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1. Registration 

1.1 Your eDEP Account  
 
Introduction  
The eDEP process enables online filing with MassDEP from its web site at 
https://edep.dep.mass.gov.  
 
This document provides general instructions to file electronically a Notice of Intent (NOI) and an 
Abbreviated Notice of Resource Area Delineation (ANRAD).  Refer to the individual form-
specific document for detailed Instructions,  
 
To use eDEP, set up an account as follows: 

 From the eDEP homepage, read the eDEP Requirements; 
 If you satisfy these requirements, create an account as a New User. 
 Creating your account takes only a few minutes and allows secure access to eDEP. 

 

 
 
 
Continued on next page 
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https://edep.dep.mass.gov/
http://www.mass.gov/eea/agencies/massdep/service/online/instructions-for-wetlands-protection-act-online-filing.html
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our eDEP Account (cont) 

omplete all required fields identified with red asterisks (*).  

 

ng all required fields, review and agree to the eDEP Terms and Conditions. 

 
Y
 
C
 

 
After completi
^Back to TOC 

1.2 Proof of Identity 

re 
for 

rivileges (explained below) for 

on (ANRAD) 
DEP except if you are requesting administrative privileges. 

ack to TOC

 
What is Proof of Identity?   
Proof of Identity is a process used in eDEP to verify the identity of individuals who need to secu
access to Orders of Conditions (OOCs) and Orders of Resource Area Delineation (ORADs) 
issuing Wetlands Permits; and/or to obtain Administrative P
conservation commissions, businesses, and organizations. 
 
Proof of Identity Approval is not required for applicants who wish to access or submit a 
Notice of Intent (NOI) or Abbreviated Notice of Resource Area Delineati
form to Mass
^B  
 



1.3 Administrative Privileges 
 
What are Administrative Privileges? 
Administrative privileges are optional rather than required for using eDEP forms.  Individuals may 
obtain administrative privileges for a conservation commission, business, or organization by 
submitting a notarized Proof of Identity form for approval to MassDEP. The administrator for a 
consulting firm might be the president or other corporate officer. An Administrator for a 
conservation commission might be the Agent or Chair. An Administrator can affiliate other eDEP 
users with their company or organization and specify a time period during which the affiliation is 
valid.  See below for information on Affiliations. 
 
How to Obtain Proof of ID Approval for Administrative Privileges for Your Company?  
To request Proof of Identity approval for administrative privileges, follow the steps below.   
Once registered for eDEP, select “Proof of Identity” from the pull down menu under “My Profile”.  
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On the page that comes up, Click the box next to “Apply for Administrative Privileges.” 
Enter your business Tax ID Number “TIN” and your “Business Name” in the fields provided. 
Click “Apply” 
 

 
 
Click the “Print” button at the bottom of the next page.  This is your receipt that you will need to 
sign and mail into MassDEP at the address written at the top of the page. Within approximately 48 
hours of when MassDEP receives the signed document, you will receive your approval by email. 
 
 



 
^Back to TOC 
 

1.4 Affiliation 
 
How does an Affiliation work? 
An Affiliation 1) allows the users to file in eDEP as representatives of your organization, and 2) 
gives you access to view any forms that they start on behalf of your organization. To affiliate other 
users with or in your organization, you must therefore first establish a Proof of Identity and 
Administrative Privileges. 
 
To affiliate a user, as administrator you should first obtain the user’s eDEP nickname. An 
administrator establishes affiliation through the eDEP ‘Share Business’ page.  The Administrator 
can access the ‘Share Business’ page and establish affiliations by following this path;  

 Click “Log In”   
 Select “My Profile” 
 Click “Manage my organization” 
 Select “Add“ button and provide the nickname of the user that you are affiliating. Then 

indicate the privileges you want the user to have by picking either Employee/Agent or 
Administrator as their role. 

^Back to TOC 

2. Filling Out the Forms 

2.1 Online Forms 
The wetland permit application forms available in eDEP include  

 WPA Form 3 – Notice of Intent (NOI)  
 WPA Form 4A – Abbreviated Notice of Resource Area Delineation (ANRAD). 

