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Dashboard Navigation
1. Login to your account.

2. Click on the profile option in the menu across the
top of the page.

3. In the drop down that appears, select ‘User
Profile’.
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Updating Personal 
Details
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• Names, primary email, and DOB cannot
be changed. You can contact DMF if there
is an issue.

• You can update your contact email
address.

• Please note that residential address
changes require DMF approval.
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Updating Personal 
Details

• If you updated your address and your
mailing address is the same, click the
“Same as Residential Address” box.

• If you added an additional number
through the “+ADD ANOTHER PHONE NUMBER”
button, be sure to select a phone type.

• Delete a phone number by clicking the
trash can under actions

• Click “SAVE UPDATES” to process your
changes.
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Updating Personal 
Details

• Please note that if you hold a permit, 
residential address changes require DMF 
approval. 

• Upon submitting the change, the profile 
will be locked and 

• You cannot apply for a new permit until 
DMF processes the request.

• After submission, the profile will show 
the submission date and the request 
status.

• You will be notified when a change is 
approved.
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Joining an Existing 
Organization

• In the User Profile, click the Organizations 
tab, and if you have no existing 
organizations, you will see a screen like 
this

• Next, click the ‘JOIN OR CREATE A NEW 
ORGANIZATION BUTTON’.
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Joining an Existing 
Organization
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• You will land on a search page. Searching to
see if your organization exists first will help
reduce duplication in the system.

• When searching by an organization name,
please use the best practices listed at the
top of the screen.

• You do not need to fill out all fields to
successfully search.

• Hit ‘Enter’ or click ‘Search’ to execute your
search

• Look for the organization in the results and
click ‘REQUEST TO JOIN’

• You can check the status of your request on
your Organizations page. If you do not see a
notification of acceptance or rejection by
the organization within 5 business days,
please contact DMF.

Back to Top



Adding your 
Organization

• In the User Profile, click the Organizations
tab, and if you have no existing
organizations, you will see a screen like
this

• Next, click the ‘JOIN OR CREATE A NEW
ORGANIZATION BUTTON’.
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Adding your 
Organization
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• You will land on a search page. Searching 
to see if your organization exists first will 
help reduce duplication in the system.

• When searching by an organization name, 
please use the best practices listed at the 
top of the screen.

• You do not need to fill out all fields to 
successfully search.

• Hit ‘Enter’ or click ‘Search’ to execute 
your search

• If no results come up, or no results that 
match your org appear, click ‘ADD NEW 
ORGANIZATION’.
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Adding your 
Organization
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• When creating an organization, the
profile data will look similar to the person
profile.

• Elements marked with an asterisk are
required.

• When completed, click ‘CREATE ORG’
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Adding your 
Organization
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• You will land back on your user profile. 
Click on the ORGANIZATIONS tab again to 
find the new organization listed.

• You will automatically be listed as the 
principal owner of the org.

• ‘EDIT’ will let you update the details of 
the Organization itself.

• ‘MANAGE’ will bring you to the page to 
manage the people affiliated with your 
org.

Back to Top



Editing your 
Organization
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• If you click EDIT, you will be brought to 
the Organization details. 

• To update fields, click ‘UPDATE’, make 
your changes, and click ‘SAVE UPDATES’

• Note that the name of the org and the 
residential address of the org cannot be 
updated. Call DMF to inquire about 
changing those.

Back to Top



Manage your 
Organization 
Affiliations

• As an organization owner, you can 
manage the affiliations of your org and 
approve requests to join. 

• If you click MANAGE, you will be brought 
to the Organization affiliations. 
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Manage your 
Organization 
Affiliations
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• You cannot change your ownership status. 
Please contact DMF if that is necessary.

• If you have an affiliation request to manage, 
click ‘MANAGE’ to enter the affiliations 
management screen. 

• Here you can set the role of the individual 
and their status. To Approve the request:

• Choose the Role from ‘Owner’, ’Admin’, and 
‘Employee’

• Choose the ‘Active’ Status
• Click ‘Approve’.

• To reject or deny the request, click ‘Reject’
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Manage your 
Organization 
Affiliations

• To change an Employee’s affiliation, click 
‘MANAGE’.

• You can now change their role if needed.

• You can also unaffiliate this person from your 
organization by clicking ‘UNAFFILIATE’
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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
• Applying for a new permit
• Amending a permit
• Renewing a permit
• Paying for a permit
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