WS32 — Distribution Modifications for Systems that
serve more than 3,300 people Application

MassDEP Bureau of Water Resources, Drinking Water
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Overview

1 This presentation is to assist in completing a new WS32 -
Distribution Modifications for Systems that serve more than 3,300
people Application.

- This approval serves to protect the health and welfare of the public
through the control of any product or operation that comes into
contact with public drinking water.

[ Regulatory authority for these approvals is stated in 310 CMR
22.04(6), of the Drinking Water Regulations.

1 This presentation will take you screen by screen through the
ePLACE online permitting application process.
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General Navigation

2 Always Click . to move to the next page.

1 Do NOT use the Browser Back Button E!- as this will take you out
of the system

- Any field with a red asterisk (*)is required before you can move off
the page.

2 Click to save your work and resume at a later time.
- Click on the tool tips where applicable to get more details.

[ Suggested preferred browsers are Chrome and Microsoft Edge
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How to Apply

First time users:

2 Click or type this address
on your browser:

/

J Follow the prompts to
create a new user
account

J Log into your account in
EEA ePlace using your
username/password

State Offices & Courls

Siate A-Z Topics

Stale Forms Accessibility FAQs

An Official website of the Commonwealih of Massachusefis

EEA ePLACE Portal

-

Announcem

port_ Register for an £ Login

Need Help? For technical assistance in
or (844) 73-ePLAC between the
Federally observed holi
non-technical

is web application, please call the ePLACE Help Desk Team at (844) 733-7522
of 7:30 AM-5:00 PM Monday-| y, with the exception of all Commonwealth and
~1Fyou prefer, you can also e-mail us at ePLACE _hel sk@state.ma.us. For assistance with
ions, please contact the issuing Agency directly using the links below.

For DPL, DCAMP and ABCC permits or licenses, please click here

Convenience Fee: Please note there will be a convenience fee for all online credit card transactions. There is also a nominal
fee for online payment by check.

Login
User Name or E-mail:

Password:

Welcome to the Commonwealth of Massachusetts ePLACE
Portal

The Commonwealth of Massachusetts is pleased to offer online access to many licensing,
permitting and certificate services, With ePLACE, the Commonwealth hopes to deliver mo
efficient, convenient, and interactive e-government services.

ees and Applicants:
- Apply for, Renew, or Amend a License, Permit, Certificate, Nofification or Registration
- Make Payments Online

[] Remember me on this computer

ePLACE Portal Account Registration: n Account

In order to utilize most of the services available through the ePLACE, you must first register ¢ this time, the ePLACE
Portal services only some (not all) licenses,
permits and certificates d by Energy

for an account to do any of the following:
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- Apply for a License, Permit, Certificate, Motification or Registration and Environmental Affairs(EEA). It does


https://eplace.eea.mass.gov/citizenaccess
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File an Online Application

. Click here to start

Dashboard My Records My Account

Welcome TEST TESTING

File an Online
You are now logged in to the Commonwealth’s EEA ePlace Portal. Application

What would you like to do?

- New License, Permit, Certificate, Notification or Registration Click Here
- Renew License, Permit, Certificate or Registration (select "My Records” above)
- Amend License, Permit, Certificate or Registration (select "My Records” above)

Please note: At this time, the EEA ePLACE Portal services only some (not all) licenses,
permits, certificates and Registrations issued by Energy and Environmental Affairs(EEA).
It does not service any other type of license or permit that is issued or approved by the
Commonwealth or any of its agencies or municipalities. This Portal will not service any
federal licenses or permits.
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File an Online Application

J Read and accept the Terms and Conditions

Click the checkbox and click “Continue”

[ File an Online Application ]

Online Applications and Record Authorization Form

Welcome to the Commonwealth of Massachusetts eLicensing and ePermitting portal.
In order to continue, you must review and accept the terms outlined as set forth
below. Click the "Continue” button in order to proceed with the online submission
process.

In order to perform licensing and permitting transactions online, you were required A
to register for the eLicensing and ePermitting Portal. All registered users of the
elicensing and ePermitting Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts elicensing and ePermitting Portal is
subject to federal and state laws, which may be amended from time to time,

including laws governing unauthorized access to computer systems. Online v
inquiries and transactions create electronic records that in some instances might

] I have read and accepted the above terms.

Continue »
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Apply for a WS32 Application

) Click on “Apply for a
DEP Authorization-
Drinking Water(DW)”

to expand the list of

applications

J You can also search
for the application o
the search bar field

EEA ePlace Portal

[ Dashboard I [ My Records ] I My Account ]

Commonwealth of Massachusetts EEA ePLACE (ePermitting) Online
Services

New Applicants:
The Commonwealth of Massachusetts EEA ePLACE (ePermitting) portal provides the ability to file applications for licenses, permits, certificates,
notifications and registrations. From the listing below. please click on the appropriate link to expand the options, select the service that you would like

to use and click the continue button.

