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Overview

O This presentation is to assist in completing a LES EA - Laboratory
Administrative Amendment

O Purpose of this application:

1 This form is for certified laboratories in Massachusetts that want to
update/modify their certification information

O This document will take you through the EEA ePlace online
application process
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General Navigation

Q Always Click to move to the next page

O Any field with a red asterisk (*) is required before you can move off
the page

a CIick to save your work and resume at a later time
O Click on the tool tips where applicable to get more details

1 Click on Instructions tab for more information on the
application process

O We strongly suggest using Microsoft EDGE as a preferred browser
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How to Apply

O Click or type this address on
your browser: Mass.gov EEA

Announcements [ Accessibility Support  Register for an Account  Reports(2) ¥ Login

Need Help? For technical assistance in using this web application, please call the ePLACE Help Desk Team at (844) 733-7522
or (844) 73-ePLAC between the hours of 7:30 AM-5:00 PM Monday-Friday, with the exception of all Commonwealth and
Federally observed holidays. If you prefer, you can also e-mail us at ePLACE_helpdesk@state.ma.us. For assistance with

ePLACE Portal

O Log into your account in EEA

ePlace Portal using your

non-technical questions, please contact the issuing Agency directly using the links below.

Contact:

Energy and Environmental Affairs, MASSDEP
Energy and Environmental Affairs, MDAR
Energy and Environmental Affairs, DCR

For DPL, DCAMP and ABCC permits or licenses, please click here.

Convenience Fee: Please note there will be a convenience fee for all online credit card transactions. There is also a nominal

fee for online payment by check.

Welcome to the Commonwealth of Massachusetts ePLACE

username/password
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The Commonwealth of Massachusetts is pleased 10 O

licensing, permitting and certificate services. With ePLACE, the Commonwealth hopes
to deliver more efficient, convenient, and interactive e-government services.

Options for Licensees and Applicants:

- Apply for, Renew, or Amend a License, Permit, Certificate, Notification or Registration

- Make Payments Online

ePLACE Portal Account Registration:
In order to utilize most of the services available through the ePLACE, you must first
register for an account to do any of the following:

- Apply for a License, Permit, Certificate, Notification or Registration

- Renew a License, Permit, Certificate or Registration

- Track the Status of Applications

- Review and Update Applications, Permitting and/or Certificate Information

First Time Users:

Login

User Name or E-mail:

Password:

[J Remember me on this computer

've forgotten my password
New Users: Register for an Account

Please note: At this time, the ePLACE
Portal services only some (not all)
licenses, permits and certificates issued
by Energy and Environmental
Affairs(EEA). It does not service any other
type of license, permit or certificates that
is issued or approved by the
Commonwealth or any of its agencies or
municipalities. ePLACE does not service
any federal licenses or permits.


https://eplace.eea.mass.gov/citizenaccess/Default.aspx

File an Online Application

O Click on the "My
Records” tab to start

) EEA ePLACE Portal
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Access your record

A list of your records
will be displayed:

J Locate the
laboratory

[ Dashboard ]

[ My Records ] [ My Account

authorization

+ DEP

record you need to
Amend

O Click on
“Amendment’ to

Shqwing 1-10 of 99 | Dowr

[] o6/09/2022

Record
Number

LES-M-
MA153

sults | Add to collection

Record Type ;‘:;:;:E;:Lmnm

LESEA -
Certification of
Laboratory for
Envircnmental

Status

continue

S
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Access your record

[ Click on “LES EA -
Laboratory
Administrative Home
Amendment’

DEP Applications

D CIiCk “Continue Select an Amendment Type

Choose one of the following available amendment types. For assistance or to apply for an amendment type not listed below please

Application™ to

proceed

(@ LES EA - Laboratory Administrative Amendment
() LES03 EA - Cerification of Laboratory for Environmental Analysis - Chemistry Amendment
(") LESD4 EA - Cerfification of Laboratory for Environmental Analysis - Microbiology Amendment

Continue Application »
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Q The system will display the ==

Step 1: Laboratory Information

Laboratory 2 Analyte Application

3 Documents 4 Review 5 cubmitted

Labo rato ry I nfo rm atl on Step 1:Laboratory Information>Page 1 of 3

currently on file m

This form may be used only to request updates to laboratory information on file (e.g. address, personnel, facilities, equipment etc_)
or to drop certification for specific method/analyte combinations.

TO reVI eW O r m O d Ify th e To apply for certification for new methods(s)/analyte(s), please complete an LES03 (Chemistry) or LES04 (Micrebiclogy)

Amendment Application.

Informatlon, CIICk the “Edit *indicates a required field.
or View,, button Laboratory Information

Te update your laboratory information, please click the "Edit or View™ button and modify the information accordingly.