The following view will appear when you first log on to your eDEP account. 
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-------------------------------------------------------------------------------------------------------------------  
 
Select “Wetland Forms” from the “Forms” drop down menu 
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The wetland permit application forms available in eDEP include WPA Form 3 – Notice of Intent 
(NOI), WPA Form 4A – Abbreviated Notice of Resource Area Delineation (ANRAD).   



 
Select either an NOI or an ANRAD by clicking the “Start Transaction” button on the right column 
of the form you wish to file. Then follow the instructions provided below for each individual form. 
 

 

 

 
^Back to TOC 
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2.2 How to Use the Map Viewer Tool in Section A(1). 
 
Map Viewer Tool: GIS Locator Function 
To use the Map Viewer tool, first complete Section A, Item 1a and 1b in the NOI form. Select the 
Town where the project is located from the pull down menu (1b) and enter the street address into 
the data fields provided. You can enter the latitude and longitude in decimal degrees or click on 
the “View Map” button to use the GIS locator to identify the project site and have the boxes 
automatically populated.  
 

 

 

 

 
The GIS Locator Map will “pop up” in a separate window showing the locus of the project. If you 
enter only the name of the Town in the NOI form (Item 1a), the map will display the entire town.   
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If you enter the street address as well as the name of the Town, the GIS Locator Map pops-up in 
the general location of the project.  Some residences have street numbers to help you get the 
correct bearing on the project location. If you have Lat/Long the system will ignore the address, 
town and zip code. 
 

 

 

 

 
 

 

Locate Project 
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Map Viewer Tool: GIS Locator Function (continued) 
To locate the exact position of the project on the GIS orthophoto, click the cursor on the center of 
the project site. The Map Viewer will position a “Red Dot” where you clicked.  You can click and 
relocate the dot to change its position.   
Note that the latitude and longitude will then appear in the top left corner of the map viewer page 
above the question,” What are you locating with your point?”, on the upper left  side of the map 
 

 

Lat, Long

Locate Project 
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Map Viewer Tool: What are you locating with your point? 
The question, “What are you locating with your point?” on the top, left side of the screen is 
intended to provide additional detail about what the “Red Dot” actually represents. The dropdown 
menu beneath the question, gives you four options to select that further defines what the dot 
means;  
1. a point at the center of the project activity;  
2. one point along a linear project; 
3. one of multiple locations under one NOI; or 
4. other.  
Select the appropriate one for your project location. If you are uncertain, you may want to select 
“The Center of Project Activity” as a default. 
 

 

Project Detail
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Map Viewer Tool: Estimate Horizontal Accuracy  
The “Estimated Horizontal Accuracy” button identifies the level of accuracy of pinpointing the 
project location that you select or how close is the “Red Dot” to the actual location where the 
activity will take place. For example, if you select a particular residence, and the accuracy of the 
point is 100 feet, then you are saying that the project activity is within 100 feet of the location of 
the “Red Dot”. 
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Map Viewer Tool: Resource Area Data Layers  
The Blue Button to the left of the “Legend” that says, “Data Layer +” allows you to check on/off 
and view the different layers such as the location of Title 5 Setbacks, NHESP Certified Vernal 
Pools, estimated location of wetlands, etc.  

 
 
Click on the plus sign (+) to view the menu and select as many data layers as you wish to view for 
the project location. Click the minus sign (-) to minimize the menu. 
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Map Viewer Tool: Resource Area Data Layers  
The map viewer tool will overlay the GIS orthophoto with each of the data layers that you have 
selected. If the map scale does not coincide with the scale that the features were drawn in, for 
example salt marsh (SM), the features may not show until you select the appropriate scale. The 
Legend to the right of the map allows you to distinguish the different resource layers.   
 

 
 
 
 
 

 14



Map Viewer Tool: Online Help  
Select the “Help” Link will give you additional instructions on how to use the GIS Locator Map 
page. 

 
 
The pop up menu provides a table of contents to optimally use the features of the Map 
Viewer. 
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Map Viewer Tool: Reset Map to Full Extent  
If you click the “Reset the map to full extent” link you will get a large scale regional view of the 
project location and state. The two arrows under “History” will help you go back and forward 
among the maps are provided.  
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Map Viewer Tool: Update the Notice of Intent Form with Map Viewer Info 
When you are satisfied that the “Red Dot” points to the correct location of your project, click 
“UPDATE FORM” to transfer the latitude and longitude data to the Notice of Intent Form. Then 
click “OK” when the Microsoft Explorer Window asks you to, “Please confirm you want the 
Lat/Long value reported back to the form…”  The Latitude and Longitude will automatically 
populate your NOI form. 
 