Existing Applicants:

Click Home and use the "My Records” tab to renew or amend a license, permit, certification or registration. If they are not listed under the "My Records™
tab, please select the "Link your account” option found in section below. You will be prompted for a “record identification code” and "authorization
code.” from the Account Link notification you received. If you have not received a notification letter, please contact the ePLACE Help Desk Team at
(844) 733-7522 or (B44) 73-ePLACE between the hours of 7:30 AM - 5:00 PM Monday-Friday.

For easier and quicker way to find your application from the list below, Use Search Bar. Type in the name of your application or a keyword in the search
field and click search for results.

v Search

Apply for a DEP Authorization - Drinking Water (DW)

Apply for a DCR Authorization - Construction and Vehicle Access Permits
Apply for a DCR Authorization - Special Use Permits

Apply for a DEP Authorization - Air Quality (AG)

Apply for a DEP Authorization - Hazardous Waste (HW)

Apply for a DEP Authorization - NPDES (WM)

Apply for a DEP Authorization - Solid Waste (SW)

Apply for a DEP Authorization - Watershed Management (WM)

Apply for a DEP Authorization - Waterways Chapter 91 (WW)

Apply for a DEP Authorization - Water Pollution Wastewater (WP)
Apply for a DEP Authorization - Water Pollution Residuals (WP)
Apply for a DEP Authorization - 401 Water Quality Certification (WW)
Apply for a DEP Authorization - Toxic Use Reduction (TUR)

Apply for a MDAR Authorization

Apply for an EEA General Request

Link Your Account - For MassDEP Only
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Apply for a WS32 Application

] Select “WS32 -
Distribution Modifications—_
for Systems that serve
more than 3,300 people
Application” and click
the continue button at
the bottom of the page\\
to start your application
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Contact Information: Important NOTE

J There are three contact sections in the next screen:

1 Permittee: the person or signatory authority responsible for signing and
accepting all conditions of the Permit
- If you are the Permittee, click “Add New” button and select the checkbox “Use
Login Information”

- If you are not the Permittee you have the option to Add New and enter all the
Permittee Information or if the Permittee has an EEA ePlace account, then you
have the option to look them up under “Look Up” option

1 Permittee Company: here enter the company information the Permittee is
affiliated with, if applicable.

1 Application Contributors: use this section if multiple users will be
coordinating in the preparation of this application

 If you are unable to find the correct contributor, click on the “Save and resume
later” button. Advise the contributor to create an account in the EEA ePLACE

Portal and then resume the application.
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Step 1: Contact Information

J Add Permittee, please
read the section
Instructions and ad
accordingly

1 Add Permittee Company,
if applicable

J Look Up “Application
Contributors” | if
applicable

- Click “Continue
Application” to proceed

' EEA ePlace Portal

Step 1:Contact Information > Page 1 of 1

—
Please fill the below Information:
Permittee (0 Use Login Information
*Individual/Organization:
Iockvidual -
“Permittee” is the individual or an individual authorized by a Compan
*First Name Middle Name: *Last Name:
If you are the Permittee. you may click on the “Add New” button and
click “Continue”.
* Country:

United States -

If you are a consultant, engineer, attorney, or other authorized repres:
you are an “Application Contributor”. Do not enter your name or contyll *E-mai: *Telephone #: EXt#:

2006001000

= If the Permittee has an EEA ePLACE account and they would like to c
- X *PO. Box J Address Line:

search and select the appropriate Permittee.

= If the Parmittes does not have an EEA e PLACE account and does not W +Ciy:

MNew™ button and enter the Permittee information on their behalf

“Zip:

Permittee Company

Please add the company information that the Permittee is affiliated with.

Application Contributors =

If multiple preparers will be part of filling out this application, you will need to add them below.

Mote — If you are unable to find the correct Preparer, click on “save aj
account in the EEA ePLACE Portal and then resume the application. Search far. Contact

o search for individual contact, please enter First Name, Last Name, or Middle Name

First Name: Middle Name: Last Name:
Showing 0-0 of O

Contact Type MName Cancel

Mo records found.



Step 2: Site Information

] Enter the Name of
Site and Address. If a

Site Name is not

available, please J———
enter N/A. T
J Add the Latitude and S -
Longitude if available\ ==
d C|ICk. C(l)nt!,nue \ =
Application” to ==

proceed
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Step 3: Application Information

1 Enter the PWS ID. If
unavailable enter N/A.

Coniach

1 3 Apolcston
Indormmazion

2 Sae InforTnation reormation

4 Documents

Apacial Fan
Provaion

Step 3:Application Information>Page 1 of 1
2 Provide MEPA \ T
information.