Q A pop-up will open, wher re—————

the Laboratory Informatio Bosion et Lakerar
can be modified tsenos

Boston, IM, 12345

Telephone #: 111-111-1111 Email: test@test.go Please fill the below Information:

Edit or View Remove *Individual/Organization:  *Name Of Organization:

CIiCk “Continue AppIiCation” s : Organization > | Boston Test Lab .
= *Country: *Address Line 1 ) Address Line 2:
to proceed > I — TR i vom =

*City: * State *Zip:
Boston MA v 12345-
*E-mail: 7} *Telephone #: 7 *TaxID:
test@test.com 111-111-1111 12345
. *|s mailing address same as the physical address specified
i above?:
4 [} 5N @ Yes O No
| |
i Clear UL
W EEA ePLACE Portal SE——




Step 1: Laboratory Information

Laboratory 2 Analyte Application

D YO u r C u rre nt i n 'I:O rm ati O n 1 Information Information 3 Documents 4 Review Submitted
on f| Ie W| I I be d |Sp|ayed Step 1:Laboratory Information>Page 2 of 3

Laboratory Owners

*indicates a reguired field.

LABORATORY QWNERS

To add new owners, click the "Add a Row” button.
To modify information, click on the "Actions” button for that row and click "Edit”.

M
D R efe r to i n d iVi d u al To delete the row, click on the "Actions” button for that row and click "Delete”.
section instructions for ..o
the steps to update the - oo Quner e

] Test Actions =

iInformation TR

Laboratory Hours

LABORATORY HOURS

To add operating hours, click the "Add a Row” button.
To modify information, click on the "Actions” button for that row and click "Edit”.
To delete the row, click on the "Actions” button for that row and click "Delete”.

Showing 1-1of 1

|__ Day Start Time {hh:mm} Start Time [AM/PM) End Time (hh:mm} End Time (AM/PM)

] Monday-Friday 8 AM 8 AM Actions v

AddaRow | ~ r'E'-'!'l Delete Selected

W eeaepLACE Porta



Step 1: Laboratory Information

Laboratory Personnel

O Refer to individual section "~
INStructions for the Steps . et i ttvrmimien e
to u p d ate th e I nfo rm atl 0 n Te delete the row, click on the "Actions” button for that row and click "Delete”.

Mote: A Laboratory Personnel Form must be submitted for each individual added to the table below. Also submit a copy of the form
for any individual for which a change in job title is requested. When saving the file, please use the "LPF-Lastname-Firstname”

O Note: A Laboratory formet
Personnel Form must be Please download the form here — Laboratory Personnel Form.

submitted for each staff L |
m e m ber ad d ed O r |_' Laboratory Diractor Jane Doa e

modified. When saving e e W

the file, please use the : :
"LPF-Lastname- Sl

Firstname" format

O Click “Continue
Application” to proceed
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Step 1: Laboratory Information

The system will display

the Laboratory
Information currently
on file

Refer to individual /

section instructions for
the steps to update the
information

Click “Continue

Application” to
proceed

EEA ePLACE Portal

Application

Laboratory 2 Analyte 3 Documents 4 Review 5 Submitted

Information Information

Step 1:Laboratory Information>Page 3 of 3

*indicates a required field.

Laboratory Facility

LABORATORY FACILITY

To add new facility information, click the "Add a Row” button.
To modify information, click on the "Actions” button for that row and click "Edit™.
Te delete the row, click on the "Actions” button for that row and click "Delete”.

Showing 1-1 of 1

l__ Facility Details Description

L' Bench Space (sq/ft) - Microbiology Use the Space for MB Lab. Actions -

AddaRow | ~ [ Editselected | Delete selected |

Laboratory Equipment

LABORATORY EQUIPMENT

To add new equipment, click the "Add a Row” button.
To modify information, click on the "Actions” button for that row and click "Edit”.
To delete the row, click on the "Actions” button for that row and click "Delete”.

Showing 1-1of1

l__ Equipment No. of Units Manufacturer Model Specify, if other

r Chemistry - Arsine Generator 5 usIC 1To35 Actionsw

[ AddaRow | ~ ]| EditSclected J| Delete Selected |

e
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Step 2: Analyte Information

O The system will display the e
analyte/methods for which the Step 2:Analyte Information>Page 1 of 3
laboratory currently maintains Please read the guidance below:
certification. Note that the list may T°"f°§::";,£'t_‘;f:’-§§§£‘;‘:i.,mon.,esmethmm
display over multiple pages. B e s e

O If you need to drop an Analyte/Method:

Potable Water Microbiology

) Click on the "Actions" button beside the
analyte

POTABLE WATER MICROBIOLOGY
Use the "Continue Application” button to move to the next certification area.

