Using eDEP for Orders of Conditions (OOC) 
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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 Order of Conditions (OOC).  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.
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Continued on next page

Your eDEP Account (cont)

Complete all required fields identified with red asterisks (*). 
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After completing all required fields, review and agree to the eDEP Terms and Conditions.

^Back to TOC
1.2 Proof of Identity

What is Proof of Identity?  

Proof of Identity is a process used in eDEP to verify the identity of individuals who need to secure access to Orders of Conditions (OOCs) and Orders of Resource Area Delineation (ORADs) for issuing Wetlands Permits; and/or to obtain Administrative Privileges (explained below) for 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 Delineation (ANRAD) form to MassDEP except if you are requesting administrative privileges.

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”. 


[image: image3]
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”
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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.
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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.

1.5 Go to My EDEP

The eDEP process enables online filing with the department from its web site at https://edep.dep.mass.gov. 

This document provides general instructions to file electronically an Order of Conditions (OOC).
These instructions assume that you represent a conservation commission and have already registered with eDEP and received Proof of Identity approval from the eDEP Manager. If you have NOT registered go to https://edep.dep.mass.gov/DEPLogin.aspx  and follow the instructions. The process is also described above in sections 1.2, 1.3 and 1.4.
Log into your eDEP account and go to My eDEP.  From the menu at the top of the page select “FORMS – Wetlands”.
1.6 Select Wetlands Forms

Log into your eDEP account and go to My eDEP.  From the menu at the top of the page select “FORMS – Wetlands”.

[image: image6.jpg]| @ T

My 0P|

S om0 s o D 1 e 3 3

L PN ——

T3,k Torn 305 S sl e AT




1.7 Start Transaction for an Order of Conditions
In the Wetland Forms page select WPA Form 5 – OOC by pressing the START TRANSACTION button.
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The Order of Conditions form cannot be accessed unless eDEP has received a request for Proof of Identity and an email approval from eDEP has been issued.  If you have not already received a Proof of Identity form approval, you will need to do so at this time.  
If you have not applied for Proof of Identity the buttons for the Order of Conditions (OOC) and Order of Resource Area Delineation (ORAD) will show “PROOF” and not “START TRANSACTION”.  If you have submitted a Proof of Identity form and it has not yet been approved by MassDEP then the OOC and ORAD buttons will show “PENDING” and not “START TRANSACTION”. Select “START TRANSACTION” for the OOC or ORAD  if the buttons are available to you.
Enter NOI File Number to begin the Order of Conditions that you want to complete and press “SEARCH” button.
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The search will show the address of the NOI File Number entered. Check the box to the left of   “THIS INFORMATION IS CORRECT” to verify that the address/facility information is the location that you are completing the Order of Conditions for and then press the “NEXT” button. 
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1.7.1 Blank Signature Page
Many Commissions have developed routines for writing an Order of Conditions that allow them to meet both the statutory time frame for issuing an Order of Conditions and the Con Com meeting schedules.  This routine involves taking a blank copy of the Signature page to be signed at the Conservation Commission at the meeting where special conditions are deliberated by the Commission and then finishing the Order after the meeting in preparation for issuing the Order.  To generate a blank Signature page with no issuance date for Commissioners to sign at a meeting, follow the steps below.

· Open an OOC form by filling in the DEP file number as shown above. The Order of Conditions form will be pre-populated with data from the Notice of Intent.  You can fill in the OOC form with additional information or not as needed.  Do not run the error check function.
· Press the SAVE button on the top menu bar. The date of issuance field does not need to be filled out and will not pre-populate the signature page.  
· After saving the semi-completed form, press the EXIT button on the top menu bar to return to the TRANSACTION OVERVIEW page.  

· In the TRANSACTION OVERVIEW page, select the “Print Transaction” button.  This will put you in the “Download to Print” page.  Alternatively, you can return to “My eDEP” space and select download on the right side of the OOC form.
· In the “Download to Print” page, select the “Download” button and if a security questions arises click YES to display any non-secure items. 