Maass anter your PWS 1D, of avadable

J Add any additional
information that might

MEPA Information

help the agenCy With * |5 this project subject to MEPA review?:
the review of this ~__ o
application

Additional Information

Please use this space to enter additional information that may seem pertinent to your application,

1 Click “Continue
Application” to proceed
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Step 4: Documents

- Upload all required
documents for your
application

1 The required documents will
be listed in the table

] To begin attaching
documents, click

“‘Browse” \
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L & Ste formatian 3 fppanan 2 Dncuments i & Revies

Step 4 Documents = Page 1 af 1

Documants
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Step 4: Documents (Attaching)

D A “Flle Upload” WlndOW File Upload

O pe n S When uploading file documentis) the maximum file size allowed is 100 MB.
The ‘File Name' (including file extension) MUST NOT exceed 75 characters in length.
The document Description’ MUST NOT exceed 50 characters in length.

] 11 [} Documents that exceed any of these limits will be removed by the system, and cannot be
D C I I C k B rOWS e retrieved, which may delay the review process.
Blank Upload 1.docx

 Choose the file(s) you
want to attach.

Blank Upload 2.docx

Blank Upload 3.docx

] When all files reach
100%, click “Continue”

\ Browse Remove All
Cancel
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Steg 4: Documents gAttaChingz

1 Select the document Se—
type

J Provide a description of \ -
each document thatyou -, _

0

u p I Oad ed \ ~Descrgtion e 50 chanchost
] Click “Browse” to add

more documents e
J When all documents are  omsmnse=
uploaded and described,
click “Save” I =5 =
[ sem i et |
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Step 4: Documents (Attaching)

D YO u S h O u I d See a The attachmentis] hasMave been successRully uploaded,

It miay take a few minutes before charges are reflecked.

message that you have/ S5 - it Hosifiaion o s s s ot N
successfully attached a0 ST N

documents

] Review the list of
attached documents .

1 s & Vi o o bl i 50
Tk Hame inclusling Bl ceaamient HUST RO zr T ctarack wh
. Thes i imssat Thsrnian” WUET HOT passsd G charscindt in enyd
Lcumanis that secesd any ol these briz wll be remcsad by e o and cannci ba reireves, whech may dalss the sesew procem.
e S e T o T O U Y S NN ppuer s
b ) are o eull reaves e rypese i epdzad
“C t- I [] tl ,, t Fare T'ypé Som lmparligdare lwsrpnion i
. . W Carhcaton R
ontinue Application” to S .
< Letler <l nferk LI U LR

proceed \ —
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Step 5: Special Fee Provision

] Select Special Fee
Provision, if applicable.

WEIE - Datribrion Madifcatior fon St Uet sres neee Sen 1300 peopos Bpeicetion
D CII I “C: . tl . CrorEEEn e SEERY s " S
u Siew 5. Spucial Fus froviions Page Lol 2
S
Spzeial Foe Prowiden
(&

Application” to proceed
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Step 6: Review

D T h e e nti re a p p | i Cati O n i S ":'“'E, :'Vj‘ ":f'l‘:l-cd"'f“rf':?fﬁw Shat seren m o than 3300 pjo"r-f:.wl-:amn _—
shown on a single page =~
fO r yo ur revi ew e bt it L i

1 If you notice something

that you want to change, P

ik Sk

click “Edit Application”

Prrmitiss Campany

J Otherwise, continue to

the bottom of the page Tl e e
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Step 6: Review

J Read the
Certification
Statement

Application Submitter

D C I (] k th h k th Individual Telephone #:617-726-3211
Testing Testing il o
I C e C eC e Boston, MA, 02108 E-mail:gail.annese@mass.gov
b OX to CO l I l p I ete | certify, under penalty of law, that this application and all attachments were prepared under my supervision, in accordance with

a system designed to ensure that qualified personnel properly gathered and evaluated the information submitted. Based on my

inquiry of the person or persons who manage the system, or those persons directly responsible for gathering the information

L] L] L]
yo u r Ce I | Ifl Ca tl O n submitted in this application, the information submitted is, to the best of my knowledge and belief, true, accurate and complete.

