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Overview
q WW24 – General License Certification Application may only be 

submitted if you are eligible as determined through the WW-Pre-
Application Process

q A WW24 certification provides applicants for small docks and piers 
with an expedited process for authorization of their structures

q The state legislature amended MGL Chapter 91 to allow MassDEP 
to create a General License for certain non-commercial, residential, 
water-dependent, small-scale docks, piers, and similar structures 
within tidelands, Great Ponds, and navigable rivers. 

q This document will take you through the ePlace online permitting 
application process

2



EEA ePLACE Portal

General Navigation
q Always Click                            to move to the next page. 

q Do NOT use the Browser Back Button         as this will take you out 
of the system

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

q Click to save your work and resume at a later time.

q Click on the tool tips where applicable to get more details.

q We strongly suggest using Microsoft EDGE as a preferred browser 
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How to Apply
q First time users: 
qClick or type this address on your 

browser: 
https://eplace.eea.mass.gov/citizenacc
ess

qFollow the prompts to create a new 
user account. 

qBe sure to provide full name, address 
and contact information when you set 
up your account

q Return users: Log into your 
account in ePlace using your 
username/password
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File an Online Application
q Click “ File an Online Application” to start
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File an Online Application
q Read and accept  the Terms and Conditions

q Click the checkbox and click “Continue”
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File an Online Application

q Click on “Apply for a DEP Authorization – Waterways Chapter 91 (WW)”
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How to Apply: Pre-Application step
q Prior to applying for a WW24:

q Submit a Pre-Application for WW06 
and WW24 to determine your eligibility
for a WW24 

q Second, if you are eligible, note the 
record number you will receive via 
notification. This Pre-Application 
Record Number must be added during 
the WW24 application submission

q If you have already completed the Pre-
application process, go to the next slide
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File an Online Application
q Select WW24 General License Certification Application and Click 

“Continue”
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File an Online Application
q Enter the Pre- Application Record number
q Click “Continue Application” to proceed
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Step 2: Contact Information
q Permittee: Read instructions to 

enter “Permittee” then Click “Add 
New” or “Look up”.

q Application Contacts: If you 
have additional contacts –
Permittee(s), Property Owner(s) 
or other; Please read instructions 
then click on “Add New” or “ Look 
up” and follow the prompts

q Select corresponding “Contact 
Type” and follow the prompts to 
enter additional information. 
Repeat for each contact type that 
is needed for your application
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Step 2: Contact Information

q Select the appropriate answer 
to each of the questions

q Click “Continue Application” to 
proceed
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Step 3: Application Information

q Select General License for 
Structures (tidal or non-tidal) 
from the drop down

q Enter remaining information

q Read instructions on how to 
enter information on your 
Primary Project Location
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Step 3: Application Information

q Please read instructions for 
more details

q Enter your Project Information 

q Select the appropriate Yes/No 
answer.

q Click “ Continue Application” to 
proceed
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Step 3: Additional information

q Please read the disclaimer, 
confirm you have completed 
this important step

q Enter publication notification 
date

q Enter the publication name

q Select all eligible parties you 
have notified about your 
project

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

q Upload all required documents 
for your application

q The required documents will 
be listed on the table

q If you need more information 
about documents, click on 
Instructions/ Fee Schedule 
button 

q To begin attaching documents, 
click “Browse”
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Step 4: Documents (Attaching)
q A “File Upload” window 

opens

q Click “Browse”

q Choose the file(s) you want 
to attach

q When all files reach 100%, 
click “Continue”
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q Select the document type 

q Provide a description of each 
document that you uploaded

q Click “Browse” to add more 
documents

q When all documents are 
uploaded and described, click 
“Save”

q Click “Continue Application” to 
proceed
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q You should see a 
message that you have 
successfully attached 
documents

q Review the list of 
attached documents

q When ready, click 
“Continue Application” to 
proceed
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Step 5: Special Fee Provision

q If Special Fee Provision is 
applicable, check the 
appropriate box and provide 
requested information

q Click “Continue Application” to 
proceed 
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Step 6: Review
q The entire application 

is shown for your 
review

q If you identify 
something you need 
to change, click “Edit 
Application”

q Otherwise, continue 
to the bottom of the 
page
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Step 6: Review

q Read the Certification 
Statement 

q Click the check box to 
complete your 
certification 

q Click “Continue 
Application” to proceed 
with your submittal 
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Step 7: Pay Fees
q You will have the option 

to select the payment 
method:

q Pay Online 

q Pay by Mail

q Online payment will 
require a service charge 

q Select the payment 
method you prefer to 
continue
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Pay Online
q If you choose “Pay 

Online”, you will be 
redirected to the 
payment site
qProvide all payment and 

billing information

qAccept the terms and 
conditions and click 
submit

q You will receive an 
email receipt from 
nCourt the payment 
provider
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Pay by Mail 
q If you choose “Pay by 

mail”
qCheck your email for 

instructions

q NOTE: The review of 
your application by they 
agency will not start until 
payment has been 
received
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Submission Successful!

q When you submit your 
application, you will 
receive a Record ID so 
you can track the status 
of your application 
online

q Upon submission of 
your application please 
make sure to check your 
email for system 
notifications

26



EEA ePLACE Portal

To check the status of an application

q Log on to EEA ePlace portal
qhttps://eplace.eea.mass.gov/c

itizenaccess

q Go to your “My Records” page 
in ePlace to see  or track the 
status of  an application
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Questions?
q For technical assistance:
qContact the ePlace Help Desk Team at (844) 733-7522
qOr send an email to: ePLACE_helpdesk@state.ma.us
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q For business related questions, please visit the link below: 
https://www.mass.gov/how-to/ww-24-general-license-
certification

mailto:ePLACE_helpdesk@state.ma.us
https://www.mass.gov/how-to/ww-24-general-license-certification

