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EEA ePLACE Portal 

Overview 

• This presentation will take you screen by screen through the 

ePLACE online permitting application process. 

• This presentation does not cover the technical requirements of 310 

CMR 30.00 with regards to Hazardous Waste Recycling. 

• You are encouraged to schedule a pre-application meeting with the 

appropriate regional office before starting this application.   
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EEA ePLACE Portal 

Create an account in ePLACE 

• Create or log into your account 

in ePlace 

• First time users click here 

• Be sure to provide full name, 

address and contact 

information when you set up 

your account. 

• See 

https://permitting.state.ma.us/C

itizenAccess/ for detailed 

instructions on setting up an 

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 HW21 Application 

• Click “Continue Application” 
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EEA ePLACE Portal 

General Navigation 

• Always Click                            to move to the next page.  

• Do NOT use the Browser Back Button         as this will take you out 

of the system 

• Any field with a red asterisk is required before you can move off the 

page. 

• Click                                 to save your work but also to create a PIN 

letter that can be shared with another user. This is important if the 

application is being prepared by a consultant. See the ePLACE 

Quick Guide at: 
http://www.mass.gov/eea/docs/dep/service/approvals/eplace-quickguide.pdf 

    for instruction on how to share a PIN and allow other people to  

    access the draft application while in development. 
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EEA ePLACE Portal 

Start the Application – Facility Info 

• Across the top of each 

screen you will see the 

“steps” to completing this 

application 

• The first step is to identify the 

facility. 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 (such as address 

only) 
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EEA ePLACE Portal 

Facility Information Search 

• Based on the term you 

searched, a list will be returned 

with all possible matches. 

• Click on the button to the left of 

the facility you are seeking and 

click “Select” or  

• Click “Cancel and search 

again 
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EEA ePLACE Portal 

Facility Information 

• If still not found, add a 

new Facility by typing in 

the facility information as 

required 

• The red asterisk next to 

each data field on this 

screen and throughout the 

application indicates a 

required field. 
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EEA ePLACE Portal 

Owner Information 

• Add owner Information 

 Click “Look Up” to find Facility Owners already registered in ePLACE. 

Otherwise, click “Add New” 
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EEA ePLACE Portal 

Owner Lookup 

• To look up an Owner: 

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

“Look up” 

 If the owner is not found, click “Clear” and try again or add the owner. 
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EEA ePLACE Portal 

Facility Owner: 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” when 

done 
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EEA ePLACE Portal 

Owner Information 

• Once complete, you will see a message saying “Contact added 

successfully”  

• Click “Continue Application” 
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EEA ePLACE Portal 

Application Information 

• You can view the Instructions by clicking on the blue Instructions button. 

• The “Get a Generator ID” button links to EPA’s RCRAInfo Sign-in screen. 

You will need to have a generator ID in order to complete this application. 
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EEA ePLACE Portal 

Application Information 

• Indicate whether this application is 

for a New recycling operation or 

Renewal of an existing, permitted 

operation 

• Also indicate whether the 

applicant is requesting to be a 

generator of recyclable materials 

(in excess of 100 kg per month) or 

whether the applicant is 

requesting  authorization to 

receive recyclable materials at this 

facility. Only one box can be 

checked  
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Generator Instructions start on the 

next slide. 

 

Instructions for a Recycler 

receiving Class A materials start 

on slide 22. 



EEA ePLACE Portal 

Application Information: Generating Class A Waste 

• The section of the application  

provides a table that must be 

completed. Click “Add a Row” 

to start. 

• Describe each Class A waste 

to be shipped offsite  for 

recycling.  

• Click Submit when the each 

entry is complete. 

• Add a row for each different 

Class A Waste generated. 
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EEA ePLACE Portal 

Application Information: Generating Class A Waste 

• In the next section, indicate the 

type of material to be shipped 

to an off-site recycler. 

• More than one box can be 

checked off 

• Click “Continue” when finished. 
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EEA ePLACE Portal 

Application Information: Generating Class A Waste 

• The next section is looking for 

a description of how materials 

are stored on site before 

shipping. 

• Click Add a Row to Begin 

• Select the type of storage 

(Accumulation Type) from the 

drop down list and in the next 

fields provide the amount of 

materials stored on site at any 

one time. 
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EEA ePLACE Portal 

Application Information: Generating Class A Waste 

• The receiving recycler table is 

initially populated with the 

waste material indicated in a 

previous table.  

• Check the box to the left of the 

line item and click “edit 

Selected” to get started. 

• If you send recyclable 

materials to more that one 

receiving facility click “add a 

row” to add the additional 

receiving facilities 
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EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 

The next few screens are for 

applicants who are requesting 

to recycle Class A Materials 

received from others. 