· A PDF copy of the OOC form will appear.  Click the PRINT icon on the menu bar at the top of the PDF file and select the Signature page to print.

This process will give you a blank signature page without a date of issuance on the signature page.  

After the Con Com meeting when the Commission has signed the form, the individual can then go back into the semi-completed form and finish the process.  If the Order is an Amended Order of Conditions, the date of the original OOC will be pre-populated on the signature page.  
^Back to TOC
2. Filling Out the Order of Conditions (OOC) Form 


eDEP will locate the Notice of Intent (NOI) that you verified in the previous step and pre-populates the Order of Conditions (OOC) form with data from that NOI to save you the time of re-typing all the information.  It will include resource area impact data as well as information about the project location and applicant.  You must to provide information that is not available on the Notice of Intent form or does not automatically pre-populate into the Order of Conditions.
2.1 OOC Form: Section A – General Information
Item 1: Conservation Commission – eDEP pre-populates this information from the NOI form.

Item 2: Issuance - Check the box next to OOC if you are filling in the original Order of Conditions to be signed by the Conservation Commission.*  

*NOTE: If an Order of Conditions has previously been submitted to MassDEP for the NOI file number shown at the top of the form, then Item 2 is automatically pre-populated with a check in the box to the left of “Amended OOC”.  This cannot be changed.  

Item 3: Applicant Details – This section is pre-populated with information from the NOI. 

Item 4: Property Owner - If the applicant address is the same as the property owner address press the blue bar on the right of the form.  The form will automatically fill in the appropriate information. You will still need to fill in the first and last names.  If the Property Owner is not the Applicant – type in sections 4a to g.
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Item 5: Project Location – The Street Address, City/Town, and the Zip Code are pre-populated from the NOI form. If the zip code is not pre-populated, make sure you put the zip code. It will help you find the latitude and longitude for the project. You will need to fill in the Assessors map and parcel information.  To view the project location and associated wetland related information on the GIS aerial photo, press the “VIEW MAP” button to the right.
If you do not have the latitude and longitude you can use the “VIEW MAP” tool to access and download it into the form. Note: the latitude and longitude is required to be entered in State Coordinates and NOT degrees/minutes/seconds.  In order to determine the State Coordinate latitude and longitude, or convert from degrees/minutes/seconds, click on the “View Map” to locate the project and the associated coordinates.  Make sure that you complete the project location address and assessor’s information in Item 5a to d. Then Click “VIEW MAP”.  For details about how to use the Map Viewer, see Chapter 2, Section 2.1 (page xxx). 
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Item 6: Property Recorded at the Registry of Deeds – Select the County Registry (not just the county name) in which the property resides from the drop-down menu and fill in the related Book and Page or Certificate information.  If more than one book and page is needed, press the NEW ROW button to add rows as needed. 
Item 7: Dates – Fill in the date on which:

a. the NOI was filed, 
 b. the date that the public hearing closed, and 
 c. the date of issuance for the Order*.  
*Note: the “Date of Issuance” box at 7(c) should reflect the date the form (be it an Order of Conditions or an Amended Order of Conditions) is issued.
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Item 8: Final Approved Plans and Other Documents – Press the blue button to the left ADD PLAN TITLES in this section.  eDEP will expand the form to provide space to fill in the plan title, the name of the person who prepared and signed the plans, and the revision date and scale of the final plan that your commission approved.

Additional rows can be added by pressing NEW ROW or removed as needed by pressing DELETE ROW.
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Press the SAVE button on the menu at the top of the page and then Press NEXT to move on to Section B.

^Back to TOC
2.1.1 Blank Signature Page

2.1.2 OOC Form: Section A (Item 5 e and f) – General Information, Map Viewer
If a Notice of Intent was submitted electronically to eDEP, the information in Items 5a to 5f will automatically pre-populate your Order of Conditions.  However, a conservation commission reviewing the project may find that there are discrepancies in identifying the project location and the Map Viewer tool will be useful in making corrections.