 
 
^Back to TOC 
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2.3 Completing WPA Form 3 – Notice of Intent (NOI) 

2.3.1 Section A: General Information 
 
Section A: Item 1 - Project Location 
Complete this section by entering the address information, the Latitude and Longitude, and the 
Assessor’s Map and Parcel numbers for the project site in the data fields provided. You can enter 
the latitude and longitude numerically or click on the “View Map” button to use the GIS locator to 
identify the project site. Detailed instructions for using the Map Viewer tool is in Section 2.2. 
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Section A: Item 2 - Applicant Information 
Click the blue button on the right in Item 2 if the Applicant’s address is the same as the project 
location.  The information will automatically be entered into the address fields.  Then complete the 
other fields and go to Item 3. 
 
Section A: Item 3 - Property Owner 
Check the box on the top left if the property has “more than one owner” The property owner 
information should be for the primary owner to contact.  Click the blue button on the right in Item 
3 if the property owner’s address is the same as the applicant’s address.  The information will 
automatically be entered into the address fields.  Then complete the other fields and go to Item 4.  
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Section A: Item 4 - Representative (if any)  
Fill in required fields and go to Section 6. 
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Section A: Item 5 - Wetland Fees  
Skip Item 5 and complete the rest of the NOI form.  When the form is complete and you have 
saved the form and checked for errors, eDEP will send you to the Transaction Overview page and 
then to the Wetland Fee Transmittal Form.  When the Fee Transmittal form is complete, eDEP will 
automatically backfill the fields in Item 5a-c.  Go to Item 6. 
 
Section A: Item 6 - General Project Description 
In Item 6, provide a brief description of the project. Describe both existing and proposed site 
conditions, including temporary construction impacts, replication areas, and/or other mitigation 
measures.  If your description extends beyond three lines, the entire text of the project description 
will automatically transfer to an attachment at the end of the NOI form when you print it. Maps, 
plans, and other documents identifying proposed activities and their location relative to the 
boundaries of each wetland resource area and Buffer Zone (if applicable) can be attached to the 
NOI when the form is submitted.  Details on how to attach information will be provided in Section 
3. 
 

 

 

 
 
 
 



Section A: Items 7a and 7b - Project Type and Limited Projects 
Complete Item 7a by checking the box next to every project type that is appropriate. 
For Item 7b, select either yes or no to indicate whether your proposed activity is eligible to be 
treated as a limited project.  If yes, describe which limited project applies to your proposal in the 
space provided. Limited projects are described in the wetlands regulations under 310 CMR 10.24 
for coastal wetland resources and under 310 CMR 10.53 for inland wetland resources. 
 

 
 
 
 
Section A: Item 8 - Property Recorded at the Registry of Deeds 
Enter Registry information in the fields provided.  Click the “New Row” button at the bottom right 
corner to add book and page numbers for each additional parcel. 
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Save Section A by pressing the SAVE button at the top of the page  
 

 
 
and then click the NEXT button at the bottom of the page to move on to Section B 
 

 
^Back to TOC 
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2.3.2 Section B: Buffer Zone and Resource Area Impact 
Prior to completing Section B, all wetland resource areas on site must be identified, their 
boundaries delineated, and the surveyed location of the wetland resource area(s) represented on the 
NOI plan.   For additional details, see BRP WPA Form 3 - Notice of Intent Instructions. 
 
Section B: Item 1 - Buffer Zone Only 
To determine if the project is within the “Buffer Zone Only”, click on the link for details regarding 
what constitutes a buffer zone only project.  If the project is within the “Buffer Zone Only” check 
the box on the left.  The Inland and Coastal Resource area fields will then be locked and you must 
proceed to Section C.  Click the SAVE button at the top of the page and the NEXT button at the 
bottom of the page. 
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http://www.mass.gov/dep/water/approvals/wpa3inst.doc


Section B: Item 2 - Inland Resource Areas 
Check the box to the left of all the inland resource areas that apply.  To the right of the selected 
inland resource areas, indicate the size of the proposed alteration and proposed replacement by 
filling in the associated fields.  Note these fields will be locked if you have selected “Buffer Zone 
Only” in Item 1 of Section B. 
 

