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EEA ePLACE Portal 

How to Apply 

• Create or log into your 

account in eLicensing 

• First time users click here 

• Be sure to provide full 

name, address and 

contact information when 

setting up your account. 
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EEA ePLACE Portal 

File an Online Application 

• Click here to start 
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EEA ePLACE Portal 

File an Online Application 

• Read and accept  the Terms and Conditions 

• Click the checkbox and click “Continue” 
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EEA ePLACE Portal 

File an Online Application 

• Click on “Energy and Environmental Affairs” and “Apply 

for a DEP Authorization” 
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EEA ePLACE Portal 

File an Online Application 

• Select the AQ02 or AQ03 form you would like to submit 

and click “Continue Application 
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EEA ePLACE Portal 

Contact Information 

• VERY IMPORTANT: The entries you make in this section 

will dictate who will be able to access the application 

both before and after submittal. 

• There are three required contacts 

 Permittee- The person with signatory authority for the company requesting 

a plan approval. 

 Professional Engineer- The Massachusetts License professional Engineer 

who will review and certify as to the technical accuracy of the application 

 Submitter- Could be the Permittee but more likely a Consultant on 

Company staff person who is preparing the application and will be 

responsible for editing the application after submittal if MassDEP request 

additional information. 
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EEA ePLACE Portal 

Contact Information: Permittee 
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In order to insert a Permittee, the person must have 

an account in ePLACE. Click “Look up” and enter the 

person’s last name to retrieve their account 

information for this section. If the account information 

is incorrect, close the application and have the person 

edit their account.  



EEA ePLACE Portal 

Contact Information: Permittee Affiliation 
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The next box asks for the company the Permittee is  

affiliated with. The only information required is the  

name and address of the company. If you choose to  

“Look Up” and there is a contact name on the record 

that is not correct , save the selected company then  

click the “Edit” button to edit out the contact name  

and/ or phone number 



EEA ePLACE Portal 

Contact Information: Professional Engineer and 

Contributors 

• Again, anyone that should be listed in this fields must 

have an ePlace account. By adding them to the record, 

you will be giving them access to contribute to the 

application. Click the Look up Button and search by 

Name. 
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EEA ePLACE Portal 

Facility Information 

• Search for an existing 

facility by entering the 

name or address and click 

on “Search”. 

• If not found, click on 

“Clear” and search 

different or fewer criteria 

• If still not found, add as 

new by typing in the 

facility information as 

required (see red asterisk) 
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EEA ePLACE Portal 

Facility Information 

• Based on what you have 

searched for, a list will be 

returned with all possible 

matches. 

• Click on the button to the 

right of the facility you are 

seeking and click “Select” 

or  

• Click “Cancel and search 

again 
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EEA ePLACE Portal 

Facility Information 

• Add owner 

Information 

• Click “Look Up” to 

find Facility Owners 

already registered 

with DEP 

• Click “Add New” if 

the facility owner is 

not already 

registered with DEP 
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EEA ePLACE Portal 

Facility Information: Owner Lookup 

• If you chose to look up the owner: 

 Search for the owner by adding the name or other information then clicking 

“Look up” 

 If your owner does not come up, click “Clear” and try again 
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EEA ePLACE Portal 

Facility Owner: Add Owner 

• If you clicked “Add 

Owner” 

 If the owner information 

matches your login 

information, check the 

“Use Login Information” 

box 

 Indicate if the owner is an 

individual or an 

organization 

 Provide all information in 

the new window that 

opens  

 Click “Continue” 
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EEA ePLACE Portal 

Owner Information 

• You will see a message saying “Contact added 

successfully”  

• Click “Continue Application” 
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EEA ePLACE Portal 

Additional Facility Information 

• Indicate the type of Application 

• Provide the Standard Industrial 

Classification (SIC) Code: 

• For more information about SIC codes, go to: 

https://www.osha.gov/pls/imis/sicsearch.html 

• Provide the North American Industry 

Classification System (NAICS) 

Code:  

• For more information about NAICS codes, go to: 

https://www.census.gov/eos/www/naics/index.html 

• Indicate if the project is subject to 

MEPA Review. 

• For more information about MEPA, go to: 

http://www.mass.gov/eea/agencies/mepa/ 

• Click “Continue Application” 
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EEA ePLACE Portal 

General Instructions 

• All “Required” field are marked with a red asterisk (*) 

• In order to make data entry more convenient, the 

Department limited the use of the “required” fields. 

• That said, please make your application complete as 

possible. Just because a field is not “Required” does not 

mean that the information is not necessary for a 

complete application suitable for review and Department 

action. 

