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Important Note:

❑There are two parts to the WW06 application 

submission process:

❑Part I of this presentation will show step by step 

screenshots on how to submit a WW06 initial 

application

❑Part II of the presentation will show step by step 

screenshots on how to submit a WW06 final application 
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Overview

❑ WW06 – Simplified License Application may only be submitted if 

you are eligible as determined through the WW-Pre-Application 

Process

❑ A WW06 application provides applicants for certain small residential 

docks, piers and seawalls with a simplified process for licensing 

their structures

❑ This document will take you through the ePlace online permitting 

application process
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General Navigation

❑ Always Click                            to move to the next page. 

❑ Do NOT use the Browser Back Button         as this will take you out 

of the system

❑ Any field with a red asterisk (*)is required before you can move off 

the page.

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

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

❑ We strongly suggest using Internet Explored as a preferred browser 
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How to Apply

❑ First time users: 

❑Enter this address in your browser 

(Internet Explorer is the 

recommended browser): 

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

ccess

❑Follow the prompts to create a new 

user account.

❑Be sure to provide full name, 

address and contact information 

when you set up your account

❑ Log into your account in ePlace 

using your username/password
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File an Online Application

❑ Click here to start
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File an Online Application

❑ Read and accept  the Terms and Conditions

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

❑ Click on “Energy and Environmental Affairs” and “Apply 

for a DEP Authorization”
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How to Apply: Pre-step

❑ Prior to applying for a WW06:

❑ Submit a Pre-Application for WW06 and 

WW24 to determine your eligibility for a 

WW06 

❑ Second, if you are eligible, note the record 

number you will receive via notification. 

This Pre-Application Record Number 

must be added during the WW06 

application submission

❑ If you have already completed the 

Pre-application process go to the 

next slide
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File an Online Application

❑ Select WW06 Simplified License Application and Click 

“Continue Application”
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File an Online Application – Part 1

❑ Enter the Pre- Application Record number

❑ Click “Continue Application”
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Contact Information: Important NOTE 
❑ Permittee: (The applicant) This is the person responsible for signing and 

accepting all conditions of the authorization (this is not an attorney, consultant, 

engineer, etc. – those are “Application Contributors”)

❑Select “ I’m the permittee” if that is you or “ Look up” the permittee

❑Permittee Company: If the applicant is a company, municipality, or other entity 

whose name should be listed on the authorization, complete the section for 

“Permittee Company”. The individual authorized to sign and bind the company 

should be listed as the Permittee

❑Property Owner: If the property is owned by a person/entity other than the 

Permittee, please enter their information. 

❑Application Contributors: Complete this section for each individual who will 

be preparing or contributing to the application on behalf of the Permittee (e.g. 

attorney, consultant, engineer). 

NOTE - If you are unable to find the correct contact, click on the “Save and 

resume later” button. Advise the Permittee/Contributor to create an account in       

the EEA ePLACE Portal and then resume the application.
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Step 3: Contact Information

❑ Select “ I’m the permittee” 

or “look up” a Permittee

❑ Click “Add New” to add 

company information if 

applicable

❑ Click “Add New” to add 

property owner 

information if different 

from Permittee. 

❑ Look up “Application 

Contributors” if applicable
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Step 3: Contact Information

❑ Select the appropriate 

Yes/No answer to each of 

the questions

❑ Click “Continue 

Application” to proceed to 

the next step
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Step 3: Contact Information

❑ If you have additional 

contacts – Permittee(s) or 

Property Owner(s). Then 

please add an individual 

row for each by clicking on 

“Add a Row” button

❑ Enter the additional 

contacts on the table and 

click Submit

❑ Click “Continue Application” 

to proceed to the next step
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Step 4: Application Information

❑ Click on “ Add a Row” to List 

all components of the 

structure/structures that are 

included in the subject 

application

❑ Follow the prompts to select 

further answers

❑ Read instructions on how to 

enter information on your 

Primary Project Location
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Step 4: Application Information

❑ Please read instructions 

for more details

❑ Enter your Project 

Information here

❑ Click “ Continue 

Application” to proceed 

to the next step
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Step 4: Application Information 

❑ Please read instructions for more 

details

❑ If you have successfully provided all 

the necessary information, then 

select “YES” and click “save and 

resume later” button 

❑ A notification will be sent by the 

system to your email  with the below 

attached documents and next steps.

❑Proof of Initial Application (Includes 

Proof of Signature)

❑Public Notice Template 
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Step 4: Application Information

❑ If you have still need to verify 

the information, then select 

“NO” and click “save and 

resume later” button 

❑ The system will save your 

temporary application. To 

resume your application:

❑ Login to your EEA ePlace account

❑ Go to “My Records” Tab

❑ Click “Resume Application” link to 

continue with your application

Note – Until you answer YES in the 

Application Status – Part 1, your 

initial application is not submitted 
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Need to EDIT your application after submission of 

Initial Application – WW06 Part I

❑ If you initially selected Yes but 

need to change some information, 

follow the below steps:

❑ Login to your EEA ePlace account

❑ Go to “My Records” Tab

❑ Click “Resume Application” link against 

your Application. 