 

Capture Resource 
Data

 
Attach narrative and any supporting documentation describing how the project will meet all 
performance standards for each of the inland resource areas altered, including standards requiring 
consideration of alternative project design or location.   
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Section B: Item 3 - Coastal Resource Areas 
Check the box to the left of all coastal resource areas that on or near the project site.  To the right 
of the selected coastal resource areas, indicate the size of the proposed alteration and proposed 
replacement by filling in the associated fields.  Note these fields will be locked if you have 
selected “Buffer Zone Only” in Item 1 of Section B. 
 

 

Capture Resource 
Data

 
 
Attach narrative and any supporting documentation describing how the project will meet all 
performance standards for each of the coastal resource areas altered, including meeting standards 
that require considering alternative project design or location.   
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Section B: Item 4 - Restoration and Enhancement  
If the project proposes restoration or enhancement of wetland resource areas, check the box to the 
left and follow instructions in the text. 
 
Section B: Item 5 - Stream Crossings 
Enter the number of stream crossings and/or replacement stream crossings proposed. 
 

 
 
 
Click the SAVE button at the top of the page and then click the NEXT button at the 
bottom of the page to proceed to Section C. 
^Back to TOC 
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2.3.3 Section C: Other Applicable Standards and Requirements  
 
Section C: Item 1 - Streamlined Massachusetts Endangered Species/WPA Review  
a. Location in Estimated Habitat of Rare Wildlife?   
To determine if your project is located in Estimated Habitat, view the Estimated Habitat for Rare 
and Endangered Species map by selecting the “Click here for details” button.  The VIEW MAP 
button in Section A includes the Estimated Habitat data layer.  
 
b. Provide the date of the Estimated Habitat Map.   
If your project is located in Estimated Habitat, then check for details regarding Massachusetts 
Endangered Species Act review by selecting the “Click here for details” button and complete 
Section C.1.c or C.1.d.  If the information regarding NHESP is taken from eDEP Map Viewer, 
then eDEP will populate the “Date of Map” data field with the default text. Otherwise enter the 
Date of the Map in C.1.d. 
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Section C: Item 1 - Streamlined Massachusetts Endangered Species (continued) 
  
c. Massachusetts Endangered Species Act (MESA)   
If your project is located in Estimated Habitat, the project is also subject to Massachusetts 
Endangered Species Act (MESA) review (321 CMR 10.18). To qualify for a streamlined, 30-day, 
MESA/Wetlands Protection Act review, you will need to complete Section C.1.c, and include 
requested materials with this Notice of Intent (NOI); OR complete Section C.1.d, if applicable.  
 
If MESA supplemental information is not included with the NOI, by completing Section 1 of this 
form, the NHESP will require a separate MESA filing which may take up to 90 days to review 
(unless noted exceptions in Section 2 apply, see below 
 

 
 
 

 28



Section C: Item 2 - Coastal projects.  
Indicate if your project involves only inland wetland resources by checking the box “Not 
Applicable” box in Item 2a.   
 
The mean high water line in coastal areas is described in the regulatory definitions at 310 CMR 
10.23.  The definition of anadromous/catadromous “fish runs” is found at 310 CMR 10.35(2).  
 If the proposed work is located in either such area, the applicant is requested to send the 
Massachusetts Division of Marine Fisheries (DMF) a copy of the Notice of Intent.  The DMF 
addresses are  
 
South Shore (from Cohasset to Rhode Island, and the Cape & Islands):   
Massachusetts Division of Marine Fisheries 
Southeast Marine Fisheries Station  
1213 Purchase Street – 3rd Floor 
New Bedford, MA  02740-6694 
Attn: Environmental Reviewer 
 
North Shore (from Hull to New Hampshire):  
Massachusetts Division of Marine Fisheries 
North Shore Marine Fisheries Office  
30 Emerson Avenue 
Gloucester, MA 01930 
Attn: Environmental Reviewer 
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http://www.mass.gov/dep/service/regulations/310cmr10a.pdf
http://www.mass.gov/dep/service/regulations/310cmr10a.pdf
http://www.mass.gov/dep/service/regulations/310cmr10a.pdf


Section C: Item 3 – ACECs 
Indicate whether your project is located within an Area of Critical Environmental Concern 
(ACEC) by checking either YES or NO.  For a listing of ACEC sites go to ACEC.  
 
