MassDEP, Bureau of Air and Waste

TUO4- Limited Practice Planner
Renewal
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TUO4- Limited Practice Planner Renewal

» How to create an account in ePLACE
Access your Renewal Application
How to file an online application

How to pay the application fee

How to check your license status
How to get help
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Register for an Account
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Access your Renewal Application

e Click here to start

Dashboard My Records My Account Advanced Search «

Welcome LICarlson

You are now logged in to the Commonwealth's elicensing and ePlace Portal.
What would you like to do?
- File an Online Application

- Renew a License, Permit or Certificate
- Amend License, Permit or Certificate Information
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Access your Renewal Application

« Read and accept the Terms and Conditions

e Click the checkbox and click “Continue”

Home

[ File an Online Application ]

Online Applications and Record Authorization Form

Welcome to the Commonwealth of Massachusetts elicensing and ePermmitting portal
Im order to continue, you Must review and acocept the terms outlined as set forth
below . Clhick the "Contimnue” buttbon in order 1o procesed with the online submission
Process.

in order to perform licensing and permitting transactons online, you were reguired o~
o reqgister for the elicensing and ePermitting Portal. All registered users of the
elicensing and ePermmittng Portal are required o agres to the following:

1. Use of the Commonwealth of Massachusetts el icensing and ePaermitting Portal is
subject to federal and state laws. which may be amended from time o tme.

imcluding aws governing unauthorized access o cormpLuiter systems. Onlirne L]
inQuiries and transactions create electronic recornds that in some instances miqht

1 I hawe read and accepted the abowve terms.
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Access your Renewal Application

* You will have been sent an
email providing you key
. . .. CLICK ONTHE BELOW LINKS TO APPLY FOR AUTHORIZATIONS FROM DIFFERENT DEPARTMENTS:
information to linking to your

original TUR approval in your

account. () APRLY FOR A DEP AUTHORIZATION

_ (JAPLY FOR A OAR ATHOREATON
* You only have to do this once. ()ABRLY FORADCR AUTHOREATN

Thereafter you can see your

“ ” LINK YOUR ACCOUNT
renewal from the “My Record7 -

link.

 Click “Link Your Account” to
create the renewal link.
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Access your Renewal Application

* When presented the next S ittt e L
screen enter “EEA” for
agency, Record ID is the el
permit number from the pecd kg Fom
emalil and Authorization

Code is the PIN Number.

RECTIRD LIk

 You have now linked your ..

account and do not need

to do this procedure __ .
again. s
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Start you Renewal Application

From the HOME

screen.

Click on “My Records”

The original Approval B

record will be listed with
a “Renewal” link in blue “
to the right.

Click on “Renewal
Authorization” to get

02102027

started. T
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1. Application Information

* Provide information about

your TUR continuing e

o
- ] 2 Documents

Educatl()n CredItS Step 1: Application Information>Page 1 of 3

Re-Certification for Limited Practice TUR Planner

» Click “Add a row” to start entering s

aase prowvade the titie of each educational actanty sttended, dates sttended. the hours i attendance. 3 bnef descnption
of the activity and the rsmber of continueng education credits you are seckang for your attendance. Attachment(s) must

into the table provided. Coman g o o e e

Tie Dssaxx) oy Creadas Regpsassand Comsrna Type Cradin Casagory

» You will need 1 row in the table .
for each continuing education i

aCtiVity you WiSh to Claim Credit Environmental Mansgement System or Retource Conservation Planner Certification

fo r Please mdicate if you are also applyng to certdy an Errnronmental Management System and/or a Resource Comervation
Plan [there & no additional fee for ths certification). If you're applying for TUR only, you can ship this section
Errewceenereal Managemmen e
-r 0 Plan

LR
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1. Application Information (Cont)

* Provide all requested information about each continuing education
activity

e Click “Submit”

X
Re-Certification Information

Please provide the title of each educational activity attended, dates attended, the hours in attendance, a

1 brief description of the activity and the number of continuing education credits you are seeking for your
° YO u WI I | be attendance. Attachment(s) must contain supporting documentation for all courses listed.
retu rn ed to th e 1St Title: Date: ! Hours:

page of your form

Credits Requested: Description: Course Type:

--Select--

e Click “Add a Row”
to add another Credit Category:

activity.

m ( ancel
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1. Application Information (cont)