 To view the project location and wetland-related information on a GIS aerial photo, press the “VIEW MAP” button to the right.
The GIS Locator Map Viewer will pop up showing the area of the project location that was provided in Item 5a to d.  Click the cursor at the center of the location for your project site.  Some residences have street numbers to help you get the correct bearing on the project location.
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A red dot will appear where you click your cursor that identifies the project location. The latitude and longitude will then appear above the question, ”What are you locating with your point?” on the upper left side of the map.
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The dropdown menu on the left side of the screen that is under the question, “WHAT ARE YOU LOCATING WITH YOUR POINT?”, gives you four options to select; (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.
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The “ESTIMATED HORIZONTAL ACCURACY” button identifies the approximate level of accuracy of pinpointing the project location that you select. For example, if you select a particular residence, and the accuracy of the point is 100 feet, then you are indicating that the project location for the activity is within 100 feet of the point selected (the red dot).
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The Blue Button to the left of the “LEGEND” that says, “DATA LAYER +” allows you to 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 you can select the overlays you wish to view as they relate to the project location. Click the minus sign (-) to minimize the menu.
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Selecting the “HELP” Link will give you additional instructions on how to use the GIS Locator Map page.
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The pop up menu provides a table of contents to optimally use the features of the Map Viewer.
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If you click the “RESET THE MAP TO FULL EXTENT” button you will get a large scale regional view perspective of the project location. If you wish to go back to your last map click the Red Arrow under “HISTORY”. You can also use the forward arrow to review the full extent map view again.
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When you are satisfied with the correct selection of your project location point, click “Update Form” to have the project location’s latitude and longitude that was identified by the red dot automatically populate your Order of Conditions form. Click “OK” when the Microsoft Explorer Window asks you to, “PLEASE CONFIRM YOU WANT THE LAT/LONG VALUE REPORTED BACK TO THE FORM…”
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2.2 OOC Form: Section B - Findings

Several items on the OOC form contain language that is not visible initially on the screen.  To view the additional language click on the link at the end of the sentence that reads (click here to view additional language).  eDEP will expand the box to show the related language.  

The additional language is always included when the Order of Conditions is printed whether or not the additional language is displayed online on your screen.
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Item 1: Findings pursuant to the Massachusetts Wetlands Protection Act
Check all of the interests being protected by wetland resources referenced in this OOC.
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Item 2: Findings – Commission hereby finds the project, as proposed, is….

Select any of the choices “Approved subject to:” or “Denied because” by checking the box to the left of the Commission’s decision.
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Item 3: Buffer Zone Only 

If the project has no wetland resource area impacts and is in the Buffer Zone only, check the box in Item 3 and enter the shortest distance, in linear feet, between the limit of the project disturbance and any wetland resource area.  Skip the Resource Area Impacts, inland and coastal, Items 4-21 and go to Item 22.
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Items 4-21: Resource Area Impacts 

Check the box to the left of each resource area impacted by the project and enter the extent of the alteration and replacement that the applicant proposed as well as the extent of alteration and replacement that the Commission is permitting in the associated data fields. 
Note: Some of the information will be automatically populated from the NOI submission. As a representative for your conservation commission you can modify the information or just add the permitted numbers.
Items (4-9): Inland Resource Area Impacts
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Items (10-21): Coastal Resource Area Impacts
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Item 22: Restoration Enhancement (For Approvals Only)
If the project is for the purpose of restoring or enhancing a wetland resource area click on the box to the left of “Restoration/Replacement (For Approvals Only)” and fill in the square feet of bordering vegetated wetland or salt marsh that is being restored/replaced from the Notice of Intent form Section B.2.b (bordering vegetated wetland) or B.3.h (salt marsh).
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Item 23: Stream Crossings 

If the project involves either new stream crossings or replacement of existing stream crossings, check the box in the upper left portion of item 23 and then fill in the number of new stream crossings in field 23-a. or the number of replacement stream crossings in data field 23-b.
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Press the SAVE button on the menu at the top of the page and then Press NEXT to move on to Section C.