 

The first section asks for the 

use categories of Class A 

materials received. Check one 

or more of the boxes provided.  
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EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 
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• In the next table the waste 

materials received are 

described in more detail 

• Click “add a row” to get started 

• Complete the required 

information and click submit 

• Add a row for each waste type 

received  and/ or method of 

recycling (e.g. if recycling 

waste oil via two methods, list 

waste oil twice) 



EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 

• The next table asks for the name, 

address and EPA ID# for each 

party sending Class A waste for 

recycling. 

• Click “Add a Row” to start  

• Complete the required information 

for each Class A waste generator 

and click “Submit” 

• Once the list is complete, click 

Continue Application 
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EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 

• The next two questions are 

specific to waste oil recycling. 

• If not recycling waste oil, 

answer NO to both questions. 
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EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 

• The next table is looking for 

more detail about the Class A 

Waste received from each 

generator 

• The generator name will be 

prepopulated. Click “Edit” to 

complete the entry for each 

Generator or  

• “Add a Row” to repeat  a  

generator name for a different 

Class A waste. 
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EEA ePLACE Portal 

Application Information: Receiving Class A Waste 

for Recycling 

• The last table is looking for a 

description of how Class A 

waste materials are stored on 

site. 

• Click Add a Row to begin 

• Select the type of storage 

(Accumulation Type) from the 

drop down list and in the next 

fields provide the amount of 

materials stored on site at any 

one time. 
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EEA ePLACE Portal 

All Applications: Attach Documents 

• Be Prepared! 

 The system will list the documents that are required as 

attachments. 

 Each of those required documents must be attached separately in 

order to pass validation. 

 This means uploading each required document as a discrete file. 

 Prepare your files in advance and save time during the upload. 

• There are additional document types available in 

the list that you can optionally attach as needed. 
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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 

 The forms listed are available 

on the MassDEP website at 

 

• 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 

• Indicate the document type  

• 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” 

• You must attach the required 

documents as listed before 

moving on. 
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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 

• 310 CMR 4.00 define the 

situations where a special 

fee may be required. 

• Leave blank and click 

“Continue Application” if 

special fees do not apply to 

your situation. 

• If you are eligible for a  

Special Fee (e.g., the 

applicant is a municipality), 

check the appropriate box 

and provide requested 

information. 
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EEA ePLACE Portal 

Applicant Contributors 

• This pages shows the list of 

individuals who have 

viewed, or edited this 

application. 

• This is also where the  

applicant must identify the 

type of authority under which 

they can sign the application 

as the Responsible Official. 

 Input the Organization Name 

 Type of Organization 

 Title of person who will be 

submitting the applicant  
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EEA ePLACE Portal 

Applicant Contributors 

• Whoever is logged in will see 

their name in the “Applicant 

Information”  

• If you are NOT the applicant, 

please share this application 

with the responsible official 

and once they log in, their 

name will be in the applicant 

information box. 
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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.  

• If you are NOT the 

applicant, click “Save 

and Resume Later” 
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EEA ePLACE Portal 

Certification Form 

• When the applicant is logged in, 

the applicants name will appear in 

the “Applicant Information” box. 

• Read the Certification Statement. 

• When you check the box below 

the certification statement- the 

date will be inserted and the 

application locked. 

• Click on “Continue  Application to 

pay the application fee and finalize 

the submittal. 
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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 

40 

MassDEP will not begin 

review of the application 

until the permit fee has 

been paid. 



EEA ePLACE Portal 

Submission Successful! 

• When you submit your 

certification you will receive 

this on screen notice. 

• You will also received an email 

with additional instruction and 

a Record ID so you can track 

the status of your application 

on line 

• Go to your “My Records” page 

in ePLACE to see the status of 

an application 
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EEA ePLACE Portal 

EPA Electronic Signatory Verification 

• USEPA requires that electronic signatures be validated. 

At the bottom of the email indicating a successful 

submission, you will see instructions on how to complete 

the validation process. 

• Please print, sign and mail the below section of the email 

as instructed.  
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EEA ePLACE Portal 

Proof of Record (POR)/ Public Viewer 

• Approximately 5 minutes after submittal of the application, the Applicant will 

receive a POR which is a copy of the Application minus attachments. 
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https://eeaonline.eea.state.ma.us/EEA/PublicApp/ 

 

• Also see the link below for a copy of both the application and attachments: 

https://eeaonline.eea.state.ma.us/EEA/PublicApp/
https://eeaonline.eea.state.ma.us/EEA/PublicApp/
https://eeaonline.eea.state.ma.us/EEA/PublicApp/


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 

• To see a copy of you application, also see 

https://eeaonline.eea.state.ma.us/EEA/PublicApp/ 
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