Home

Check that your e
C O nti n u i n g e d u Ca’ti O n TUO04 : Limited Practice Planner Renewal
nf . , et Uit ppccumens PSR 4@ S e 5 7
O a O S CO p e e Step 1:Application Information>Page 1of 3
*indicates a required field
2 You must h ave at |e ast 30 Re-Certification for Limited Practice TUR Planner
| d d 1 Re-Certification Information
CO m p ete Cre ItS Please provide the title of each educational activity attended, dates attended, the hours in attendance, a brief description
of the activity and the number of continuing education credits you are seeking for your attendance. Attachment(s) must
contain supporting documentation for all courses listed.
Indicate if you are
. [ ] Title  Datels) Hours  Credits Requested Course Type Credit Category
ap p Iyl n g fo r an E M S D Title 01/01/2017 120 24 TUR Approved Course TUR Course Actions v
C e rt i fi C ati O n Environmental Management System or Resource Conservation Planner Certification
Please indicate if you are also applying to certify an Environmental Management System and/or a Resource Conservation
C I . k " C t. Plan (there is no additional fee for this certification). If you're applying for TUR only, you can skip this section.
A I i C ati O n b Environmental Management System:
|
p p Resource Conservation Plan:
O
"
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%
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2.

Documents

Home

. .
R eVI eW t h e I I St TUO4 : Limited Practice Planner Renewal

Application 2 Documents 3 Special Fee a Certification & Review 6 7

Of re q u i re d * Information Provision Information

Step 2: Documents>Page 1 of 1

d O C u I I I e n tS Your certification credit request MUST be supported by documentation, which should be attached to this application.

Such documentation should describe the courses or events listed and the hours in attendance for each course, e.g., a
course syllabus or event itinerary and a copy of the sign-up sheet or certificate of completion.

Click “Browse”

List of Documents

I 14 -
n the “File
Please upload 2 Required Document(s) which are mandatory to Submit this Application:

1. Proof of DEPs prior approval of TUR courses not offered by the TUR Program (OTA, TURI or MassDEP) or of an eligible activity (approval

n ;s
O a letter/notice)
2. Proof of all claimed continuing education credits in Toxics Use Reduction issued by course provider / proof of participation in an eligible

activity

window that
opens, click
“Browse” T T e

No records found
.
again.

e

Attach Documents

s f"
- -
:
:
(=
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2. Documents (Attaching)

* You will get a pop up box. File Upload

Tha raxemsm fle iz

» Click “Browse” on pop up

* Find you're the document you
wish to attach on your
computer

e Click on the file name then
click “open”

 Once the document uploads in
the file upload box, click
“Continue”

@ EEA ePLACE Portal
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2. Documents

* Pick a document type from the Arisch Documents

drop down list and type in a i
description of the document you\ .. . & g
attached Mo ecords fou

 C(Click “Save”

" Type
 The document will take'aminute
to load. When complete you wi e —
get the following message: ———
@ The attachment(s) has/have been successfully uploaded.
/|t may take a few minutes before changes are reflected.
| son | e | menent |

 Add more documents or Click
“Continue Application” ——~

P )
& 5 O
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2.Documents

T INGCAtes B requUIFed ok

List of Documents

Documents

» Review the information
about your uploaded S S e

letter/notice]

2. Proof of all claimed continuing education credits in Taics Use Reduction isoued by courte provider / proof of participation in an clgible

documents. oo

Attach Documents

e Click “Continue
Application” I

Description of Proof of sl

122608 02200 RS CON.. ead more

TUR Program Description of Proof of
{OTA, TURI o 2X 02y DEPs prioe . resd more
MassDER) or of an

whgbie actinty

laggroval

1e#tar/natical

i
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3. Special Fee Provision

 Leave blank and click  om
“continue Application” if
special fees do not s s Docw o o |
apply to your situation 2

! information 3 Provision 4 |nformation

Step 3:Special Fee Provision>Page 1 of 1

» If special fee applies Special Fee Provision
(e.g., you are a
municipal employee), ™"

then click “Exemption” e

and indicate Exemption ssiwenvsenm: ¢

* indicates a required field

. . O
type In space pI’OVIded Double Fee for Enforcement: ()
O
(n Ot Shown) Hardship payment extension request:
O

 Click “Continue ey ey
Application”

@ EEA ePLACE Portal
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4. Certification Information

 The published information
section shows what
information about the applicant
will be made public when the
application is published

» It defaults to the profile
Information of the applicant

» You have an opportunity to
modify some of what would
be published or shown on a
website if you don’'t want your
account information to show

@ EEA ePLACE Portal

Step 4: Certification Information>Page 1 of 1

To review or certify this application, click on the "Continue Application” button. For most applications, if you are not the applicant, you will only be able
to review. After reviewing. you will need to click on the “Save and resume later™ button, and have the applicant log-in to certify.

