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Log in to your eDEP Account

• If you forgot your password;

• If you forgot username or need other 
login help.

TIP – You don’t have to finish the OOC or ORAD in one go. Log in as often as you need to complete the 
Order. But you must log out of eDEP and shut down the web browser completely when you’re done 
with the day’s work. Otherwise, you may get an error message:



Hover the 
mouse over this 
drop-down 
menu to select 
the form 
category. 

Select 
“Wetlands”



Click Start 
Transaction to 
open an OOC. 

Wetlands Forms

Applicants may file 
NOIs and ANRADs 
through eDEP.

Commissions can 
file ORADs and 
OOCs through 
eDEP and avoid 
mailing costs.



Enter the MassDEP file Number & Click “Search”
Use all three digits for 
municipal code and 
four digits for the file 
(e.g., 036-0999, not 36-999);

NOTE: You can’t start an 
OOC or ORAD until the 
MassDEP file number has 
been issued.
To check on a MassDEP file number, go to  
https://eeaonline.eea.state.ma.us/Portal/#!/search/wire or email your Circuit Rider.

https://eeaonline.eea.state.ma.us/Portal/#!/search/wire


Confirm 
this is the 
correct 
filing

Xxx-xxxx

BOB SMITH

ACME BUILDERS 

333 SHADY LANE

ANYTOWN, MA 01111



Click next to continue.



Section A
Xxx-xxxx

Town

333 Shady Lane
Anytown                                                                                c. Zip                       01111

Bob                                 b. Last Name     Smith
Acme Builders
123 Happy Street
Anytown                         f. MA                           g. 01111

➢ Most data is auto populated. Fill in what isn’t;

➢ Confirm all information is correct! There can be 
data input errors;

➢ The Owner information is never pre-populated. 
If applicant and owner are the same, click the 
blue bar and it auto populates. If not, enter the 
owner’s information;

➢ The Map and Lot boxes are never pre-populated. 
Add that information;

➢ Longitude and Latitude must be at least 5 
places after the decimal point. Tip: use Google 
maps or a similar program to get this 
information.



Section A (continued)

IMPORTANT NOTE: 
while filling out the Order of 

Conditions be sure to SAVE often. 
EDEP does not autosave.

Xxx-xxxx

Town

333 Shady Lane
Anytown                         f. MA                           g. 01111

Bob                                 b. Last Name     Smith
Acme Builders
123 Happy Street
Anytown                         f. MA                           g. 01111

07/03/2020



Section A (continued)

➢ Click drop down box for your Registry of 
Deeds (add rows for more than one deed);

➢ Enter the date the hearing closed and date 
you expect the OOC to be issued (the date 
mailed to applicant/picked up by AND 
submitted via eDEP). An issuance date 
MUST be entered, but can be changed up 
until you submit;

➢ Enter relevant plans (add rows as needed);

➢ Click “Next”.

Xxx-xxxx

Town

333 Shady Lane
Anytown                         f. MA                           g. 01111

Bob                                 b. Last Name     Smith
Acme Builders
123 Happy Street
Anytown                         f. MA                           g. 01111

07/03/2020



1. Check all Interests of the Act that apply;

2. Check approved or denied;

3. If applicable, check “Buffer Zone only” and 
enter closest distance of disturbance to resource 
area;

4-9. Resource area information is prepopulated 
with proposed alteration from the NOI. Enter 
permitted alterations approved by the 
Commission

Section B



Section B (Continued)

TIPS: 
• Quickly navigate between 

sections using the sidebar;
• Click “Save” often;
•  Click “Next” to continue. 

Transaction #12345



Section C
Click “click here to view additional 
language”.

Check box if WPA Stormwater Standards 
apply. If so, additional general conditions will 
be added.

If only local stormwater standards apply, 
note that on the next page.

For Special Conditions, you can add 
MassDEP’s template conditions, OR write 
“See attached Special Conditions, made 
part hereof.”

See attached Special Conditions, made part hereof.



See attached Special Conditions, made part hereof.

Section D
Check box if local wetland bylaw/ ordinance applies.

Check box if approved or denied under local 
bylaw/ordinance and add title and citation for 
wetland bylaw/ordinance.

Add any notes about Special Conditions.

Add number of Commission members who 
are expected to sign the OOC (can be revised before 
submitting). Tip: you must type at least as many 
signatures as you enter in this box or there will be an 
error.