2.3 OOC Form: Section C – General Conditions Under the WPA

Section C of the Order of Conditions includes the State General Conditions and the means to define the Special Conditions for each Order by selecting possible conditions from a “Special Conditions Pick-list” or writing your own conditions.

Condition 1: The MassDEP General Conditions have not changed and can be viewed in full by selecting the (click here to view additional language).

Condition 19:  Indicate if the project (1) “is” or (2) “is not” subject to stormwater standards by checking one of the boxes nestled within the text of the condition.

If the project is subject to stormwater standards, then by clicking (1) “is”, eDEP automatically inserts a subset of Condition 19 that includes 19-a. thru 19-l.  These are the MassDEP General Conditions for stormwater.  

You can type your special conditions in the space provided.  eDEP also provides a “Pick List” of Special Conditions that you can use to create your OOC.  Press the CHOOSE CONDITIONS button to begin creating your list of special conditions for the OOC.
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When you press the CHOOSE CONDITIONS button a new window pops-up containing the list of conditions that are available for you to use.  Alternatively you can write your own conditions by placing the cursor in the box and typing in the text of your own conditions.  

To use the “Pick List” list begin by selecting a “Category” of Special Conditions from the pull-down menu at the top of the pop-up page and pressing GO.  eDEP will display a list of conditions relating to the category you selected.  For example, select the category “During Construction” and then press GO.  
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eDEP responds by presenting a list of 15 possible conditions to choose from. These are conditions that are designed to address site conditions and wetlands protection during construction.  To select individual conditions from the list, click on the box to the left of the text for the condition.  
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When you’ve checked all the conditions that you want to use in this category, click on OK at the bottom of the page.  eDEP will automatically insert these conditions in your OOC form.  
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You can then GO to a different CATEGORY, for example, “Bordering Vegetated Wetland Replacement Area Requirements”, select conditions from the list that eDEP displays for that category and click OK again.  Continue to select conditions until you have created a set of special condition that apply to the project, the site, and that you want to include in your OOC. 
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Alternately, you can either write you own conditions in combination with selecting conditions from the “Pick List” OR you can write all of your own special conditions and select none of the conditions from the “Pick List”.  

EDEP will display all the special conditions that you have selected and/or written in the “Special Conditions” window. 
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Please be advised that some of the “Pick List” conditions will need to be edited and/or customized after inserting the condition into the Order.

When you are satisfied with the special conditions press the SAVE button on the menu at the top of the page and then Press NEXT to move on to Section D.
2.4 OOC Form: Section D – Findings under Municipal Wetlands Bylaw
Item 1: If your community has municipal wetlands bylaw or an ordinance press the “YES” button and complete Items 2 and 3. If your community has no wetlands bylaw or ordinance, press “NO” and proceed to the box that says ”NUMBER OF SIGNATURES REQUIRED”.
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Item 2:  

Select Item 2a if the Commission DENIES the project under the Municipal Bylaw and the proposed work cannot be conditioned to meet the standards of your municipal wetlands bylaw or ordinance.
To view the additional language click on the link at the end of the sentence that reads (click here to view additional language).  eDEP will expand the box to show the related language. To hide the additional language click on the link (click here to Hide)
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For Item 2(a)(1) specify the details of your Municipal Wetlands Protection Bylaw and/or text of the bylaw or ordinance that the proposed work standards would not meet.  
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Then complete 2(a)(2) to give the citation of the bylaw and ordinance described in 2(a)(1).  If the work can meet the bylaw or ordinance with minor changes, your commission may recommend that the applicant submit an amended NOI with proposed work that can be approvable.
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Item 2b: Select Item 2b if the proposed work can be conditioned under the Municipal Wetlands Bylaw and fill in the detail information about your local bylaw. 
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Item 3: eDEP provides the same capability to choose Special Conditions for your Local By-law as it does for the Special Conditions under the State Statute. You can either type your Special Conditions into the space provided and/or select from the “Conditions Pick List” by pressing the CHOOSE CONDITIONS button.   
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To use the “Pick List” list begin by selecting a “Category” of Special Conditions from the pull-down menu at the top of the pop-up page and pressing GO.  eDEP will display a list of conditions relating to the category you selected.  

