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PROGRAM GOAL 

ePLACE PORTAL Training Manual is presented by the Commonwealth of Massachusetts Department 

of Environmental Protection.  The program goal is to acquaint Public Users with procedures for 

preparing, sharing, certifying and submitting and Air Plan Approval Application that requires bot the 

inclusion of Supplemental forms for details on Air Pollution Control Devices and for the review and 

Certification by a Massachusetts Registered Professional Engineer in the new ePLACE PORTAL 

application. This currently includes the Major and Non-Major Comprehensive Plan Approval 

Application (AQ02/03) and the Applications for implementing Reasonably Available Control 

Technology (RACT) including AQ08A, AQ08B and AQ22 (now a single application form in ePLACE) 

This document covers the following: 

� The various roles involved in preparing an AQ application 

� Generating a PIN letter to enable sharing of the application with preparers, Professional 

Engineers and the Applicant 

� Activating the PIN letter so shared 

� Designating which supplemental forms you wish to include in your application 

� Completing the supplemental forms 

� Generating the Certification Information Form 

� Certification by a Massachusetts Registered Professional Engineer 

� Generating the Applicant PIN Letter 

� Obtaining Applicant approval and submittal of the forms. 
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Preparing Air Quality Major, Non-Major Comprehensive 

Plan Applications and/or RACT Applications 

1. Introduction 

Applying for certain types of Air Quality Plan Approvals involves more steps when compared to 

other Air Quality approvals. The additional steps include the completion of supplemental forms for 

new air pollution control devices as well as certification by a Massachusetts Licensed Professional 

Engineer. The applications that require these additional steps include: 

• AQ02/03 Major/ Non-Major Comprehensive Plan Application- Fuel 

• AQ02/03 Major/ Non-Major Comprehensive Plan Application- Process 

• AQ08A/AQ08B/AQ22 – Application for Reasonably Available Control technology 

In this section, we will show the steps that should be followed to submit any Comprehensive plan 

application with supplemental forms and PE Certification. 

2. Roles of Persons Preparing an Application 

Persons working on an application can occupy one or more roles in application preparation. There 

are three main roles who interact with these applications and contribute to its 

completion/submission. The roles of Applicant and Professional Engineer are must for each 

application. There may be a preparer for some of the application. This would be a person (or 

persons) who prepare the content of the application for the applicant. Each role is described below 

along with the tasks they can perform are provided below. 

Applicant: The entity for whose personal or Organizational benefit the application is being 

submitted. In the air program, this person is also referred to as the Responsible Official. 

• An applicant can start the application, can delegate the application to a PE or a preparer.  

• An applicant cannot certify as a Professional Engineer 

• The Applicant must be the final person logged in to review and submit the application 

Preparer: The entity to whom the applicant can delegate the task of filling out the application. There 

can be more than one Preparer on an application. 

• A Preparer can start an application 

• A Preparer, if a Massachusetts Registered Professional Engineer, can review and certify the 

application as a Professional Engineer. 

The Preparer cannot be the one who reviews and submits the application. This is the jurisdiction 

of the Applicant who represents the person or Organization making the application.   

Professional Engineer (PE): The entity who can certify application as a Massachusetts Registered 

Professional Engineer 

• The PE Can start an application 

• The PE Must be the one who certifies application as Professional Engineer 
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• The PE cannot be the one who reviews and submits the application finally. Again, only the 

Applicant or person who is a responsible official for the organization may do this. 

The ePLACE system allows persons performing the roles just described to share the application 

through use of PIN number(s) There are two types of PIN numbers for each application. 

 The first PIN is the Delegate PIN. This PIN is generated and sent to the person who first starts the 

application when they click on the “Save and Resume Later” button.  This PIN can be used to, allow a 

preparer to complete the application started by Applicant, to allow an Applicant to see a DRAFT 

Application before submittal. It is also the PIN to Share with the PE so that they can access the 

application to certify as PE.  

The second PIN is generated and sent to the PE Once the PE has certified the application. The 

process of PE Review and certification “locks” the application so that no changes should be made 

after that review. The PE will be sent the “Applicant PIN” once the certification is complete. The PE 

should send this PIN to the Applicant or Responsible Official who would activate it on their account. 

The applicant logs in to his account, uses the applicant PIN and can review, certify and finally submit 

the application.  

