Creating an ePLACE Portal Account and Applying for a License

Overview

This document provides step-by-step instructions on how to register and create an account on
the ePLACE Portal as well as apply for a license.

Directions

1 Navigate to the ePLACE Portal webpage: https://elicensing.mass.gov/citizenaccess/Default.aspx
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Announcements  Register for an Account  Login

Meed Help? For technical assistance in using this web application, please call the .
ePLACE Help Desk Team at (844) 753-7522 (@ or (B44) 73-ePLAC between the

hours of 7:30 AM-5:00 PM Monday-Friday, with the exception of all

Commonwealth and Federally observed holidays. If you prefer, you can also e-mail

us at ePLACE_helpdesk@state ma_us. For assistance with non-technical issues,

please contact the issuing Agency directly using the links below.

Contact Alcoholic Beverages Control Commission
Contact Department of Labor Standards
Contact Division of Professional Licensure

To apply for an Energy and Envircnmental Affairs (DEP. MDAR or DCR) permit or
license, pleasa click here.

Convenience Fee:

For DPL and DLS transactions, please note that all on line credit card transactions
imcur a 2.35% convenience fee. There is a fee of $0.35 associated with online
payment by ACHSEFT.

For ABCC transactions, please note that all online credit card transactions incur a
2.35% convenience fee
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Advanced Search =
Welcome to the Commonwealth of Massachusetts ePLACE Login
Portal User Mame or E-mail:

The Commaonwealth of Massachusetts is pleased to offer online access to many \:l
licensing. permitting and certificate services. With ePLACE, the Commonwealtth hopes

to deliver more efficient, conwenient, and interactive e-government services.
Password:

Dptions for Licensees and ADQEEBI‘IIS: :l

- Apply for, Renew, or Amend a License, Permit or Certificate Application
- Make Payments Online m

Options for Consumers and the General Public:

Rememiber me on this computer

- Check License Status for Individuals or Business Licensees here I've forgotten my password
Mew Users: Reglster for an ACcount



https://elicensing.mass.gov/citizenaccess/Default.aspx
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Login
2 In the blue Login box, click on the link User Name or E-mail:
New Users: Register for an Account | |
Password:

|_| Remember me on this computer

've forgotten my password

| New Users: Register for an Account
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Account Registration
You must provide the following information to open an account:
User Name and Password

Contact Information
E-mail

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

1. Use of the Commonwealth of Massachusetts ePLACE Portal i1s subject to federal
and state laws, which may be amended from time to time, including laws governing
unauthorized access to computer Portals. Online inquiries and transactions create
electronic records that in some instances might be disclosed to third parties

........ * bm b mklis rmmmeds lae e mbbee [

[ | have read and accepted the above terms.

I Continue Registration » J

3 Review the terms of service
and mark the checkbox
below it. Then click on the

Continue Registration
button.
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[
4 Complete all required
flelds (requ I red flelds stration for the Commonwealth of Massachusetts ePLACE Portal
have a I‘ed aSte“Sk*) . m Your Account Information

Manage Licenses, Permits & Certificates File & Track Complaints

¥ indicales a required f=id.

| Login Information

E-mail addresses must be current in order to receive important legal and other notices relating to your use of this site. An e-mail
will be sent to the e-mail sddress provided durimg the registration process.

@l Name: @
| |

For future reference, make
* E-mail Address:
| | a note of your user name
l'F’m“'ﬂ'd: f.zll (or email address) and
Fazswera Strangth password. You will need
He;Jl'Eﬂ'E"S

*Type Password Again: this information after you
l : - l have created your ePLACE
* Select 2 Security Question: @
== v Portal account.

