
 

 

 

 

 

 

 

Instructions for the 2025 Annual Report Form (ARF) 
Massachusetts Department of Environmental Protection 

Water Management Act Program 

(This document will be updated as needed during the time ARF reporting is being conducted) 
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What’s New 
• The deadline for submitting the 2025 Annual Report Form is  

February 28, 2026.  

 

eDEP 

Help & Instructions 
You can find general help and instructions for using eDEP at: 
http://www.mass.gov/eea/agencies/massdep/service/online/edep-instructions-and-frequently-asked-
questions.html.  

 

Contacts & Feedback 
If you experience technical problems using eDEP or have questions not directly related to 
the Annual Report Form questions, such as resetting your password or being unable to 
login to your account, please contact the EEA Help Desk at edep-support@mass.gov.  

For questions related to the Annual Report Form, contact the Water Management Act 
Program (DEP.WMA@mass.gov).  
Shi Chen: shi.chen@mass.gov, or (857)367-0042 
Linjun Yao: linjun.yao@mass.gov, or (781)686-3862 
Duane LeVangie: duane.levangie@mass.gov, or  (617) 780-1962 
  

http://www.mass.gov/eea/agencies/massdep/service/online/edep-instructions-and-frequently-asked-questions.html
http://www.mass.gov/eea/agencies/massdep/service/online/edep-instructions-and-frequently-asked-questions.html
mailto:edep-support@mass.gov
mailto:shi.chen@mass.gov
mailto:linjun.yao@mass.gov
mailto:duane.levangie@mass.gov
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ARF Requirements 
Two things are needed to start an ARF: 

• An eDEP account, and 
• A RegPerm ID 

Instructions to Obtain an eDEP Account 
To obtain an eDEP account, follow these steps: 

1. Navigate to https://edep.dep.mass.gov/DEPLogin.aspx  
2. Click on “New User” button  
3. Fill out information on next page  
4. Confirm your email address  
5. Select and answer security questions  

Instructions to Obtain a RegPerm ID 
1. See mailing sent on January 13, 2026 from MassDEP. 
2. Get your RegPermID(s), the number MassDEP assigned to your facility.  If you 

misplaced or did not receive the mailing sent on January 13, 2026 from MassDEP, 
contact DEP.WMA@mass.gov. 

  

https://edep.dep.mass.gov/DEPLogin.aspx
https://edep.dep.mass.gov/DEPLogin.aspx
mailto:DEP.WMA@mass.gov
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Getting Started 
To begin a new Annual Report Form (ARF)   

1. Go to “Forms”   ”Water Management” on the main eDEP navigation menu  

 
 

2. You will see a “Start Transaction” button for the form “NonPWS NonCran Annual 
Report”. 

 
 

3. Click on “Start Transaction” to begin a new Annual Report Form. 
 

4. Enter the RegPermID of the system for which you are submitting the Annual Report 
Form, then press “search”.  

                Note: Your RegPerm ID is provided in the letter mailed to you by MassDEP. 
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5. If the Facility Information details are correct press “Next”.  
 

 
 

6. After confirming the facility for which you are submitting the ARF, you will be taken 
to the transaction overview page. Note the steps in the process appear above the 
Forms list. Click the “Next” button to load the forms associated with the facility. 
 

 

7. Verify/edit/enter the Facility Mailing Address and Contact Information regarding the 
facility. Click on “Continue” at the bottom of the screen. 
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Navigation 

Transaction Overview 
• The Transaction Overview page now contains all the forms for this facility.  
• You are not required to fill out the forms in the order they appear – click any form 

name to begin. 
• Clicking the “Next” button will take you to the first form in the list which has not 

been “Error Checked/Validated” (no green check in the first column). 

 

• Above the forms are buttons you can use to print the ARF, delete the ARF, share the 
ARF, and exit the ARF. 
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Share Transaction 
Collaborating with Colleagues 

• The ARF application features the ability to share your report among other eDEP 
users. Using this feature, you can easily collaborate with colleagues to complete 
the ARF or send a completed ARF to other interested parties. If you plan on sharing 
the ARF, each person will need to have their own eDEP account. All you will need to 
know is the nickname of the account with which you want to share. Details on the 
nickname outlined below.  

• To share an ARF, select “Share Transaction” from the menu located on the 
Transaction Overview page. 

• The box labeled “Shared with” will list all eDEP accounts that currently have 
access to the Annual Report Form. 

• To add a new account to the share list, click on “Add”. 

 
• Enter an eDEP account nickname in the box labeled “Share With”.  Do not enter the 

account username.  You must use the account nickname to successfully share an 
Annual Report Form. 