❑ The system will display 

Application Status – Part 2 

section. Select the option “Making 

changes to the initial application” 

from the dropdown and continue 

with the application submission
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Part I - of your WW 06 is now completed

❑ You have concluded the first part of your application process

❑ For the next steps, refer to the instructions sent to your email

❑ Note: Upon completion of your initial application, if you did not 

receive the email notification after 15 - 30 minutes. Please contact 

the helpdesk 

❑ To continuing with Part II - of your WW 06 application process –

make sure the below documents are ready and you Public Notice 

period is completed.

❑Chapter 91 Plans

❑Proof of Signature

❑ If you are ready to continue with the submission of the application, 

please continue to Part II of the application process
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Important Note:

This presentation is to assist in completing:

Part II of WW06 which can only be submitted after WW06 

Part I is successfully submitted

The following requirements must be completed before 

continuing with part II:

❑ You can resume the application after your Public Notice and Zoning 

certification period of 45 days is complete 

❑ Make sure the below documents are ready

❑Chapter 91 Plans

❑Proof of Signature
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How to Apply – Part II

❑ Click or type this address on 

your browser 

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

citizenaccess

❑ Log into your account in 

ePlace using your 

username/password
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How to go to WW06 Application

❑ Click on “ My Records” tab to start
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Access your record

❑ To resume Part II of your existing application

❑Locate your previously issued “ Record number”

❑Click on “ Resume Application” link
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Application Status - Part 2

❑ Please select one of the  

following based on directions 

provided here:

❑Making changes to the initial 

application – If you need to Edit the 

initial application and select this 

option from the drop-down

❑Continuing the submission of 

application – If you would like to 

continue your final application 

submission, select this option from 

the drop-down

NOTE: Changes to the application after the 

public notice may require publication of a new 

public notice.

26



EEA ePLACE Portal

Step 5: Additional information

❑ Please read instructions 

for more details

❑ Provide the name of the 

publication and the date 

when you submitted a 

copy of the public notice
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Step 5: Additional information

❑ Please read the 

disclaimer, confirm you 

have completed this 

important step

❑Select publication notification 

date

❑Enter the publication name

❑Select all the applicable parties 

you have notified about your 

project

❑ Click continue application
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Step 6: Documents

❑ Upload all required documents 

for your application

❑The required documents will be 

listed on the table and details 

here

❑ To begin attaching documents, 

click “Browse”

The list identifies the minimum 

required documents for submittal, but 

you may also upload any additional 

documents at this time.
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Step 6: Documents (Attaching)

❑ A “File Upload” window 

opens

❑ Click “Browse”

❑ Choose the file(s) you want 

to attach

❑ When all files reach 100%, 

click “Continue”
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❑ Select the document type 

❑ Provide a description of each 

document that you uploaded

❑ Click “Browse” to add more 

documents

❑ When all documents are 

uploaded and described, click 

“Save”

❑ Click “Continue Application”
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❑ You should see a 

message that you have 

successfully attached 

documents

❑ Review the list of 

attached documents

❑ When ready, click 

“Continue Application”
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Step 6: Special Fee Provision

❑ If Special Fee Provision is 

applicable, check the 

appropriate box and 

provide requested 

information

❑ Click “Continue 

Application”
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Step 7: Review

❑ The entire application 

is  shown on a single 

page for your review

❑ If you note something 

you want to change, 

click “Edit Application”

❑ Otherwise, continue to 

the bottom of the 

page
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Step 7: Review

❑ Read the Certification 

Statement 

❑ Click the check box to 

complete your 

certification 

❑ Click “Continue 

Application” to proceed 

with your submittal 
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Submission Successful!

❑ When you submit your 

application you will receive a 

Record ID so you can track the 

status of your application 

online

❑ Upon submission of your 

application please make sure 

to check your email for system 

notifications

❑ Next step will be to complete 

your payment, click Dep 

Applications tab to continue to 

the payment  step
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Pay Fees

❑ Upon submission of the 

application, click “DEP 

Application” button

❑Click “Pay Fees Due” link 

against your Application 

❑ You will have the option 

to select the payment 

method, Pay Online or 

Pay by Mail. Select the 

payment method you 

prefer to continue 

❑ Your application will not 

be reviewed until 

payment is received

37



EEA ePLACE Portal

Pay Online

❑ If you choose “Pay 

Online”, you will be 

brought to this screen

❑Provide all payment and 

billing information

❑Accept the terms and 

conditions and click 

submit

❑ You will be e-mailed a 

receipt
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Pay by Mail 

❑ To pay your application fees via Mail - Check your email for instructions

Note - Your application will not be reviewed until payment is received
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To check the status of an application

❑ Log on to EEA ePlace 

portal

 https://eplace.eea.mass.gov/citiz

enaccess

❑Go to your “My Records” 

page in ePlace to see  or 

track the status of  an 

application
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Questions?

For technical assistance:

 Contact the ePlace Help Desk Team at (844) 733-7522

 Or send an email to: ePLACE_helpdesk@state.ma.us
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For business related questions, please visit the link 

below: 

https://www.mass.gov/how-to/ww-06-12-chapter-91-simplified-

license-license-renewal

mailto:ePLACE_helpdesk@state.ma.us
https://www.mass.gov/how-to/ww-06-12-chapter-91-simplified-license-license-renewal