Section C: Item 4 – Outstanding Resource Waters (ORW) 
Indicate whether you project is located within an area designated as an Outstanding Resource 
Waters by checking either YES or NO. 
 
Section C: Item 5 - Wetlands Restriction Orders  
Indicate whether a Wetlands Restriction Order applies to your site by checking either YES or NO. 
Check the web site Communities with Previously-Registered Wetlands.  MassDEP Regional 
Offices have detailed maps of sites with restrictions and the associated Wetland Restriction 
Orders. 
 

 
 
 
Section C: Item 6 - Stormwater Management 
Indicate whether MassDEP Stormwater Standards apply to your project. For details on how to 
answer the above questions, go to BRP WPA Form 3 - Notice of Intent Instructions. 
 

 
 
^Back to TOC 
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http://www.mass.gov/dcr/stewardship/acec/listACEC.pdf
http://www.mass.gov/dep/water/laws/tblfig.pdf
http://www.mass.gov/dep/water/laws/tblfig.pdf
http://www.mass.gov/dep/water/resources/commlist.htm
http://www.mass.gov/dep/water/approvals/wpa3inst.doc
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2.3.4 Section D: Additional Information 
 
All the information listed in Section D of the Notice of Intent must be provided, as applicable, 
along with the Notice of Intent form when it is filed with the conservation commission and 
MassDEP.   
 
MassDEP accepts all related NOI documents as electronic attachments with limitations applied to 
plans only.  See below for details. 
 
Each document (file) attached with this the NOI when it is submitted, must include the transaction 
number located at the top of the NOI form in eDEP and cannot exceed 30 Mega Bytes in size.  The 
files may be in any of several standard desktop formats including xls, doc, xml, txt, xsl, jpeg, jpg, 
rtf, pdf, html, gif, tiff, zip.  Plans can be submitted electronically if project meets the following 
criteria.   

 Project is buffer zone only with no resource area impacts and, 
 Project is not subject to Stormwater Management Standards.   

 
In the event that the file size limitation of 30 Mbytes is exceeded, or additional information is 
requested by MassDEP after the NOI has been submitted, additional attachments can be forwarded 
electronically to MassDEP by mailing either a paper copy or a CD containing the files.  Another 
option is to email the files to the appropriate regional office at the following addresses:   
    Region  Email Address 
    Central Region: CERO_NOI@state.ma.us      
    Northeast Region: NERO_NOI@state.ma.us 
    Southeast Region:  SERO_NOI@state.ma.us 
    Western Region:  WERO_NOI@state.ma.us   
 
Be sure to include the NOI transaction number on your email subject line so that MassDEP staff 
can route the documents to the correct NOI filing. 
 
Section D: Item 1 - USGS Locus Map 
Not required for electronic filers.  The map viewer provides the necessary locus map. 
 
Section D: Item 2 - Plans  
Check the box to the right of item 2 indicating that plans will be submitted with the NOI.  Plans 
should be of adequate size, scale, and detail to completely and accurately describe the site, 
resource area boundaries, and proposed work. The following guidelines are provided to encourage 
uniformity: 
Sheet Size  

 Maximum 24” x 36”. 
 If more than one sheet is required to describe the proposed work, add provide an additional 

sheet indexing all other sheets and showing a general composite of all work proposed 
within the Buffer Zone and areas subject to protection under the Act.        

Scale  
 Not more than 1” = 50’. 
 If plans are reduced, display graphical scales. 

Title Block 
 Included Title Block on all plans. 
 Located at the lower right hand corner, oriented to be read from the bottom when bound at 

the left margin 
 Include original date plus additional space to reference the title and dates of revised plans. 

 

mailto:CERO_NOI@state.ma.us
mailto:NERO_NOI@state.ma.us
mailto:SERO_NOI@state.ma.us
mailto:WERO_NOI@state.ma.us


 
Section D: Additional Information (continued) 
 
Section D: Item 3 - Resource Area Delineation Methodology 
If Bordering Vegetated Wetland is located on the project site, complete and attach the BVW 
Delineation Field Data Form and BVW Delineation Methodology Guidance.  Check the box to the 
left of Item 3 indicating that the delineation forms will be submitted with the NOI. 
 