• You have a choice of 5 different roles you may grant someone who is sharing the 
Annual Report Form: 

1. Viewer – This permission level will allow the individual read-only access to the 
Annual Report Form. 
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2. Editor – This permission level will allow the individual to change and save new 
data to the Annual Report Form. 

3. Signer – This permission level will allow the individual to sign and submit the 
Annual Report Form, without being able to make changes to the Report. 

4. Editor & Signer – This permission level will allow the individual to make changes 
to and sign and submit the Annual Report Form. 

5. Owner – This permission level will hand over complete control of the Annual 
Report Form to the specified account.  If you select this option, you will no 
longer be able to make changes to the form, sign and submit, and share the 
Annual Report Form. 

• You can choose to share the Annual Report Form for a set period of time.  The 
account with which you share the ARF will have access to the forms only during 
this set period of time.  

• To assign access privileges for a set time period, enter a begin date and end date in 
the “From” and “To” boxes, respectively. 

• Click the “add” button when done. The account along with their role will now 
appear in the “Shared with” box.  

 

• Click the “back” button at the bottom of the screen to return to the transaction 
overview page. 
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ARF Forms 
• Every form contains a set of standard buttons which you will use to interact with 

the form. 
• “Error Check” is used to check the form for errors.  Any errors on the form will be 

reported at the bottom of the form.  If there are no errors on the form “Error Check” 
will mark the form as valid, save, and bring you back to the forms listing. 

• “Save” is used to the save progress on the form.  “Save” does not check the form 
for errors. “Save” will save the form regardless of whether there are errors on the 
form or not. 

• “Instructions” will open a new browser window to the web page that has these 
instructions. 

• “Print” is used to send a print job. Clicking this button will prompt the ARF 
application to create a PDF version of the Annual Report Form. Note that “Print” 
will close the form you have open.  

• “Exit” will take you back to the forms listing. You will be asked if you want to save 
the form before exiting. 

 

 

 

Facility Information Verification (Pre-Form) 
Facility Mailing Address and Legally Responsible Party Contact Information: 
Before you can access the forms that make up the Annual Report Form you are required to 
provide the facility mailing address and contact information for the legally responsible 
party.  
 

IMPORTANT:   
Do NOT enter personal phone numbers and email addresses unless the individual has 
indicated that the phone number and email can be used for work-related 
correspondence. 
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Water Sources 
This form summarizes the monthly pumping of raw water from each source that the facility 
operates.  
 
Each source is a separate form on the transaction that the “Water Sources (source ID)” 
link will open for edit.  

 
Water Source: 
MassDEP assigned Source ID. View only.  
 
Source Name:  
Source Name is the WMA name such as Main Street Well No.1 for a groundwater well or 
Adams Pond for a surface water intake. View only. 
 
Source Street Address and Source City or Town: 
Location is the physical address or descriptive location of the source. 
 
Registered and Permitted: 
Individual Source’s status with the WMA Program (view only).  
Registered: “Yes or No” based on whether source is Registered. 
Permitted: “Yes or No” based on whether source is Permitted. 
 
Source Metered: 

- Select “Metered” if the source has a meter. A “Metered” will open the rest of the 
form for more detail on “Meter Type” and “Date of Last Calibration”. 

- Select “Estimated” if the source is not metered. This will open the rest of the form 
for details on estimation methods. 

Meter Type: 
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Provide the brand name and type of the meter. 
 
Date of Last Calibration: 
Provide the most recent date that the meter for this source was calibrated. 
 

 
 
 
Monthly Withdrawal Volumes 
Note: Check whether you are reporting your withdrawal volumes in million of gallons (MG). 
Enter withdrawal amounts as numeric values for all months below. All fields need to have a 
value in order to calculate annual amount pumped. The units are in millions of gallons 
(MG). To convert from gallons to million gallons, divide the number of gallons by 1,000,000. 
 
Example: 

• If you pumped 61,250 gallons, 61,250/1,000,000 = 0.06125, so you enter 0.06125 
• If you pumped 7,358,000 gallons, 7,358,000/1,000,000 = 7.358, so you enter 7.358 

 
Months: 
Provide the total metered withdrawal for each month that the source was in operation. 
 
Total Annual Amount Pumped:  
Click “Calculate Annual Total” button  to generate the total annual 
amount pumped. 
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Maximum Single Day Pumped Volume (MG): 
For each source, provide the highest one-day volume (MG) that was pumped during the 
year. 
 
Date Maximum Amount Pumped: 
Provide the date on which the above maximum one-day pumping occurred. If the 
maximum one-day pumping happened on multiple days, then provide the first date on 
which this occurred. 
 