* ANSWEr:

¢ )/
5 | CSTETTTRTGTSEGR =

Please select "Add Mew" to provide contact information. E-mail sddresses must be current in order to receive important legal and

Once the req u | red other notices relating to your use of this Portal. An e-mail will be sent to the e-mail address provided during the registration
PrOCess.
fIEIdS are This contact information pertains to the account registration for this Portal. All other changes to contact information should be

made through the application or amendment process with the applicable Agency.

completed. Click
the Add New

bUtton tO prOVIde Orpganization - Company, business, cub, etc., that is formed for a particular purpose. Entity being licensed permitted and/or
certified to do business in the Commonwealth of Massachusetis. When adding an Organization contact type. you will be required

contact information. | temvie = FEm aumeer.

Continua Beglctration =

‘fou can associate two types of contacts with your registration an "Individusl" andfor and "Cirganization”.

Individual - Individuzl is & person. If you are 8 Sole Proprietor add yourself as an "Individual” contact.

on: Select Contact Type

When selecting a Contact Type,

- . . . *Type:
choose “Individual” if this _ . ﬁm
account is for a person, [ comtinue | orscars cnanges

or choose “Organization” if this
account is for a business entity.
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6A Creating a Contact Type

For the Contact Type in the “Type” Select Contact Type
dropdown menu, select “Individual” for
an individual or select “Organization” for [ Type: ]

a business. , :
Discard Changes

Then click the Continue button.

S I R 5 [ TG D N ¥ S S E—" L —_—_y

In the Contact Information pop-up window that appears, complete all the required fields. The
required fields may vary depending on the Contact Type you selected.

Contact Information =
Falutafion: * First Hame: Middle Hame: *Last Hame: Suiffia:
| --Salmct-- Vl |
Title:
* Primary Fhone: Sesondary Phone:
| [ |
* E-mail: ———
| | Contact Information x
*Marme of Buziness IT Differant from DEA FEIN:

Fax Mumber. | | ~

DBATrade Mama:

* Contagt Addresses |
Add Contact Address _ “ Primary Phone: Secomdary Phome: Miodile Phone:
BTSN, SOTS e, onek the addnace link . S ) -
" E-mail;
Showing 0-0 of O
Addraze Typs Addrees Fax Numbad:

Me records Tound,

" Business Type:
|5“n :nui:lnn] l Cizar I Dlscard Changes |=— £

“Ara you 3 Foreign Entity
O ves O No

Country: 2]
—Egloct— Vl

 Contact Addresses

—
Tovedil 8 contsct eddresa, cick the eddres link
Showing 0-0 of O

Aiddrgss Type Adiaas EALIE] Action

Ko records found.
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After you completed the required fields in the Contact Information window,
click on the Add Contact Address button. The Contact Address Information
pop-up window will appear. Complete the required fields and then click the
Save and Close button.

| ]
Contact Information

®
Sautation: *First Mama: Middle Mame:  *Last Mame: Buffin:
[seea— v] | | | I || |
Titha-
I |
* Primary Phone: Secondary Phone:
|
* E-mail:
I |
Fax Number:
| Contact Address Information »
¥ Contact Addressas Adiress Type:
| ‘@ T —
Streel Number * Address Line 1: R
To edit 3 comact addraEE, clich address Inic. o
Shaming 0.0 5 0 Address Line 3=
Address Type Addrest
Mo record= found. _.Eu|.1|.1||.':i-s Line 3z
T ity Slate: ZIP Code: *Country/Region:
| Save and Clasz Oear | piccard chadges 1 ) = - e o
Miammmimekiem [ amsmams: Emess abis = e Recipient:
Save and Close | Save arvd Add .Annnnr-J Clear -J Diimcmrs i Changes
o e Once you have saved and
|Babeck- %] |Cardy [Zun
. closed the Contact Address
I' Primany PROng; Besindary Phone; Illfonllati{)ll xﬁrilldo““ EI
II-.- message displays
— confirming that the
Fax Mumiier .
“Contact address added
- Contact Addasies -~ -
successfully™.
Add Contact A-dd-‘u_
:ul:'.l'l'::: macirann, ek ha sccraas br TIIEII Click tlle Sﬂ.‘-e and
+ Comtact address addod succasstully.
a -t Close button in this
Wlmhfg -L.:'III. == Ha o1 Shrecl Ardfag «!.‘E.Iﬂ:l.l&.'

