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EEA ePLACE Portal

Instructions for submitting a 

Renewal of a 

Commercial Feed and Pet Food Registration



EEA ePlace Portal

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 

2



EEA ePlace Portal

File a Renewal

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

Records to start
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File a Renewal

❑ Click on the “Renew 

Authorization” button 

under the Action 

column to the right of 

the Commercial Feed 

Pet Food 

Registration. 

❑ Note: This option will 

only be available 

during the annual 

October – December 

renewal period.
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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

❑ Review the currently 

approved product(s). Click 

on “Approved Product(s) 

List” button. 

❑ The system will download 

an Excel file with a list of 

product(s). 

❑ Note any Product IDs of 

products that you need to 

cancel.
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Product Cancellation

❑ In this section, enter the 

product(s) you choose to cancel. 

Click “Add a Row” button to enter 

the information. 

❑ Enter the Product ID you would like to 

cancel. The system will automatically 

display the corresponding Product 

Name. Then click Submit.

❑ If you have multiple Product IDs, 

continue to add new rows to this 

table.

❑ If you do not need to cancel any 

product(s), please skip this step and 

click the Continue Application button.
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Product Summary

❑ The system will display a 

message indicating the:

❑ Number of requests to cancel 

product(s)

❑ Number of product(s) that will 

be renewed.

❑ If the information is incorrect 

or you need to review, click 

the “Contact Information” tab 

and proceed from there. 

❑ Click "Continue Application" 

to proceed to the next page.
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Review of your renewal

❑ A summary of the entire 

application is  shown for 

your review

❑ If you need to make any 

changes, 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 renewal

❑ 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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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 the appropriate 

payment instruction link, 

depending on the method of 

payment you choose

❑Online Payment

❑Pay By Mail
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Pay Online

❑ The 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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Renewal Submission Successful!

❑ After 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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Pay by Mail 

❑ If you choose “Pay by 

mail”

❑Check your email for 

payment instructions, 

Note: Payment 

instructions will be 

attached to your email

❑ Important: You must print 

and mail the invoice along 

with your check or the 

payment will be rejected

❑Please note – If you 

decide to pay online, go to 

Slide 15 for instructions
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How to make a payment via “Pay Fees Due” link

❑ If you need to return at 

a later time to make a 

payment - 

❑ Log into your account 

in EEA ePLACE using 

your username/ 

password - Mass.gov 

Licensing and 

Permitting Portal

❑ Click on the “My 

Records” tab 
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❑ Find the application that 

you want to make a 

payment for

❑ Select “Pay Fees Due” 

link

❑ The system will take you 

to the “Pay Fees” page, 

where you can select a 

payment option

❑ Follow instructions from 

Slide 11 to complete your 

payment

16
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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
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