3. Activating the PIN 

Once a PIN Letter has been generated by the person who first stats the application, it can be 

shared with others who need to see or contribute to the application in its development. For 

example, you need to give this PIN to Professional Engineer so that he or she can review and 

certify the application before submittal  

 

An example of the Authorization PIN letter is below. The Applicant PIN letter is similar but uses the 

word “Applicant” rather than Authorization. And this PIN letter will be received by the PE once they 

certify and must be sent by the PE to the Applicant or Responsible Official.  

 
 

1. A person who is given a PIN letter must log in to ACA to activate the PIN which will add this 

application to the records. Follow the below steps to activate the PIN. 

 

2. On the home page of your ACA account, select the “Account Management” button present at 

the top of the page. 
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3. Inside the Account Management page in the section Contact Information, select button “Add 

New”.  

 

  

 

 

4. In the box that appears, select “Delegate” in the Type dropdown and select continue 

 

 
 

5. Enter the PIN number from the letter in the next box and select continue 
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4. Supplementation Forms and Certification Form 

The Major/Non-Major Comprehensive Plan Approval as well as the applications for 

implementation of Reasonably Available Control technology at a facility (RACT), have the 

option to attached Supplementation Forms that are specific to Air Pollution Control 

Technology that is proposed as part of the application. 

 

The Certification form that will be used by the PE and Applicant to submit the application is 

also a Supplemental Form. It is therefore important to understand how the supplemental 

forms work in context of the primary application form. 

 

The first step to including supplemental forms in the application is within the main or 

“parent” application where you will find a table where you will identify the type of air 

pollution control equipment you are proposing (new or modified).  

 

 
 

1. Click on “Add a Row” to add the supplemental forms. System will show you the below screen 

once you click on “Add a Row”.  
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2. Click on the Equipment Type drop down. The System will show you all the available 

Supplemental forms. Select the Appropriate supplemental form, assign it a pollution control 

device number (PCD#) and click submit. You can add more than type of air pollution control 

equipment or add multiples of a single type by adding more rows and selecting the equipment 

type and assigning PCD #.   

 

3.  You can also add more than one Pollution Control device at once. For this click on the small 

arrow next to Add a Row button. System will show you the below screen. 

 

 
4. Click on the number of supplemental forms you would like to enter. System will show you the 

below screen with an option of adding all the supplemental forms you would like to add at once.  
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5. Select all the supplemental forms you like to add and click on submit. Then click on “Continue 

Application”. 

 

 
 

6. Once this table is complete, the System will take you to the next page of the parent form to 

complete attachments. You will return to Supplemental forms again later. Please note, if, when 

filling out supplemental forms you change your mind, or the applicant changes equipment, you 
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must return to this table and adjust so that the correct supplemental forms are provided to you 

at the end of the “parent” application. 

 

 

7. Continue to the end of the Parent Application. The system will take you to the review page. 

Verify all the information you entered. Click on the edit button on top of the page if you would 

like to edit any information. If all the information entered appears proper, click on Continue 

application at the bottom of the page. 

 

8. The system will take you to the Authorizations page. Here you will see the list of Supplemental 

forms with a “Start Application” link on right of each form.  

 

 

 

 

Click on the Start Application link of any supplemental form to submit it. Once you click on 

the start application the system will open the supplemental form you have selected.   

 

PLEASE NOTE: MANY FIELDS ON THE SUPPLEMENTAL FORMS ARE NOT “REQUIRED”. This is 

to allow the applicant to move freely through the form. THESE DATA ELEMENTS ARE 

IMPORTANT AND SHOULD BE PROVIDED AS APPLICABLE OR THE APPLICATION MAY BE 

FOUND TECHNICALLY DEFICIENT. 
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9. Fill in all the applicable and required details in each supplemental form and click on “Submit”. 

The system will return you to the Authorizations form page (Step 7) to access the next 

supplemental form. 

 

10. Follow the same process for each supplemental form until complete. You can click on “Save and 

Resume Later” at any point of time. When you resume the link will say “Start Application” but 

you can return to the point where you left off in the form. 

 

11. Each supplemental form will show application contributors and review page. You can review and 

edit the supplemental form like the procedure used on the main portion of the application. 