For example, select the category “During Construction” and then press GO. 
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eDEP responds by presenting a list of possible conditions to choose from in this category. In this example, the conditions are designed to address site conditions and wetlands protection “During Construction”.  To select individual conditions from the list, click on the box to the left of the text for the condition.  
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When you’ve checked all the conditions that you want to use in this category, click on OK at the bottom of the page.  eDEP will automatically insert these conditions in your OOC form.  
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You can then GO to a different CATEGORY, for example, “Bordering Vegetated Wetland Replacement Area Requirements”, select conditions from the list that eDEP displays for that category and click OK again.  Continue to select conditions until you have created a set of special condition that apply to the project, the site, and that you want to include in your OOC. 
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Alternately, you can a) write your own conditions in combination with selecting conditions from the “Pick List”; b) write all of your own special conditions and select none of the conditions from the “Pick List” or c) you can also cut and paste conditions that you like to use from other Orders of Conditions.
eDEP will display all the special conditions that you have selected and/or written in the “Special Conditions” window. 
Please be advised that some of the “Pick List” conditions will need to be edited and/or customized after inserting the condition into the Order.
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When you are satisfied with the special conditions, enter the number of signatures that are required for a valid OOC and then press the SAVE button on the menu at the top of the page.  
2.5 How “Error Check & Next” Buttons Work

If you believe that you have completed the form, Press the ERROR CHECK & NEXT button. 

How the “Error Check” and “Error Check & Next” buttons work

EDEP will check the OOC form to ensure that it is filled out correctly and display any errors that are found at the bottom of the page in RED. To check the form for errors and proceed to the next step in the OOC  process select either the ERROR CHECK & NEXT button in the bottom right hand corner of the Form Section D or the ERROR CHECK button on the menu across the top of the OOC Form.  If the form has errors, they will be listed at the bottom of the screen in RED.  By selecting each underlined error in RED you will be brought to the place in a particular section to make the corrections. All errors must be corrected before you can move on to signing the OOC.  You can check for errors as often as you like.  Click the ERROR CHECK button to update and show only the remaining errors.  
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When the form is error free, selecting ERROR CHECK or ERROR CHECK & NEXT will send you directly to the Transaction Overview page. Select NEXT to move on to Section E, the signatures page.
[image: image51.jpg]Q-0 HEAG fmedorn @ G- ELJB S

T

OO s,





^Back to TOC
3. Attach File Function 
EDEP accepts all related OOC documents as electronic attachments in any of several standard desktop formats including xls, doc, xml, txt, xsl, jpeg, jpg, rtf, pdf, html, gif, tiff, zip.  Electronic attachments to MassDEP can be sent as 1) attachments to the original OOC form, 2) as email attachments after the OOC form has been submitted, and 3) on a CD or as a paper copy that is mailed by U.S. Postal Service to the appropriate MassDEP regional office.
3.1 Electronic Attachments to the Original OOC Form Submittal

This is the most efficient option and what MassDEP recommends. There is a single file size limit of 30 Mega Bytes per file (zipped or unzipped) but you can attach as many files as you wish. The step by step instructions with images detailing how to add attachments are provided below.