Click “Error Check & Next”



Correct any errors identified by eDEP

•The program will tell you where they are to return and fix.
•After correcting, click “Save”
•Then click “Error Check & Next” again.

TIP: DO NOT UPLOAD DOCUMENTS until after the Hearing 
has closed. You will not be able to make any required edits to 
the OOC after moving to the “Attach Files” step.



Filing OOCs
The error check will highlight any fields 
that were missed or filled incorrectly. 

These must be corrected before moving 
on.

Most of the errors will be highlighted 
here and clicking them will link you 
back to the error. 



Filing OOCs, Error Checking

Tip: Enter at least as many signatures as you previously entered were 
required. Example: if you entered that 7 signatures are required, then 7 must 
be typed out in these signature boxes. If you previously entered 4 signatures 
are required, you must enter at least 4 but could type in more.



Filing OOCs, Error Checking

Tip: Plat #/Parcel#s may be found 
on the town's Assessor website or 
database

Tip: Use the View Map button to find Latitude and 
Longitude to at least 5 places after the decimal. This can 
also be found in Google Maps or similar programs by 
simply clicking on the location.



Before the Conservation Commission Meeting

✓ Click “Print Transaction” 
to create a PDF, which you 
can save to your files; 

✓ Then print out a complete 
copy for the Commission 
to sign;

✓ Electronic signatures vs. 
wet signatures for 
Registries of Deeds.

Trans# 12345     ID# XXX-XXXX  WPA Form 5 - OOC

Create electronic and  paper copies: 



Note: This step could take a 
few minutes.



Submitting the OOC

After the meeting, 
make any required 
changes. 

Go to “Work in 
Progress” and select 
the MassDEP file # 
and then click on 
“WPA Form 5 – OOC” 
as in the beginning. 



You’ll need to 
revalidate if you 
make any changes. 

You will also need 
to download and 
save a PDF of the 
revised OOC and 
print a revised 
hard copy.
 
Replace the blank 
signature page with 
the one signed at 
the meeting.

Trans# 12345     ID# XXX-XXXX  WPA Form 5 - OOC



The first page of the 
PDF is this receipt.

Note it says, “In 
Process”.

Once it’s submitted it 
will say “Submitted”.



Uploading attachments

Submit attachments 
electronically 

Type the description in the box, and 
click “Browse”, which opens your 
computer directory. Upload as 
many attachments as needed.

Note: Make sure to click “Confirm” to 
upload each document. When done 
uploading all attachments click “Next”.

Trans# 12345     ID# XXX-XXXX  WPA Form 5 - OOC

OR Submit hard copies of 
attachments via US Mail.



Adding “signatures”

Check the certification box.

Enter the names of each 
Commission Member that signed 
the Order at the meeting.

This page will show you the number 
you entered in Section D. Enter at 
least that many names (no less). If 
less signed than anticipated, revise 
Section D.

Click “I accept”.

Trans# 12345     ID# XXX-XXXX  WPA Form 5 - OOC



Your account email address is 
auto populated, but you can add 
more emails. 

Click “Submit”.

Do not use eDEP for submittal 
of the OOC to the applicant and 
owner! A signed paper copy 
must be mailed or hand 
delivered to the applicant and 
owner.

Conservation@anytown.gov

Trans #12345     ID# XXX-XXXX  WPA Form 5 - OOC
Submit the Order



Note: The permits are 
public records. Save a 
copy of the records for 
your files according to 
your town’s and the 
Commonwealth of MA 
Public Records 
Retention requirements.



Making Changes to the OOC After Submittal

• Changes can’t be made to the OOC in eDEP once it’s been submitted.

• If changes are required (e.g., correcting scrivener’s errors), correct the 
page(s) by hand and submit the revised pages to MassDEP, asking them to 
substitute the corrected pages. Make sure to clearly note the File #.



If the applicant wishes to amend the 
final OOC, use the same process as 
for a new filing, but check the 
“Amended OOC” box.

Amending the OOC



You have 
permanent 
access to 
your eDEP 
Orders



For More Assistance

•Contact your Regional Circuit Rider:

https://www.mass.gov/info-details/massdeps-wetlands-
circuit-rider-program

Email: DEP.Wetlands@mass.gov

https://www.mass.gov/info-details/massdeps-wetlands-circuit-rider-program
https://www.mass.gov/info-details/massdeps-wetlands-circuit-rider-program
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