 

5. Certification Information Form 

 

1. When you submit the last supplemental form on the list, a CERTIFICATION INFORMATION form 

will be added in the list of Authorization forms. “Save and Resume Later” at this point if you are 

not the PE for this application. Remember that the initial application and all the supplemental 

forms should be submitted completely for the certification record to appear. 

 

 

 

2. The system will save the application. Use the Delegate PIN number to share the application with 

the PE. Please remember that the delegate PIN will be sent only to entity who “Save and 

Resume” the application for the first time. (The contributor who started the application) 
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3. Once the PE has activated the PIN letter, the Application will be visible in on the PE’s My 

Records page under DEP section. The PE will should click on “Resume Application” button to 

review and approve the application. The PE should be sure to review both the parent application 

as well as any supplemental forms.  

 

4. The PE should begin their review of the application with the main or parent application. The PE 

will also need to review each supplemental from for completeness and accuracy. 

 

5. To complete the PE certification, click on Start application next to the Certification Information 

form. The certification starts with Professional Engineer Certification. Once you click the Start 

Application system will show you the PE Certification page.  

 

6. If you are the PE for the application, then you can click on the “I agree that I am the Professional 

Engineer” check box.  

 

7. The system will auto populate the details like Printed Name, PE address date signed. Enter your 

license number and expiration date and click “Continue Application”. 

 

 
 

 

8. The system will show you the next page which is where the Applicant must certify  

9. Click on “Save and Resume” on this page. The system will send you (the PE) an email with 

Applicant PIN. 
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10. The PE should send the applicant PIN to applicant or responsible official. 

 

 

11. The applicant needs to activate the Applicant PIN. Even if the applicant has already activated the 

Delegate PIN on their account, the Applicant PIN needs to be added to complete the review/ 

submittal. (see pages 6-8 for instruction on activating a PIN) 

12. The Applicant can then access the application and review the application. Use the button “Exit 

to Supplemental Forms” to exit to supplemental forms for review 

 

Note: The Applicant cannot make any changes to the application. If changes are made, the PE must 

recertify the application. 
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13. The browser asks you to confirm to leave the page, go ahead and confirm it. 

 

  

 

14. The Supplemental forms list also contains the Certification Information form. Once the Applicant 

Review is complete, click the “Start Application” link for the Certification Information form. In 

the second page of the application, check if the correct applicant information is displayed at the 

end of page. Enter all information required and click on continue application. 

 

 

15. In the next page click the “I am the Applicant” box to certify that you are the applicant and 

select to continue. This action will insert a date on the application. 
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16. After certifying the application click the “Continue to Submit” button at the bottom of the page. 

 

17. The past step is to pay the permit fee.  Both Pay by Mail and Pay Online options are available. 

Click the appropriate box to select a payment method and you will be directed to either the 

online payment portal or additional instruction on where to mail payment. 

18. When the application is successfully submitted (including payment of the permit fee) the 

applicant will receive notice. This notice will include the Application Number and will also show 

what other documents have been attached as part of the application.  



  Page 

17 

 

  

 
 

19. The Applicant can monitor the progress of the application review from their “My Records” Page. 

 

 

6. Step Summary  

The following is a summary of the procedure explained in detail in this document 

 

1. The Preparer or Applicant starts the application and clicks “Save and Resume” to generate 

the PIN letter that allows the application to be shared. 

2. The PIN letter is shared with other persons who are working on or reviewing the application. 

3. While completing the main application, the preparer indicates which supplemental forms 

should be attached (pollution Control Devices) 

4. Supplemental forms are provided for those PCDs so indicated at the end of the main 

application 

5. Click the “Start Application link next to each supplemental for to complete the form. You can 

click the save & resume button at any time. 
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6. Complete ALL of the appropriate information on the supplemental form. Just because a data 

element is not required by the system does not mean it is not required for the application. 

7. Once the last supplemental form is opened, the Certification Information form appears on 

the list of supplemental Forms. 

8. Share the PIN with the Massachusetts Registered Professional Engineer so they can review 

the application and complete their part of the Certification Information Form. 

9. Once the PE certifies, the PE is sent a PIN number that the PE must send to the Applicant or 

responsible Official for their final review and submittal. 

10. The Applicant logs into their account and activates the new Applicant PIN number to access 

the application, review and submit it, along with payment of the application fees. 

 

 

 

 

 

  

 

 

 


