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Navigation 
To make changes to your permit: 

• navigate to your Dashboard,

• Find the permit for which you need to
make a change

• Click “MANAGE” for that permit



  
   

  
 

 

Navigation 
• From the drop down box asking “what

would you like to do?” select “Amend”

• Then click “MANAGE”

• You do not need to write a comment in
the comment box.
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Amending a Permit 
• In Step 1, confirm the details of your

permit and profile are correct.  To make
any corrections to your personal
information you will need to leave this
path and go to your user profile.

• If all is correct, click “NEXT”.

• This step is the same for all permit
categories (commercial, dealer, special).
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Commercial: Boat 
changes 

In Step 2, you can make changes to your 
permit details such as vessels, trip reporting 
and endorsements. 

To make updates to your vessel: 

• Click “UPDATE” in Boat Information. Note
that if the “UPDATE” button is not there,
please refresh the page and try again.

12/8/2024 Division of Marine Fisheries 6 Back to Top 



    
      

 
   

 

    
  

  

      
    

 

 

Commercial: Boat 
changes 

• In this case, we went from No Vessel to
Yes Vessel. If you are simply changing the
vessel attached to the permit, you should
be able to leave the yes/no toggle alone.

• Enter the registration/documentation
number then click “VALIDATE BOAT”

• If the vessel has been entered in our
system before it should prepopulate with
the last entered information.

• If it is a new vessel to our system, it will
allow you to complete its info (see next
slide).
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Commercial: New 
Vessel 

• If no Vessel match is found, it will require
you to complete the vessel profile.

• Enter Vessel Name if she has one, o, if
not, enter “Not Named”.

• Enter length and
Registration/Documentation number.

• Enter Homeport. Sometimes the body of
water is listed rather than the Town name
(e.g., Bourne, MA as Phinney’s Harbor).

• If the vessel is trailered, select
‘unknown’.

• If the vessel is kept out of state, select
‘Out of State’.

• Enter HMS (Tuna/shark) or Federal permit
numbers, if applicable.

• Click “SAVE CHANGES”.
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Commercial: Pre-
existing Vessel 

• If the vessel already exists in our system,
it should auto populate all fields.

• If any of the information that populates is
incorrect, please contact us (see last
slide) to make the applicable changes.

• Click “SAVE CHANGES”.
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Commercial: Changes 
to 

Reporting Type 
• Click “UPDATE” in the trip level reporting

segment.

• Select the correct reporting type.

• Federal Reporting requires an active Federal
Permit that requires VTRs or an HMS Permit with
NO State level endorsements. A copy of the
federal permit is required to be uploaded in the
documents section if this is selected.

• Paper Reporting allows you to report using paper
reports via mail, email, or fax.

• Electronic reporting allows you to report using
the SAFIS website or app.

• You will not be able to select FRC or FTL. Please
call DMF if you believe those are relevant to you.

Note: as of 1/1/24, if you hold 
either horseshoe crab or the 
menhaden endorsement, you 
must report electronically. 

• Click “SAVE CHANGES”.
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Commercial: Changes 
to Endorsements 

• Click “UPDATE” in the Endorsements
segment.

• Click the applicable boxes for the
endorsements you wish to add.

• Please note you will not be able remove
endorsements outside of renewals.

• You may call DMF to cancel an
endorsement.

• If the endorsement(s) requires an
affidavit, a pop-up will occur (see next
slide).

• Once you have made your selections click
“SAVE CHANGES”.

• Click “NEXT” to move to the next section.
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Endorsement 
Affidavits 

• Read the affidavit.

• To certify you have read the affidavit,
check the box indicated.

• Click “SIGNED” to complete.
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Dealer: Changes to 
Products 

• Click “UPDATE” in the Products segment.

• Click the applicable boxes for the
products you wish to add.

• Once you have made your selections click
“SAVE CHANGES”.

• Please upload a new inspection in the
Documents step if required.
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Dealer: Changes to 
Activities 

• Click “UPDATE” in the Activities segment

• Click the applicable boxes for the
activities you with to add.

• Once you have made your selections click
“SAVE CHANGES”.

• Please upload a new inspection in the
Documents step if required.
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Dealer: Changes to 
Vessels (Retail Boat 

Only) 
• Click “UPDATE” in the Retail Boat

segment

• Edit or fill in the vessel name and
registration or documentation number.

• If you need add an additional vessel, click
‘ADD ANOTHER VESSEL’ and fill in the
requested information.

• Once you have made your selections click
“SAVE CHANGES”.
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Dealer: Changes to 
Primary Buyer 

• Click “UPDATE” in the Primary Buyer
segment

• If you are going from ‘No’ to ‘Yes’, you will
be prompted to sign the primary buyer
affidavit (see next slide).

• After signing, the screen will look like the
image to the right. Please fill out all fields.

• If you are already a primary buyer, and need
to update just one element, make the
change to the necessary.

• If you are a ‘Yes’ going to a ‘No’, then make
the change and all nested questions will
disappear.

• Once you have made your selections click
“SAVE CHANGES”.

• Click “NEXT” to move to the next section.
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Dealer: Primary Buyer 
Affidavit 

• Read the affidavit.

• To certify you have read the affidavit,
check the box indicated. Note that you
may need to click the word
Massachusetts for the box to click.

• Click “SIGNED” to complete.
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Commercial and DOR 
Affidavits 

These affidavits were originally signed during 
the initial application/renewal and do not 
need to be signed again. However, if you 
applied on paper, you may need to sign again 
during the amendment. 

Note that the Commercial Affidavit is only 
applicable to commercial permits. The DOR is 
applicable to all permits. 

Proceed to the next step using “NEXT”. 
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Documents 
Most documents would have been uploaded 
during the initial application/renewal, 
however, if you made a change to some 
fields, further documents may be needed. 

To upload a document, select the document 
type. Then browse on your computer or drag 
and drop the document to the page. Add a 
name for your file and click Upload. 

To proceed to the next page click “NEXT” 
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Review and Payments 
Confirm and review the charges. 

If applicable (only for added endorsements 
on a commercial permit), select the payment 
method, then select ‘Process Payment’ and 
proceed to the 3rd party payment site. 

Otherwise, select ‘Next’. 

Payment instructions can be found in a 
separate guide. 
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Submitting your 
request 

• Note that this step is required to fully
submit your application. Submitting
payment is not sufficient.

• Check the certification box.

• Type your name in the box to sign.

• Click “SUBMIT”.

• DMF will receive and process your
request. You will receive a notification
when your request is processed, and your
amended permit is available to print.
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Questions? 
• Contact DMF’s permitting help desk at

• Phone: 617-626-1520
• Email: marine.fish@mass.gov

• See more user guides on our website!
• Creating an Account and Claiming permits
• Managing your user profile and organizations
• Applying for a new permit
• Renewing a permit
• Paying for a permit
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