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How to Submit a Retail Record in ePLACE 

 

 

1. Go to the ePLACE Link: https://elicensing.mass.gov/CitizenAccess/Default.aspx 

 

2. Login to your account: 

 
 

3. Select Manage Licenses, Permits and Certificates 

 
 

4. Select File an Online Application 

 
 

  

https://elicensing.mass.gov/CitizenAccess/Default.aspx
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5. Read and accept the terms and select Continue: 

 

 
 

6. Select the Alcoholic Beverages Control Commission – Retail menu item and select Retail Record 

Scroll down to the bottom of the page and select Continue.  
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7. Fill out the required fields for this Retail Record.  

Note: This form is used to submit one transaction, if you have multiple Applications/Amendments to 

submit, you must repeat the process for each one. 
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8. The next page is the Documents page. You are required to upload a minimum of one document.  

 

9. Select the Add button and select the document from your computer.
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10. Once the file is uploaded, select the Continue button.  

 

11. If you want to add additional documents, select the Add button again.  

Select the appropriate document type from the dropdown list.  

 
12. Select Save 

 

13. Confirm the documents have completed uploading. If they are still uploading, it will say Pending in 

the Latest Action Column. 
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14. Once they have successfully uploaded, that column will have today’s date. When you have 

completed uploading documents select Continue. 
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15. Review the information on the Review page and select Continue. 
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16. You will see a Successfully Completed message and a Record ID: 

 
You can see the status of your transaction on the Manage my Licenses and Permits page: 

 
The available statuses are: 

▪ Submitted – The transaction has been submitted and is ready for the Licensing Staff to 

review. 

▪ In Review – The transaction is currently being reviewed by the Licensing Staff. 

▪ Closed – A Retail Application/Amendment has been created using the information provided 

in your Retail Record submission. 

▪ Withdrawn – The transaction was withdrawn by the Licensing Staff. This is used in cases 

where a transaction was submitted in error.  

 

17. When your Retail Record is still in the Submitted or In Review status, you have the ability to upload 

additional documentation if requested. 

 

To do so, follow the steps below: 

 

18. Go to Manage my Licenses and Certificates 
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19. Select the Identifying Number of the record 

 
 

20. Select Record Info and then Attachments. 

 
 

21. Select the Add button. 
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22. Upload additional documentation 

 
23. Select Continue 

24. Select File Type from the dropdown list, then Save. 
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25. Your additional documents have been successfully uploaded, and the Licensing Staff at ABCC can 

view them. 

 


