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Managing Users 
Users with the “Admin” role can manage other users via the Admin Panel.  You can access 
the Admin page from the “Quick Links” section of your home page.  

 

From the Admin page, you can add new users. Adding a new user will send them an email 
with instructions on how to access the portal. 

From the Admin page, you can also update the roles of existing users. Standard and Admin 
users can both view and edit workbooks.  Admin users can manage other users. 

 

You can also deactivate and reactivate users. Deactivated users will not have access to the 
Compliance Portal.  

 



Filling Out Your Workbook 
You can access workbooks from your home page. 

 

 

Adding subaccounts 
If you have more than one subaccount, use the “Add Subaccount” button on Tab 3. Prelim 
to add rows to your workbook. 

 

 



Uploading supporting documents 
Use the new workbook section (Tab 18: Supporting Documentation) to upload your GIS 
reports and any other supplementary documents. You will be prompted to upload all 
required documents before submitting your workbook, but you may continue to add 
additional documents after submission.  

 

Certifying your workbook 
After all tabs of your workbook are complete, your Authorized Representative should log in 
to certify and submit the workbook. Only the Authorized Representative (listed in Tab 2. 
FilerInfo) can complete the certification section (Tab 22. Certification). 

Uploading the ACP Receipt 
After submitting your workbook, you will be prompted to upload your ACP Notification 
Receipt if applicable. You can download the “ACP Notification” template pdf from Tab 20 of 
your workbook.  

After your ACP Notification has been signed and returned by MassCEC, you should upload 
it as a supporting document (Tab 18. Supporting Documentation).  

Recertifying your workbook 
After reviewing your submitted workbook, DOER staff may create a new version of your 
workbook with minor modifications or data corrections. If this happens, you will be 
prompted to review and recertify your workbook: 



 

The workbook page will show you any comments left by DOER staff. 

  

After reviewing changes to your workbook, your Authorized Representative should log in 
to recertify and resubmit the workbook. 

 

 



Misc. 

Viewing workbook history 
You can navigate to the workbook history page via the action menu on your home page 
Workbooks table. 
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