Section D: item 4 - Plan Titles  
Check the box to the left of Item 4 to indicate that plan titles are listed below.  Press the ADD 
PLAN TITLE button.   
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http://www.mass.gov/dep/water/resources/bvwform.doc
http://www.mass.gov/dep/water/resources/bvwform.doc
http://www.mass.gov/dep/water/laws/policies.htm#wetlguid


 
 
EDEP will open a row of data fields in which you can enter the information about the plans.  Click 
on NEW ROW for each sheet in the set of plans submitted with the NOI form.  You can add or 
delete as many rows as are needed to list each page in the plan set.  
 

 

  

 
 
 
Section D: Item 5 - Multiple Property Owners 
Check the box to the left of Item 5.  Scan and attach a list of other property owners not listed on 
this form. 
 
Section D: Item 6 – NHESP 
Check the box to the left of Item 6.  Scan and attach a proof of mailing for Natural Heritage and 
Endangered Species Program. 
 
Section D: Item 7 - MDMF  
Check the box to the left of Item 7.  Scan and attach a proof of mailing for Massachusetts Division 
of Marine Fisheries. 
 
Section D: Item 8 - NOI Wetland Fee Transmittal Form  
Check the box to the left of Item 8.  Fill in the Fee Transmittal Form after Error Checking the NOI 
Form. 
 
Section D: Item 9 - Stormwater Report  
Check the box to the left of Item 9 if the project is subject to Stormwater Standards.  Attach the  
Stormwater Report if needed.   
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Error Check and Next  
You can save your work at any time by pressing the SAVE button at the top of the NOI Form.   
 
To check the form for errors and proceed to the next step in the NOI filing process, select either 
the ERROR CHECK & NEXT button in the bottom right hand corner of the NOI Form, Section 
D or the ERROR CHECK button on the menu across the top of the NOI Form in any section.   
 
If the form has errors, they will be listed at the bottom of the screen in RED. See below.  All 
errors must be corrected before you can move on to the Fee Transmittal Form. Running the Error 
Check will update the list of errors at the bottom of the page to reflect only the remaining errors.   
 
When the form is error free, selecting ERROR CHECK or ERROR CHECK & NEXT will send 
you directly to the Transaction Overview page. 
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Transaction Overview Page 
The “Transaction Overview” page shows your current step in the NOI filing process as well as 
the NOI Form and the Fee Transmittal Form.  NOTE: there is a check to the left of the WPA 
Form 3 – NOI indicating that the NOI Form is complete, but the green triangle is still under 
“Forms” and the arrow above the green triangle is still obscured. When you have completed all 
the forms, the arrow will become dark indicating that that step in the NOI filing process is 
complete.  Click NEXT in the lower right hand corner to proceed to the Fee Transmittal Form. 
 

 
 
 
^Back to TOC 
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2.4 Completing the NOI Fee Transmittal Form 
Once you are in the NOI Fee Transmittal Form, select YES or NO to indicate whether or not you 
are exempt from paying a fee or not. Exempt agencies and groups are listed on the form. If you 
are an exempt agency or group select YES, click the SAVE button and then the Error Check 
button on the menu across the top of the page. 
 

 

 

 
 
If you are not an exempt agency or group select NO.  Selecting NO will enable you to access 
Wetland Fee Categories: 1 through 5.  See below 
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Each Category has a drop-down list that you can view and from which you can select as many 
activities as apply to your project.  For each activity that applies to your project, hi-light the 
activity in the pull down menu and click the SELECT button to the right of the pull-down menu.  
Below is an illustration of the Category 1 through Category 5 drop-down menus. 
 
Category 1 Dropdown List 
 

 
 
Category 2 Dropdown List 
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Category 3 Dropdown List 

 
 
 
Category 4 Dropdown List 
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Category 5 Dropdown List 
 

 
 
 
When you select an activity in any category, eDEP automatically calculates the fee and enters a 
row of information at the bottom showing the appropriate fees to the community, the state, and 
the total cost.  If the activity is in the riverfront area, check the Riverfront Area Multiplier box to 
the left of the SELECT button before pressing SELECT.   
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Press the “ERROR CHECK” button on the top menu to check the form for errors. If no errors are 
found eDEP will populate the NOI Form with all the appropriate fee information and then return 
to the Transaction Overview page.  
 