• When in doubt- provide attachments. 
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EEA ePLACE Portal 

Existing Approvals 

• If you have existing Air Quality Plan Approvals, Emission Cap Notifications 

and 310 CMR 7.26 Compliance Certifications associated with the facility’s 

emission cap, add a row to the table for each existing plan approval 

• Click ‘Continue Application” when all approvals have been added 
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EEA ePLACE Portal 

Adding Rows 

• Clicking “Add a row” opens this window 

 Provide the requested information for each of your existing approvals, starting with 

“Approval Type” 

 Click Submit 

• Repeat for each of your approvals 
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EEA ePLACE Portal 

Editing Rows 

• In order to edit rows in a table: 

 Check the box for the row to be edited 

 Click “Edit selected” 

 Provide the requested information 

 Click “Submit 
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Note: An orange exclamation 

point indicates missing 

information and a row that must 

be edited  



EEA ePLACE Portal 

Proposed Project Description 

• Give a short description 

of your proposed project 

 Include parameters for any 

associated air pollution 

controls 

• Indicate yes or no for 

each of the questions 

about your project 

proposal 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Emission Reduction Credits or 

Emission Offsets 

• If you indicated that 

your project is subject 

to 310 CMR 7.00, 

Appendix  A, you 

summarize the offsets 

 Add rows for each source of 

credits or offsets by clicking 

“Add Row” 

 Edit existing rows by checking 

the box for the row and 

clicking “Edit Selected” 

• When the table is 

complete, click 

“Continue Application” 

23 



EEA ePLACE Portal 

Prevention of Significant Deterioration 

(PSD) Information 

• Indicate if your 

project is subject to: 

  PSD  

 Emission limitations  

 New Source Performance 

Standards 

 MACT or GACT Control 

Technology 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Application Information 

• List each applicable federal requirement  

 Click “Add Row” for each applicable part and give the requested 

information 
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EEA ePLACE Portal 

Proposed Project Details: Equipment 

• If you have equipment as part of your proposed 

project 

 Add a row to the proposed equipment details table for each piece 

 Edit existing rows to provide complete information 

• Click “Continue Application”  
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EEA ePLACE Portal 

Application Information: Equipment 

• If you are filling out a Fuel 

Application you will be asked 

about: 

 Turbine & Engine Output 

 Burners 

• If you are filling out a Process 

Application you will be asked 

about: 

 Ancillary Combustion Equipment 

• Add or Edit rows in tables to 

provide complete information, 

and answer all questions 
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EEA ePLACE Portal 

Pollution Control Devices (PCD) 

• If you indicated that you will use a PCD, “Add a Row” 

to the PCD equipment table to describe each piece of 

equipment 
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EEA ePLACE Portal 

Project Configuration 

• Project configuration summarizes the  

 If correct, click “Continue Application” 

 If incorrect, return to the previous page and edit the information 
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EEA ePLACE Portal 

Stack Description & BACT Information 

• Stack Information  

 Edit each indicated row to 

provide complete stack 

information 

 If you have no stacks, leave 

this table blank 

• Indicate if you are 

proposing a top case 

BACT 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

BACT Emissions 

• If you indicated that you 

will have BACT 

Emissions: 

 Add a row to the BACT Emissions 

table for each proposed emission unit 

 Add a row to the 

Production/Operational Limits table to 

indicate any operational limits on 

emissions 

 Indicate if you are proposing sound 

generating equipment and have 

proposed a sound study 

 Click “Continue Application” 
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EEA ePLACE Portal 

Sound Suppression & Project Potential 

• Add a row to the 

Equipment table for each 

piece of sound 

suppressing equipment 

• Describe the potential for 

other impacts, including:  

 Visible emissions 

 Odors 
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EEA ePLACE Portal 

Monitoring 

• Add and edit rows in each 

table to provide complete 

information for: 

 Emission Monitoring Records 

 Fuel Monitoring Records 

 Emission Monitor Alarms 

• When all tables are 

complete, click “Continue 

Application” 

33 



EEA ePLACE Portal 

Energy Evaluation Survey 

• Answer the Energy 

Evaluation Survey 

 You must indicate yes or no to 

each question marked with a red 

asterisk, and each question 

relevant to your application 
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EEA ePLACE Portal 

Equipment Details 

• Add a row to the 

Equipment Details table 

for each supplemental 

form required for your 

application 

 Click Add a Row 

 Provide requested information 

 Click “Submit” 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Attach Documents 

• Upload all required 

documents for your 

application 

 The required documents will 

be listed on the application 

• To begin attaching 

documents, click 

“Browse” 
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EEA ePLACE Portal 

Attach Documents 

• A “File Upload” window 

opens 

• Click “Browse” 

• Choose the file(s) you 

want to attach 

• When all files reach 

100%, click “Continue” 
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EEA ePLACE Portal 

Attach Documents 

• Provide a description of 

each document that you 

uploaded 

• Click “Browse” to add 

more documents 

• When all documents are 

uploaded and described, 

click “Save” 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Attach Documents 