Contact Information

a window.
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Contact Information |
Flease select "Add New” to provide contact mformaton. E-mail addresses musd be current in order o receive mportan legal and
ather notices relating ta your usa of this Portal. An e-mail will be sent 1o the &-mail address provided during the registration
process

This camlact information pedtains o the aocail
mada through tha

i reqistrafion for thes Poral AN athes changes 1o conkach infarmalon should be Aﬁel‘ }?011 11a"e Sa""ed a]‘_ld

ith the applicable Agancy

You can assocale taa fypes of camacts with your regiziration an “Individual” and/on and “Onganization” C]GE Ed Tllf'.‘ C'Dlltﬂ Ct
Individwal - Indivedual i= a persan. H you are a Sale Progrietar add yourself as an “Individual™ coniaci L.lfﬂmlati(}l] PGP-]‘]'P “Tilldomv.

Organization - Company, business, club, i, that is formed for a pardicular purpose. Entity baing licensad parmitted andlar

cartified to do business in the Commonweaalth of Massachusetts. When adding an Organization contact type. vou will be required a nlessage dl Sp]a}rs

o prowsde 3 FEIN mumbser

. i
o cons s — °"'{ 1708 that the Contact

Gy added successfully”.

Primary I'I|-||.'-q':.-.': I I.-
riomocn Phos: Then click the Continue

Fax Mumber:

G s Registration button at the
—_ ' bottom of the page.

b Cantect fHddress

T edt & contart address, chick the addesss ink

Sharaiing 1-10f 1
Addreas Tops Address Ataray Action
Meling Acdress  HAMSOon Sies Apave L=

Contnus Regutafion s
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Announcements | Eeglstar for 3n Accound | Lagin

Heed Help? For technical assistance in using this web application. please call the
ePLACE Help Desk Team at [844) 733-7522 fg__} or (344) T3-eFLAC between the
hours of 7:30 AM-5:00 PM Monday-Friday. with the excaption of all Commomaesalth
and Federslly observed holidays. If you prefer, you can also e-mail us at

ePLACE helpdeski@state ma.us. For assistance with non-technical issues, please

contact the issuing Agency directly using the links below.

Contact Aleoholic Beversges Control Commission
Contact Division of Capital Asset Management and Maintenance

Contact Depariment of Labor Standards
Contact Division of Professional Licensure

Translation Informsation - Click Here

To apply for an Energy and Environmental Affairs (DEP. MDAR or DCR) permit or
license, please click here.

Document Attachment: In order to upload required documents, this system
requires Microsoft Sikveright, which can be downloaded for free here.
Convenience Fee: Please note there may be a convenience fee for all online credit
card franssctions. There is no fee for online payment by check.

Home Manage Licenses, Permits & Certificates File & Track Complaints

li] Congratulations. You have successfully created an account with the
Commeonwealth of Massachusetts ePLACE Portal. You will receive a
confirmation by e-mail.

Reminder: If you are a current license, permit or certificate holder,
you must link this Portal account to your record before you can

complete transactions such as a renewal or amendment.

Click on the "Home" tab to login and continue.

Your account has been successfully created.

Account Information

Uzer Name: CurlySue
E-mail: R -t s us
Pazsword: s

Security Question: What is the brand of your first car?

‘ Contact Information |

Curly Sue Primary Phone: (617)727- I
_Est\!" S AlR=rmat= Phone:
Fax Number:
Contact Address List
# Contact Addresses

Showing 1-1 of 1
Agdress Type Address Siatus Action
Malling Addrese Hamlson Streat Aciiva

b

Upon completing account
registration, a message
appears confirming that
your ePLACE Portal
account has been
successfully created!

If you wish to apply for a
license, you will need to
click on the Manage
Licenses tab. Then click
on File an Online
Application (directly under
the Manage Licenses tab.

2013 Manage Licenses, Permits and Certificates

File an Online Application

File and Track Complaints

Manage My Licenses, Permits & Certificates
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Review the terms of service, mark the checkbox, and click the Continue button.