 

 
 
 
^Back to TOC 
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3. Attach Files to Submit with the NOI Form 
 
 
 Note upon return to the Transaction Overview page, that the Wetland Fee Transmittal 
Form has been checked off as complete.  Pressing the NEXT button moves you forward in the 
NOI filing process to “Attach Files”.   
 

 

 

 
Note that the green triangle previously under the “Forms” arrow has now moved to the “Attach 
Files” arrow indicating that you have moved to the next step in the NOI filing process. 
Indicate whether additional documents are included with the NOI form by checking YES. If no 
additional documents are included with the NOI, check NO. 
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^Back to TOC 
 

3.1 EDEP Browser 
 
When you select “Yes”, eDEP opens a browser that allows you to select files from your desktop 
and attach the files electronically to the NOI form.   
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To include additional files, press the “BROWSE” button and select files from your desktop 
folders.  EDEP allows each file you attach to be as large as 30 Mbytes.   
 

 

 

 
 
 
Enter the file title or a brief description of the file in Window 1. EDEP will enter the file that 
you’ve selected on the Browser in the Browse window (2).  When the information in the windows 
is correct, press the orange CONFIRM button to add the file to a list of the files that eDEP creates 
at the bottom of the page. You can modify the list by selecting View or Remove on the right.  
 
When all the files shown in the list are correct, click NEXT.  Pressing NEXT will attach the files 
to the NOI form for submittal and return to the Transaction Overview page to proceed to the next 
step in the NOI filing process. 
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^Back to TOC 
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3.2 File Size Limitations 
EDEP cannot accept any single file that is greater than 30 Mbytes in size.  If an 
individual file in excess of 30 Mbytes is detected, an error is generated. 
 
If one or more of the files is greater than 30 MB, check the box that indicates you will 
send by mail. Fill in the title or description in Window 1, but no information is required 
to be entered into Window 2.  Then click the Confirm button and the browse box will 
automatically populate with the note that the file will be send by mail. Select the Next 
button and proceed to the next step in the NOI filing process “SIGNATURES”. 
 
^Back to TOC 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Signatures 
After attaching the files, the Transaction Overview page will look like the image below.   

The green triangle will have moved to the next step in the NOI filing process, Signature.  The 
Attach Files arrow at the top of the Transaction Overview page will be dark, indicating that the 
previous step is complete. 
 
Applicants MUST check the “SIGNATURE” box, read the certification language and fill in the 
Applicant’s name.  This serves as the Signature of Applicant for electronic submittals.  EDEP 
pre-populates the “Date” field with the current date.   
 
If applicable, include the Signature of the Property Owner, if different from applicant and 
signature of the applicant’s representative, if any.  Again, eDEP pre-populates the “Date” fields 
with the current date. 
 
When the information is complete, select either “I ACCEPT” or “I DO NOT ACCEPT”.  
Then press the NEXT button to return to the Transaction Overview page.   
 

 

 

 
 
If you select the “I do not accept” button instead of the “I accept” button you will not be able to 
proceed to the NEXT page. 
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In the Transaction Overview page, note that the arrow above “Signature” is dark indicating that 
the “Signature” step is complete.  Press the NEXT button in the bottom right corner to proceed to 
the next step in the NOI filing process, Electronic Fee Payment.   
 

 
 
 
^Back to TOC 
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5. Electronic Fee Payment 

5.1.  Payment Amount 
Note that the green triangle has moved under the Payment arrow at the top of the Transaction 
Overview.  EDEP pre-populates the “Payment Amount” window with fee information from the 
Fee Transmittal Form.  The amount in the “Pay Amount” data field represents the fee to be sent 
to MassDEP only.  Fees due to local commissions are not included in this payment transaction. 
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Select a method of payment from the pull-down menu for “Payment Type” and then press 
“Continue”. 
 
Automated Clearing House (ACH) or Check must be selected for fees in excess of $1,000.00. 
 

 

Fee Carried Over 
From Fee Calculator 



 

5.2. Fee Payment Types: Automated Clearing House (ACH) 
Fees in excess of $1,000.00 cannot be paid using a credit card. The Automated Clearing House 
(ACH) and personal/business check are available as payment methods for wetlands fees.  
 