• You should see a 

message that you 

have successfully 

attached documents 

• Review the list of 

attached documents 

• When ready, click 

“Continue 

Application” 
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EEA ePLACE Portal 

Special Fee Provision 

• Leave blank and click 

“Continue Application” if 

special fees do not 

apply to your situation 

• If you have a Special 

Fee Provision (e.g., you 

are a municipal 

employee), check the 

appropriate box and 

provide requested 

information 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Applicant Contributors 

• Review the list of 

individuals who have 

viewed, edited or 

signed this application 

• This certification must 

be reviewed by: 

 The Applicant 

 A Professional Engineer 

(PE) 

 The applicant and the PE 

cannot be the same person 

• Click “Continue 

Application” 
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EEA ePLACE Portal 

Review the Certification 

• The entire application is  

shown on a single page 

for your review 

• If you note something 

you want to change, click 

“Edit Application” 

• Otherwise, continue to 

the bottom of the page 

and click “Continue 

Application” 
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EEA ePLACE Portal 

Supplemental Forms 

• Each Supplemental form is a sub-part to the main 

application 

• You will have indicated which forms you plan at attach in 

an earlier table. 

• Once the review of the main application is complete, the 

supplemental forms will be listed 

• To change what supplemental forms are listed, you need 

to modify the table (see page 30 of this presentation) 
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EEA ePLACE Portal 

Supplemental Forms 

• You need to provide all 

supplemental forms 

indicated in your 

application 

• Click “Start Application” 

for each form 

• Complete each form 

• You can save and 

resume at any time. 
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EEA ePLACE Portal 

Certification Forms 

• Once the last 

Supplemental form is 

complete, the Application 

Submitter Certification 

form is created 

• The person designated 

as the Submitter should 

complete this form. Click 

“Start Application” to 

begin  
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EEA ePLACE Portal 

Certification Forms: Submitter 

• If the Submitter is the 

same as the Permittee, 

complete the signatory 

Authority Section. 

• Read the Certification 

statement and agree to it 

by checking the box 

below. This action will 

date and “submit” the 

application. 
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EEA ePLACE Portal 

Certification Form: Submitter 

• The Submitter should 

review the just completed 

for and either edit or click 

“Continue” to proceed. 

• Clicking “Continue” takes 

you back to the main 

application. 

• Click “Continue” one 

more time to make the 

submittal. 
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EEA ePLACE Portal 

Certification Form : Submittal Notification 

48 

• Once the application is submitted, an email notice is sent to 

the PE and Permittee. 

• This notice has a copy of the application included as an 

attachment to make their review easier. 



EEA ePLACE Portal 

Certification Forms: Submittal Acceptance 

• The PE and Permittee 

should log in and click on 

“My Records” 

• Click on the “Resume 

Application” Link 

• This activates the 

Certification Statement 

and Acceptance Page 
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EEA ePLACE Portal 

Certification Forms: Submittal Acceptance 

• The PE and Permittee will 

each get an acceptance 

statement 

• The PE will need to enter 

their license number and 

expiration date 

• The Permittee will need 

to enter the signatory 

information 
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EEA ePLACE Portal 

Certification Forms: Certification 

• The Permittee and PE 

should read the 

certification statement 

provided and click the 

box to indicate 

acceptance of the 

statement 
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EEA ePLACE Portal 

Certification Forms: Certification 

Like the Submitter, the 

permittee and PE have the 

opportunity to review the 

forms 

Once they click continue, 

the certification statement is 

submitted 
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EEA ePLACE Portal 

Pay Permit Fee 

• The Permittee should 

return to the “My 

Records” page and 

click on the “Pay Fees 

Due” Link 
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EEA ePLACE Portal 

Application Fee 

• Both online payment 

and pay by mail  are 

available 

• Online payment will 

require a service 

charge  

• Click the appropriate 

box to begin 
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EEA ePLACE Portal 

Pay Online 

• If you choose “Pay 

Online”, you will be 

brought to this 

screen 

• Provide all payment 

and billing 

information 

• Accept the terms 

and conditions 

• You will be e-mailed 

a receipt 
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EEA ePLACE Portal 

Pay by Mail  

• If you chose pay by mail, 

check your e-mail for 

instructions 

• We will not review your 

application until we 

receive payment 
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EEA ePLACE Portal 

Submission Successful! 

• When you submit your 

certification you will 

receive this notice. 

• You will also received a 

Record ID so you can 

track the status of your 

application on line 

• Go to your “My Records” 

page to see the status of 

an application 
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EEA ePLACE Portal 

Questions? 
• For technical assistance, contact the ePlace Help Desk Team at (844) 

733-7522 or ePLACE_helpdesk@state.ma.us 

• For other questions, contact your regional office. You can lookup your 

regional office and their contact information at: 

http://www.mass.gov/eea/agencies/massdep/about/contacts/find-the-

massdep-regional-office-for-your-city-or-town.html 
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