* indicates a required field

Application Contributors

A List of Registered Users that have Viewed, Edited, and/or Signed this Application

Showing 1-2 of 2

Organization
Name

Name

Contact Parson  Telephone # E-mail Action

Published Information

Information from this application will be made available to the public. By default, the information listed below is from
your account profile. To make changes to your account profile, save/resume this form, go to Account Management, and
make the changes. When you next access this form, those changes will now appear. First name, middle name (if provided)
and last name can only be edited through your account profile. Phone #, email. company name and address fields may be
edited on this form without updating your account profile. Please note that EITHER an email address or a phone number
must be provided. City, State and Zip code are also required fields

Company Name: *First Name:
Erin
Middle Name: *Last Name:
Swallow
*Telephone Number: *E-mail Address:
6172925787 erin.swallow@state.ma.us
PO Box/ Address: *City/Town:
1 Winter St. Boston
*State: *Zip Code:
17



4. Certification Information

e The Applicant Information box will also show the name and address of the person
currently logged into the application. This is the applicant. If the person filing out

the form is NOT the applicant, please log out and have the applicant log in to
complete the form.

» Click “Continue Application” if the correct person is shown as the applicant. Ignore
the “Edit or View” link- this has been disabled.

Applicant Information

To review or certify this application, click on the "Continue Application™ button. For most applications, if you are not the applicant, you will only be able
to review. After reviewing, you will need to click on the "5ave and resume later™ button, and have the applicant log-in to certify.

Applicant Information:

Ted Smith

10 Winter Street
Boston, MA, 02144

Telephone #: 617-777-5555 Email: tedsmith@email.com

Edit or View

—
T Y
£ £
{ .
[

~
-
)
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5. Review

Step 6; Review

* Review your A

Yrmrea: vewere aill indoemrtion beloes, Clck the T Apptication” hution in mesls chenges, & nesdsd

ap p I I Catl O n Review and Certification

you want to update or e

C h an g e any i n fo rm ati O n AL =A% TRAMSHSKIN 00 ) 0 BAALEY HILL B RECHESTER MU 02710

you provided.

Additional Facility Information

ADDITICNAL FACRITY INFC
Mo Custom Uinix data for the suly groug above

Empioyment Information

Emnronrmemal Managoemens Syshem M
Fescurce Comsonaion Pan Ho
Related Work Experience
R :
\U/ EEA ePLACE Portal
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5. Review

» Read the certification
statement

 Check the box agreeing to it
e Click “Continue”

e ONLY the applicant in whose
name the certification will be
iIssued can click on this box
and certify the application

:’?’_‘3 ‘. :};_';:;\.‘
@/ EEA ePLACE Portal

Applicant Information

20

T coréify that, b the best of my knowledge, il information pressied in this application is brue in substance and efect”

[tz Signed

—



6. Pay Fees

 Both “Pay Online and “Pay by
Mail” are available.

« If you select “Pay by Mall”, the
application review will not start
until the check has been
received

* Online payment requires
payment of a service charge.

y. S % ; ':}}_';:;\.‘
@/ EEA ePLACE Portal

TUDZ - Limeted Practice Plannér Application

e e o e e
Step 7:Pay Fees

Listerd B b 10 fese for thie alahostzateh that you are applying fof. The following
srpen will isplay your roesl fees

Paymant may be made by slnciromc check or o card 1or 3 rominal processng
foe. The mloctranic check for & 50 3% per tramsaction Cret cand paymesis.an
#15% por trarmactian. Chcking on tha PAY ONLINE buion will finng you w0 the
SECUrE onling panTres povkal, Dnos you Faves maos paymens wou will be rermsd
0 YT ApEETElion K satimitsEl

Puyyrmesna my absd be made by msl However, review of your per will not begen
Ll piayrrsen e receted. By clicking om the Pay by Mal buston, you will have
scitemitted i applicmion You will receve 3 notification emaill with the iocation and
adireny fio sond your payment. That intoemoaiom & also availabbe in e inructions

far this authorization
Application Fees
Amburk
TUHIZ Appicabon Fee 516000
[iZakili]

e B
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Pay Online

If you select “Pay Online”
you will be redirected to a
third party payment page.

