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EEA ePLACE Portal

TU04- 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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EEA ePLACE Portal

Register for an Account

• Create or Log-in to your 
account in eLicensing

• First time users click here

• Be sure to provide your 
full name, address, and 
contact information when 
setting up your account.
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EEA ePLACE Portal

Access your Renewal Application

• Click here to start 
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EEA ePLACE Portal

Access your Renewal Application

• Read and accept  the Terms and Conditions

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

Access your Renewal Application

• You will have been sent an 
email providing you key 
information to linking to your 
original TUR approval in your 
account.

• You only have to do this once. 
Thereafter you can see your 
renewal from the “My Records” 
link.

• Click “Link Your Account” to 
create the renewal link.
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EEA ePLACE Portal

Access your Renewal Application

• When presented the next 
screen enter “EEA” for 
agency, Record ID is the 
permit number from the 
email and Authorization 
Code is the PIN Number.

• You have now linked your 
account and do not need 
to do this procedure 
again.
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EEA ePLACE Portal

Start you Renewal Application
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• From the HOME 
screen:

• Click on “My Records”
• The original Approval 

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

• Click on “Renewal 
Authorization” to get 
started.



EEA ePLACE Portal

1. Application Information

• Provide information about 
your TUR continuing 
education credits
� Click “Add a row” to start entering 

into the table provided.

� You will need 1 row in the table 
for each continuing education 
activity you wish to claim credit 
for
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EEA ePLACE Portal

1. Application Information (Cont)

• Provide all requested information about each continuing education 
activity
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• Click “Submit”

• You will be 
returned to the 1st

page of your form

• Click “Add a Row” 
to add another 
activity.



EEA ePLACE Portal

1. Application Information (cont.)

• Check that your 
continuing education 
information is complete

� You must have at least 30 
completed credits

• Indicate if you are 
applying for an EMS 
and/or a RC Plan 
certification

• Click “Continue 
Application”
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EEA ePLACE Portal

2. Documents

• Review the list 
of required 
documents

• Click “Browse”

• In the “File 
Upload” 
window that 
opens, click 
“Browse” 
again.
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EEA ePLACE Portal

2. Documents (Attaching)

• You will get a pop up box.

• Click “Browse” on pop up

• Find you’re the document you 
wish to attach on your 
computer 

• Click on the file name then 
click “open”

• Once the document uploads in 
the file upload box, click 
“Continue”
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EEA ePLACE Portal

2. Documents

• Pick a document type from the 
drop down list and type in a 
description of the document you 
attached

• Click “Save”

• The document will take a minute 
to load. When complete you will 
get the following message:

• Add more documents or Click 
“Continue Application”
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EEA ePLACE Portal

2.Documents

• Review the information 
about your uploaded 
documents.

• Click “Continue 
Application”
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EEA ePLACE Portal

3. Special Fee Provision
• Leave blank and click 

“continue Application” if 
special fees do not 
apply to your situation

• If special fee applies 
(e.g., you are a 
municipal employee), 
then click “Exemption” 
and indicate Exemption 
type in space provided 
(not shown)

• Click “Continue 
Application”
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EEA ePLACE Portal

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
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EEA ePLACE Portal

4. Certification Information
• 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.
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EEA ePLACE Portal

5. Review

• Review your 
application

• Click “Edit Application” if 
you want to update or 
change any information 
you provided.
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EEA ePLACE Portal

5. Review

• Read the certification 
statement 

• Check the box agreeing to it

• Click “Continue”

• ONLY the applicant in whose 
name the certification will be 
issued can click on this box 
and certify the application
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EEA ePLACE Portal

6. Pay Fees

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

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

• Online payment requires 
payment of a service charge.

21



EEA ePLACE Portal

Pay Online

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

• Provide the information 
required on this page and 
click on “I accept” to 
indicate your acceptance 
of the MassDEP and 
Ncourt Terms Agreement.
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EEA ePLACE Portal

Pay Online 

• 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

23



EEA ePLACE Portal

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)
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EEA ePLACE Portal

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.
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EEA ePLACE Portal

Your Records in ePLACE

• 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). 
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EEA ePLACE Portal

Accessing Your Records

• Log in to EEA ePLACE 
Portal

• Click “My Records” 

• Click  “►”  in front of   
“DEP” on the next screen
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EEA ePLACE Portal

• View list of Applications/ 
Authorizations associated 
with your account.

• Status indicates current 
status

• Actions are also shown 
here (see next page):

• Once your certification 
application (status) is 
approved, you will receive 
your approval letter and 
card via email. 
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EEA ePLACE Portal

For More Help

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

� ePLACE_helpdesk@state.ma.us. 
� or call (844) 733-7522 (7:30 am – 5pm, M-F)

• Questions about the Program Requirements for this 
certification

� David Minucci at David.Minucci@state.ma.us
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