522

 Or send an email to: ePLACE_helpdesk@mass.gov

For other questions regarding your registration:

 Email: mdarfeedprogram@mass.gov

 Website: Commercial Feed and Pet Food Registration

22

mailto:ePLACE_helpdesk@mass.gov
mailto:mdarfeedprogram@mass.gov
https://www.mass.gov/how-to/commercial-feed-pet-food-registration

	Slide 1: MDAR – Commercial Feed  and Pet Food EEA ePLACE Portal Instructions 
	Slide 2: General Navigation
	Slide 3: File an Add Product(s) Application
	Slide 4: File an Add Product(s) Application
	Slide 5: Select a Type
	Slide 6: Contact Information
	Slide 7: Product Information
	Slide 8: Uploading Product Labels
	Slide 9: Uploading Product Labels
	Slide 10: Uploading Product Labels 
	Slide 11: Product Summary Information
	Slide 12: Review of your Add Product(s) Application
	Slide 13: Certifying the application
	Slide 14: Add Product(s) Application Submission Successful!
	Slide 15: Payment Instructions Notification
	Slide 16: Pay Online – Log into your EEA ePLACE Account
	Slide 17
	Slide 18: Pay Online - Selecting the Payment Option
	Slide 19: Pay Online
	Slide 20
	Slide 21: Pay by Mail 
	Slide 22: Questions?