Home oELEGERRGEL Sy gl DL Es il File and Track Complaints

File an Online Application Manage My Licenses, Permits & Certificates

Online Applications and Record Authorization Form

Welcome to the Commonwealth of Massachusetts ePLACE 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
to register for the ePLACE Portal. All registered users of the ePLACE Portal are
required to agree to the following:

1. Use of the Commonwealth of Massachusetts ePLACE Portal is subject to federal

and state laws, which may be amended from time to time, including laws

governing unauthorized access to computer Portals. Online inguiries and

transactions create electronic records that in some instances might be disclosed to =

| I have read and accepted the above terms.
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Filo an Onlira Applicstion Mamage My Licensss. Permits & Cartthcates

ePLACE Online Services
Mes Applicants snd Conmmars
Thea ity of M - FLACE portul Sy tha bty 8o Fl i For I it and corthcsbar snd mshenit complaimty. From tha

Eting Balowe. plassn et e serece you wosld e o e end cick the contines bueison.

Esating licenssar. Permit or Cartficsin Holder:
ou may use e Marsgn Licansee. Peremits. b Cartihcsin™ tab be ronmw o srsand s Boonss, parmt o certfcain. BOTE: Tha Deason of Profassonal Licanmes's
Ticonas Amendmant” warvics below can be used ko epdste ndormation. such s mafing sddrma. scrcas meltsls bomne

1 your cenas or permet: iz mot fizted under the “Hanags Licenam. Parmits & Cartificates” ek, pleass select She "Link your online sceount 4o e ssating recond” sptien
Found under the Link Your Accoun®” section bakow. Tou will Ba gromped for e recond identhcation sode” and "t roda.” Thix in: e provided 1
YU BN yEUF reel notice or Sther re:ent cormmnication from tha Agey

"3
B Link foar LicemsesPormin' T orilicase v0 Your Aocoum:
¥ Alcoholic Bowarages Conerol Commission - Complins
* Alcoholic Bevarages Coninol T ommission - Siste

¥ Board of Alied Hazkh Professions

¥ Board of Alled Mereal Haalih and Human Sanvicess

* Boand of Cerilication of Hisakh OMcers

* Board of Emtaiming and Funerd Dirscting

¥ Boand of Examiners of Shoat Mesal Worlors

* Board of Heanng Instnamam Specialists

¥ Board of Oypsarseors of Drimking Wesor Supply Fac

¥ Boand of Public ACcounsancy

¥ Boand of Radic and Television Technicians

* Board of RepEswration in Opiomary

¥ Board of Regseration in Podzry

* Board of Regstration in Viosrinary Modiche

¥ Boand of Regswavion of Mchkaos

* Boand of Regswation of Chieopracons

¥ Board of Regiswration of Cosmosoiogy and Barkoring
* Board of Repsiration of Dietitians and Rerssonisis

¥ Boand of Regiwravion of Dispensing Cpticiane

¥ Board of Regseration of Elecerologing

¥ Boand of Regstravion of Landscaps Architerts

* Board of Repswration of Homa Inspeciors

* Board of Pegisiration of Massage Tharsgy

* Board of Pepswration of Prosssdonal Engineers and of Lared Surveyors
* Boand of Repmwrasion of Prychologizes

¥ Board of Regiseration of Raal Esam AppraBess

* Board of Regswration of Paal B Brokers and Sakeparsons
* Board of Repswration of Sankarians

¥ Board of Regseration of Sockal Workers

* Board of Spacch-Language Pathology amd Audiology
¥ Board of Sizes Examinors of Bleciicans

* Board of Stass Exasminers of Plumisars and Cas Ficsars
¥ Dioparment of Labor Seandands

¥ OfMfice of Privais Dooupadonal School Education

¥ Osher

On the ePLACE Online
Services page, scroll
down and find the
Board for the license
you wish to apply for,
click on the Board,
select the application,
and then click the
Continue button.

Follow the prompts to
complete, pay for, and
submit the online
application for
licensure.