Comments: 
Use this section to provide any comments on the form including any information necessary 
to further explain any data on the form or where the form may not have allowed you to 
provide the details needed.  
 
Attaching meter calibration report: 
If you have a meter calibration report(s), click Yes. You will upload the report(s) on the 
attachments page. 
 
If you have one or more sources not listed, please contact the WMA Program 
at dep.wma@mass.gov. 
 

mailto:dep.wma@mass.gov
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Basin Withdrawal 
 

 
Permit and Registration Information: 
This table is pre-populated from DEP databases. Review for accuracy.. 
 

 
 
Watershed Average Daily Withdrawal: 
Enter the total water withdrawn from the basin (in million gallons) during the reporting year. 
This volume should equal the sum of the annual totals of your sources.  Press the 
“Calculate” button once you have entered the “Total Water Withdrawn (MG)” to obtain the 
“Average Daily Withdrawal (MGD)”.  This average is automatically transferred into section 
Authorized Volume vs. Actual Withdrawal Volume of this form. 
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Authorized vs. Actual Withdrawal Volume: 
This section compares your authorized volumes to the volumes pumped from each basin 
during the reporting year. Calculations are automatically performed. A negative value 
indicates that more was withdrawn than is authorized and that your facility may be out of 
compliance. You may want to double check that the million gallons (MG) value entered 
above is correct. 

  

WMA Permit Requiring Special Condition(s): 
Describe any individual permit special condition(s) requiring that an annual report be 
submitted to MassDEP. Indicate if the report is attached (electronically) to the ARF. If the 
report is sent to MassDEP by mail or email, indicate date submitted. 
 
Comments: 
Use this field to provide comments or additional information regarding this section of the 
report. You may explain discrepancies, provide supplemental information, or provide any 
other information to assist MassDEP in processing the data. 



 

Page | 17 
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Attach Files 
At several points while filling out the forms you may have been given an option of 
submitting additional information via an attachment. Here is where you can attach files to 
your transaction. 
 
If you do not have any attachments to submit: 
Check “No.” 
 

 
If you do have attachments to submit: 
Check “Yes.” 
 

1. Enter attachment types (e.g., meter calibration report, wetland monitoring report, 
etc.) 

2. Click on the button labeled “Choose File” or check to indicate that you will send it 
by mail. 

3. Locate the file and click “Open” (Microsoft Windows). 
4. Click “Confirm”.   
5. Repeat steps 2, 3 and 4 for more attachments. 
6. Click the button labeled “Next” to electronically sign your ARF. 
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Signing & Submitting 
You must sign your report prior to submittal.  
 
To successfully complete this step: 

1. Check the certification box 
2. Read the certification statement  
3. Type your legal name 
4. Select the “I accept” button. 
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This will take you back to the Transaction overview screen where you get one last chance to 
review what you are submitting. Select “Next” to move to submittal. 

 

Once you submit, an email is automatically sent to the email address identified for your 
eDEP account. You can copy additional email addresses as well by typing them into the 
second box. 
 
The DEP Transaction ID, Date and Time Submitted as well as the forms that make up your 
ARF are listed. 
 
Press “Submit” to send your report. 
 
A receipt will appear on the screen that you can print and save. 
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View and Download Submission  
Select “My eDEP” to return to your transactions homepage. 

Select “Recent Submitted” tab, you can find your recent (< 90 days) submitted ARF forms.  

You will be able to view your submission by clicking “NonPWS NonCran Annual Report” in 
Transaction column. 

You will be able to download the PDF file by clicking on the “Download” link located in the 
last column. This takes you to the “Download to Print” screen. 
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General Tasks 
Working with WMA Staff 

1. Navigate to https://edep.dep.mass.gov/DEPLogin.aspx. 
2. Log in to eDEP. 
3. From the “Work In Progress” tab, select “NonPWS NonCran Annual Report” 

hyperlink (third column). 

 
4. Select “Share Transaction” in the Transaction Overview page.  

 
5. Select “add” 

 

https://edep.dep.mass.gov/DEPLogin.aspx
https://edep.dep.mass.gov/DEPLogin.aspx
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6. Enter nickname of WMA employee that’s assisting you in “Share With” field. 

a. Shi Chen (shi.chen@mass.gov): ZELIE 
7. Pick “Editor” as Role. 
8. Ignore Date field(s). 
9. Select “add” at bottom of page.  

 
 
10. The name should appear in the “Shared With” field. 
11. Select “back” or “My eDEP” to return to homepage.  

mailto:shi.chen@mass.gov
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12. Email the individual when done and include the RegPermID. 
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