 Click on “Continue ..o
Application” to Contius Aptcaion
proceed with the
submittal of your
application

T
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Step 7: Pay Fees

] Both online payment

and pay by mail options

are available

1 Online payment will

require a service charge

] Click the appropriate
box to continue

Ee®
R
%\ EEA ePlace Portal
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Pay Online

1 If you choose “Pay
Online”, you will be
brought to this screen

JProvide all payment and
billing information

JAccept the terms and
conditions and click submit

1 You will be e-mailed a
receipt
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Billing Information

First Name

Last Name

Street

City

State/Territory
Select State

Zip

Phone Number
)

Email

Confirm Email

Payment Information

Credit/Debit Card

Card Type
Select Card Type v

Card Number
[TEST MODE |

CWV Code
123

Expiration

01~ 2010 v

Check to accept both the Commonwealth of Massachusetts
and nCourt Terms Agreements.
| 1 Accept |

Commonwealth of Massachusetts Terms
Agreement

| authorize the charge to my credit card for the amount
shown above. | agree to pay the total amount above
according to the card issuer agreement. By checking the
box below, | certify that | am an authorized user for the
above referenced credit card account

nCourt Terms Agreement

21

Please Verify above information before the Submit Payment
Button is pressed. Do not click Submit Payment button more
than one time.




MLEET

Pay by Mall

- If you choose “Pay by

ma | I ” Payment online: If you have paid online by credit or ACH you will receive an additional notification from
the epayment vendor that your payment is complete. Review of your application will begin. That
1 notification will include a Reference ID # for your records.
1Check your email /

fO 1N Stru Ct| ons \ Pay by Mail: If you chose the "Pay by Mail" option, please make your payment in the form of a check or

money order made payable to the Commonwealth of Massachusetts. Do not send cash. You must include

D YO ur a p pl iC at| on W| | | your Application Number 20-WM05-0047-APP on the check or money order that must be sent to the
. i address below.
not be reviewed until

payment iS received Department of Environmental Protection
PO Box 4062

Boston, MA 02211

Review of your application will not begin until after your payment has been received and processed.
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Step 8: Submission Successful!

J When you submit your
application, you will
receive a Record ID so
you can track the status
of your application T T R

online E——

J Upon submission of R v e
your application please
make sure to check
your email for system
notifications

@ EEA ePlace Portal )
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To check the status of an application

J Log on to EEA ePlace

portal

> https://eplace.eea.mass.gov/

citizenaccess

1 Go to your “My

Records™ page to see
and/or track the status

of an application

=

'| J.

-~f EEA ePlace Portal
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Yo a o logged in Bo the Commonwealth's BEA cPace Portal
What would you like e do?

- Waw Licanss, Parmit, Canificree, Hotftcation o Regiaratkon CLICk Here
- B | cpres, Penmi, Certilests o (agstraban (s "By e alkms)

Sevand Liceren. Poemik. Certitcad of Rogisiratlon (seiock "My Roconds’ aboee)

Pleores nerte: AF Hoas fame, the EL& s FLACE Forisl ssreces ooy saome nok Al lksnses,

permes cemificaies and Registrations isssed by Enengy and Emstronmental Afairs|EEAL

ILdas moR serecs: amy auher o of lzense or permil than IS lssusd or approved by the

Coenircnssazdth or any of kS agancies or municizaides This Porad will non sondcs sy
tackeral lsrmss or gesirris

gt A LSing ansridiam toaols ach s ANWS, plaake chack cor FRCH &7 ampaitant
wicrmshon 1A sPlae 0 ki -

Te scarch aned whew ol pending and Snal decklons for Likonse. Formi. Corifcae,
Honificasion or Regisiration .wppl-::. ons submkied online and provide Commens on
Appuatians Bt ans aisn sar Pusli
P———

e pliass e B (A e G0 Putdi

Tezr sckarhanal inhseedym atend B Csm
For EEA informanion, plesse vk the Mo

pwHatth, phiss vk B B e parbel
oL partal

File an Onlime
Application


https://eplace.eea.mass.gov/citizenaccess

Questions?

For technical assistance:
JContact the ePlace Help Desk Team at (844) 733-7522
J1Or send an email to: ePLACE helpdesk@state.ma.us

For business related questions, please visit the link below:

@/ EEA ePlace Portal
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https://www.mass.gov/how-to/ws-32-distribution-modifications-for-systems-that-serve-more-than-3300-people

	 ��WS32 – Distribution Modifications for Systems that serve more than 3,300 people Application�� �
	Overview
	General Navigation
	How to Apply
	File an Online Application
	File an Online Application
	Apply for a WS32 Application
	Apply for a WS32 Application
	Contact Information: Important NOTE 
	Step 1: Contact Information
	Step 2: Site Information
	Step 3: Application Information
	Step 4: Documents
	Step 4: Documents (Attaching)
	Step 4: Documents (Attaching)
	Step 4: Documents (Attaching)
	Step 5: Special Fee Provision
	Step 6: Review
	Step 6: Review 
	Step 7: Pay Fees
	Pay Online
	Pay by Mail 
	Step 8: Submission Successful!
	To check the status of an application
	Questions?