Showing 1-3 of 3

J Click "Edit” vy Fm—

Total Coliform ater TETE et Ertatribe

Certified Method(s) Remove Method(s)

EN7 SUR SM0223 Actions
L ) R | Edit
Escherichia coli Water Treatment and Distribution ENZ. 5UB. 5M0223

] To drop certification for a method, please
enter the method information in the

Heterotrophic Plate Count Source Water 5M92158

/Qctimmv

POTABLE WATER MICROBIOLOGY

"Remove Method(s) field"

Non-Potable Water Microbiology Use the "Continue Application” button to move to the next cerjiffcation area
* Analyte: Category: Certified Method(s):
r: H NON-POTABLE WATER MICROBIOLOGY Total Coliform Water Trepffnent and Distribution ~ENZ. SUB. 5M9223
D TO d rop Ce rtlfl Catlo n for a'n analyte 1 Use the "Continue Application” button to move to the

please list all the method(s) for which
the laboratory is currently certified in the

"Remove Method(s) field"

Showing 1-5of 5
Analyte
Escherichia coli

Enterococci

Category
Ambient Water

Ambient Water

Remove Method(s):
C

E
4

) ) ) ] ) ., ;ec:lc.o:.forml. :astewater 2m —
4 _Click "Continue Application” to proceed """ 777
.-".?:\ < "r"’.;“j-._l \
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Step 3: Documents

Application

Laboratory Analyte 3 Documents 4 Review 5 Submitted

Information 2 Information

Step 3:Documents>Page 1 of 1

O If you need to upload any
n eW d O C u m e n tS aI O n g Wlth A Laboratory Personnel Form must be submitted for each individual added to the personnel table. Also submit a copy of the form
th i S ap p I i C ati O n ’ yo u Ca n :zrr:;:md ividual for which a change in job title is requested. When saving the file, please use the "LPF-Lastname-Firstname

The form may be download here — Laboratory Personnel Form.

attach them in this section

Documents

Please upload the following Required Document(s) which are mandatory to submit this Application:

O To begin attaching Nerenissemens
documents, click “Browse”

Documents

When uploading file document(s) the maximum file size allowed is 50 MB.

The File Name' (including file extension) MUST NOT exceed 75 characters in length.

The document "Description’ MUST NOT exceed 50 characters in length.

Diocuments that exceed any of these limits will be removed by the system, and cannot be retrieved, which may delay the review process.

‘bat; bin;.dil;.exe; js;.msi;.sql; vbs;ade:adp.chm;cmd; com;cplhtacinsiispijar;jse; libcink mde; msc; msp:mst:php;pif:scrisct:shb; sys:vb vbe;vud, wscwsf wsh
are disallowed file types to upload.

Name Type Size Latest Update Description Action

Mo records found.

o

oy
it
e =
I' be x|
i
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Step 3: Documents (Attaching)

0 A“File Upload” window

File Upload
O pe nS When uploading file document(s) the maximum file size allowed is 100 MB.
The "File Name’ (including file extension) MUST NOT exceed 75 characters in length.
. 1 ) The document Description’ MUST NOT exceed 50 characters in length.
D CI ICk B rOWS e Documents that exceed any of these limits will be removed by the system, and cannot be
retrieved, which may delay the review process.
O Choose the file(s) you want Blank Upload 1 doc
to attach

Blank Upload 2.docx

d When all files reach 100%, Bk Upload 3 docx
click “Continue”

Browse Remove All
Cancel

T,
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Step 3: Documents (Attaching)

O Select the document type
yp \ Zeact
1 Provide a description of each

document that you uploaded -

\p“” ption (Maimum 50 characters):
4 ma m of 55 chavacters

1 Click “Browse” to add more
documents

MOAR_Peiesde_hopeows_wl 1 _AIFAGTIA 145608

*Typa

Q When all documents are uploaded .

MORE_Metecade_Rppeonal sl 1_215A0%14 145600 pal

and described, click “SAVE” o

I Note — If you click SAVE and
RESUME, that will not save yo
documents, make sure to click SAVE
first for the documents to be saved'to
the application

*Typa

O Click “Continue Application” to o | womse | Renorert |
proceed Contiun Apphcaton»

W eeaepLACE Porta
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Step 3: Documents (Attaching)

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

d You should see a
message that you have LES EA - Laboratory Administrative Amendment

1 Laboratory Analyte 5 Application

successfully attached R e o ane
docu m entS Step 3:Documents>Page 1 of 1

A Laboratory Personnel Form must be submitted for each individual added to the personnel table. Also submit a copy of the form
for any individual for which a change in job title is requested. When saving the file, please use the "LPF-Lastname-Firstname”
format.

D ReVieW the IiSt Of The form may be download here — Laboratory Personnel Form.
attached documents Documents

*indicates a required field.