[RES— -

Provide the information
required on this page and
click on “l accept” to
indicate your acceptance
of the MassDEP and

Ncourt Terms Agreement.

@ EEA ePLACE Portal
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Pay Online

e At the bottom of the page
IS the button to “submit
Payment” or, if you wish
to change your mind and
pay by mail, Click the
“Back” button to return to
the application

Please clickhe hack buton o etim fo your applicaion
Back

Submit Peyment

W eeaepLacE Portal
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6. Record Issuance

After you’'ve chosen and
gone through the
payment option, the
screen indicates the
application has been
successfully completed.

This is your record —
number!

If you decided to “Pay by
Mail”, you will receive
email instructions on
how to mail payment
(please attach your
record number)

@ EEA ePLACE Portal

TUOZ - Limited Practice Planner Application

1 3 % g opecalfee 5 Apglicant and
- Provesions Condnbuines

Step 8. Record lssuance

Successtully Completed

Thank you for using our orine sery
Your Recl:-rd Mumber is 1? ]LT{I? I:ID{IEHW APR

Conditions

& Hewiew

T Py Fees

B Record Issuance

Showang 1-2 of £

Docamants - 2 Liploaed

Required Documeses

Copy o ketber lrom MassDEP vetitying that TUR ensm sm passed
Reguiral Docamen!

Uplodded | | TINS200F

TUR Manner cource cénificase
Requaredd Decysant
Uplnaded | | 03152087

Yol il mesed khis nummibe ba Chesch the Status of your application

24



After Submittal

« The following Notifications will be sent you to via email:

» Authorization PIN — Allows you to share your application for any reason
(but in most cases, you will probably not use this).

» Confirmation of Application Submission and Payment Information —
Information about payment. This notice will include you application or
Record Number.

» Proof of Record — A printable copy of your application minus
attachments. This will be sent approximately 5 minutes after

submission.

U EEA ePLACE Portal
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Your Records in ePLACE

>

o
e =
LW N

Every application you prepare or submit will be saved in
a file associated with you account in EEA ePLACE.

From the “Your Records” screen you will be able to:

Resume Application — If you decided “Save and Resume” during the application process, you
can resume here.

Edit — If your application is not complete or requires a change after submission, you may be
given the option to edit here after the Department has confirmed this.

Pay Fees Due — If you have fees that are due (or fees that have been paid by mail but have not
been processed yet).

Amend Authorization — Once your certification has been approved by the Department and has
not yet expired, you may be able to Amend your Authorization here (i.e. upgrade your
certification, etc.)

Renew Authorization — Starting 90 days prior to the expiration of your certification, you will be
able to renew you authorization here (at this point, your certification amendment will also be
made here).

’ EEA ePLACE Portal
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Accessing Your Records

« Loginto EEA ePLA%H,MUd.] =) [mr)
Portal
o Click “My Records £

e Click ™” In front of
“DEP” on the next screen\

+ DEP

TSN
@/ EEA ePLACE Portal
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“My Records”

View list of Applications/

. . . « DEP
Authorizations associated
with your account. i e e o

0303

Status indicates current
status

W50 - Crnoss
Connection
CertifsCation
Application

oziaeizony WY Approvess

WELD - Cross

Actions are also shown cerzarzozy U9 Connection et

here (see next page): o

pzrapory LT poirieatuld Fayment Fonaing

Application

Once your certification o e
application (status) is T

approved, you will receive = @ e comen

Application

your approval letter and pwis  Comeen

s
272152007 Certification

card via email. Komicaion

W0 - Crons

Gl w Em;:;:] 2T About to Expire

02/24/2020

A oot O

@ EEA ePLACE Portal
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For More Help

e Questions about your ePLACE Account (account set up,
password, find a form, make payment, My Records):

= or call (844) 733-7522 (7:30 am — 5pm, M-F)

e Questions about the Program Requirements for this

certification
= David Minucci at David.Minucci@state.ma.us

U EEA ePLACE Portal
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