  
 
Select the “Method of Payment” for the ACH transaction from the pull down menu. 
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Using the pull down menu, indicate if the “Bank Account Type” is a personal or business 
account and fill in the required bank information to allow processing the fee payment 
electronically.  When the information is complete, press the CONTINUE button to move 
to the next step in the fee payment process and receive your receipt. 
 

 
 
Read the authorization carefully and indicate if you accept the terms and conditions by 
checking the box provided.  Then PRINT your payment authorization and keep for your 
records. 
 

 
^Back to TOC 
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5.3. Fee Payment Types: Credit Card 
EDEP accepts credit card payment on fees that are less than $1,000.00.  To pay the NOI 
fee by credit card, select “Credit Card” from the Payment Type pull-down menu. 
 

 
 
 
EDEP pre-populates the “Payment Amount” with the MassDEP portion of the total fee 
from the NOI Fee Transmittal Form.  Press CONTINUE. 
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Select the type of credit card being used for payment from the “Method of Payment” pull 
down menu and then press CONTINUE.  EDEP accepts American Express, Discover, 
Visa, and MasterCard. 
 

 
 
Select the “Expiration Date” from the pull down menus, enter your Postal Zip Code, and 
then press CONTINUE. 
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Print the Payment Confirmation as your receipt of payment and then press NEXT to 
return to the Transaction Overview page.  MassDEP will send a confirmation of 
submission by email and issue a NOI file number promptly. 
 

 
^Back to TOC 
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5.4. Fee Payment Types: Check 
Selecting “Check” as the Payment Type” allows you to file a NOI electronically and 
continue to pay the NOI fee using a check sent by US Postal Service.  
 
EDEP pre-populates the Payment Amount with the MassDEP portion of the fee from the 
Fee Transmittal Form. You fill in the required “Payer’s Name” and “Check Number”.  
When the information is complete, press the CONTINUE to move to the next step in the 
fee payment process and receive your receipt. 
 

 
Clicking CONTINUE will generate a Payment Confirmation.  PRINT the Payment 
Confirmation for your records and then press NEXT.  Please send a copy of your Receipt 
page (generated after submitting the NOI) and your NOI Transmittal form with the Check 
to the address shown on the NOI transmittal form. 
 

 
^Back to TOC 
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6. Submit Forms and Attachments 

6.1 Review and Submit Your Transaction 
The final step in the NOI filing process is to review your transaction and submit the 
forms.  Once the fee payment step is complete, eDEP generates a Transaction Summary 
for your review.  If everything appears correct, press the orange, SUBMIT button in the 
bottom right corner of the page.   The NOI form and all attachments will be electronically 
submitted to MassDEP. 
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EDEP will generate a Summary of the NOI Transaction that is your Receipt.  The 
summary contains the DEP Transaction ID, the date and time that the NOI was submitted 
and other information related to the filing.  PRINT THIS RECEIPT.   This receipt also 
becomes a permanent record in eDEP which you can view at any time simply by clicking 
on Receipt in the Transaction Overview Box.   
 
From this page you can either go back to the eDEP home page by selecting My eDEP in 
the lower right corner or press the EXIT button at the top of the page to end the session. 
 

 
^Back to TOC 
 
 
 
 
 
 
 
 

 57



 58

6.2 Who to Contact to Get Help 
 

If you need to speak to a MassDEP staff person to help answer your questions 
regarding these forms, contact our regional Wetlands Circuit Rider or our Circuit Rider 
Coordinator. They will also be available to provide group training sessions by 
appointment.  
 
Circuit Rider Coordinator: Alice Smith    

 email: Alice.Smith@state.ma.us 
                                                                    Telephone: (617) 292-5854 
 
Regional Wetlands Circuit Riders 
 
Northeast Region: Pam Merrill   email: Pamela.Merrill@state.ma.us 
                                                    Telephone: (978) 694-3249 
 
 
Southeast Region: Christine Odiaga   email: Christine.Odiaga@state.ma.us 
                                                              Telephone: (508) 946-2836 
 
Central Region: Jennifer Gensel    email: Jennifer.Gensel@state.ma.us 
                                                        Telephone: (508) 767-2765 
 
Western Region: Mark Stinson       email: Mark.Stinson@state.ma.us 
                                                        Telephone: (413) 755-2257 

^Back to TOC 
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