D C I i C k “ C O n ti n u e D” the following Required Document{s) which are mandatory to submit this Application:
Application” to proceed

Mo Required documents

Documents

When uploading file document(s) the maximum file size allowed is 50 MB.

The ‘File Name' (including file extension) MUST NOT exceed 75 characters in length.

Thea document ‘Description’ MUST NOT exceed 50 characters in length.

Documents that exceed any of these limits will be removed by the system, and cannot be retrieved, which may delay the review process.

.bat; bin;.dIl;.exe;.js;. msi;.sql;.vbs;ade;adp;chm;cmd;com;cplhtains;isp;jar;jse; lib;Ink;mde;msc; msp;mst; php; pif; scr;sct;shb;: sys;vb;vbe;vid; wsc;wsf,wsh
are disallowed file types to upload.

Name Type Size Latest Update Description Action
e T Laboratory .
nvite_1.png Parsonnel Form 8812 KB 07/07/2022 LPF-Jane Doe Actionsw

i
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Steg 4: Review

Laboratory Analyte 5 Application

d The entire application * nformaton ¢ Documents
Is shown on a single Step 4:Review
page for your review .

Please review the information below prior to submission. After the application has been submitted, you will not be able to
make changes. To make changes after submittal you must contact the Department directly.

4 If you identify Review and Certification
something you want to

change, click “Edit > IR

Application”

Laboratory Information

D Oth e rWI Se y CO nti n u e to Organization Telephone #:111-111-1111

Boston test Laboratory E-mail-test@test com

the bottom of the page Bomon i, 12345

United States

Tax ID: 12345
Is physical address same as mailing address?: Yes

sy
w\@/ EEA ePLACE Portal
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Steg 4: Review

1 Read the Certification
Statement at the
bottom of the Review
Page -

| attest under the pains and penalties of perjury:

il that | have personally examined and am familiar with the information contained in this submittal, including any and all documents

EI C | I C k th e C h eC k bOX accompanying this certification statemnent;

[} that, based on my inguiry of those individuals responsible for obtaining the information, the information contained in this

I submittal is to the best of my knowledge, true, accurate, and complate;
to CO m p ete yo u r i) that | am fully authorized to make this attestation on behalf of this facility; and
certification

(iv) thiat this laboratory is in compliance with 310 CMR 42.08(3) and has readily available on the premises all equipment, supplies,

[ By checking this box, | agree to the above certification. Date:

Q Click “Continue ———
Application” to
proceed with your
submittal

{:\--f_—“_::}:
[z d
\@/ EEA ePLACE Portal
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Submission Successful!

O When you submit your
application, you will
receive a Record ID so

Home

[ DEP Applications

you can track the status
of your application
online

LES EA - Laboratory Administrative Amendment

Laboratory Analyie ; Application
L Information 2 Infermation 3 Documents 4 Review 5 Submitted

Step 5:Application Submitted

1 Upon submission of
your application please
make sure to check your
email for system Your Record Number s 22.LES. 0055 AMD.

N Ot|f| Cat| ons You will need this number to check the status of your application.

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

) Note — The system
notifications will be sent from
eipas@mass.gov

e,
;N
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To check the status of an application

Mass State Offices & Courts | State A-Z Topies | State Forms | Accessibilty FACQS

An Officiz] website of the Commenwealth of Massachusetts

O Log on to EEA ePlace portal

LMass.gov EEA ePLACE
Portal

EEA ePLACE Portal

Logged in as: TESTING

[ Accessibility Support  Collections (0] Reports (2) ¥ Acco

Nead Help? For technical assistance in using this web application, please call the ePLACE Help Desk Team at (844) 733-7522
or (844) 73-ePLAC between the hours of 7:30 AM-5:00 PM Monday-Friday, with the exception of all Commenwealth and

“ ” : e et oAl C :
d Go to your “My Records ey o e 00
- Contact
page in ePlace to see or ey ol s DS
traCk the Status Of an For DPL, DCAMP and ABCC permits or licensas, please click here.

Energy and Environmental A
- - onvenience Fee: Please note there will be a convenience fae for all online credit card transactions. There is also a nominal
a p p | I C atl O n fedNe online payment by check.

’ Dashboard ] [ My Records ] [ My Account I

Welcome TESTING TESTING File an Online
You are now logged in to the Commonwealth's EEA ePlace Portal Wﬁm
(LT BETIREE B PR H R e ]
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https://eplace.eea.mass.gov/citizenaccess/Default.aspx

Questions?

1 For technical assistance:
IContact the ePlace Help Desk Team at (844) 733-7522
JOr send an email to: ePLACE helpdesk@state.ma.us

O For business related questions, please visit the link below:

Ee®
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