To Attach File(s) on the OOC form click the ATTACH FILES button with the green arrow underneath the word on the Transaction Overview page. Answer YES or NO for the question that asks “Will you attach or mail any (additional) files for this transaction?” 
If you select YES, eDEP will provide a Browser that allows you to select files from your desktop.  Browse to the file you want to attach and double click on the file.  EDEP will enter the file into Window 2.  In window 1 enter a brief description or title for the file. 
Press CONFIRM for each file that you locate with the Browser to include the file in a list that eDEP creates at the bottom of the page. If you have correctly attached the file, it will be listed under “Confirmed Attachment Mailings” Each file is limited to 30 megabytes. See above for detailed information on the size and type of attachments that are accepted by eDEP. 
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. 
Continue to attach additional files one at a time and click CONFIRM to ensure that each file has been attached. Click CLEAR if you want to remove a file attachment after you browse. Under the “Confirmed Attachment Mailings” heading you can either VIEW or REMOVE each attachment by clicking the underlined word (link) for each action. 
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Select the box on the left side of the “CHECK TO INDICATE THAT YOU WILL SEND BY MAIL” if you plan to send a CD or hard copy of additional attachments to the appropriate MassDEP regional office. If you check the box that indicates you will be mailing attachments, enter a description or title for the file in Box 1. You do not need to put any information into box 2 if you are mailing the attachments. Make sure that you include the NOI Transaction Number and the MassDEP File Number when you mail the attachments. You can attach files to the OOC and send additional attachments by U.S. Postal mail, if necessary.  Once you have finished attaching your files, click NEXT to proceed to the TRANSACTION OVERVIEW page.
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On the TRANSACTION OVERVIEW page make sure that the “email confirmation” box has the correct email address for receiving confirmation of your transaction when you submit your OOC. In the box below add any additional email address (es) for individuals or groups (including applicant) that you want to receive confirmation that the OOC has been submitted. Click SUBMIT and you will proceed to the RECEIPT page. Print a copy of your receipt for your records so that you can reference the eDEP Transaction ID Number and or the MassDEP File Number (used for wetlands projects).
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3.2 Email Attachments After OOC Form Has Been Submitted
The attachment file size for email is limited to 5 Mega Bytes total per email (zipped or unzipped). The email should reference the MassDEP File Number and associated NOI Transaction Number issued by eDEP. Both numbers can be found on the upper right hand corner of every page of the OOC form. Another option is to email the files to the appropriate regional office at the following addresses: 

MassDEP 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
Please make sure that the NOI transaction number and the MassDEP file number is on your email subject line so that MassDEP staff can route the documents to the correct NOI filing.
3.3 Documents Sent by U.S. Postal Service

A CD or paper copy can be mailed by U.S. Post to the appropriate MassDEP’s regional office. Please make sure to include a cop of your NOI Receipt or that the NOI transaction number and the MassDEP file number is included so that MassDEP staff can route the documents to the correct NOI filing.

3.4 Attachment File 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.  No information is required to be entered into Window 2 for files that are being mailed to MassDEP.  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”.

eDEP will accept files in a format that is common to our desktop:  WORD (2003 version or older versions) , Excel, Text, PDF, Jpeg, Gif, AVI, etc.   ESRI and/or native CAD/CAM for instance files are not common to our desktop and would not be "attachable" in eDEP.  They would need to be converted to PDF or some other format so MassDEP to view it.
NOTE:  All files including plans can be submitted as an attachment.  However, a hard copy of the plans must also be submitted to MassDEP for projects that are subject to Stormwater or involve wetland impacts. 

^Back to TOC
4. Signatures, Acceptance

Check the box to the left of “CERTIFICATION OF PERSON MAKING THE SUBMITTAL” and in each box provided, enter the name of a Conservation Commissioner who was present at the public hearing(s) and made up the majority quorum for issuing your OOC. 

4.1 Signatures

EDEP does not accept the signature page unless it contains at least a quorum of signatures (as defined in the NOI form as “Number of Required Signatures”). The number of names entered into this Signature List can be more than the number of required signatures specified on the NOI form as representing a quorum, but cannot be less. 

The Date to the right of each Conservation Commissioner’s name is pre-populated with the date that you complete the signature and can not be edited.
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4.2 Acceptance

You MUST check the CERTIFICATION box before choosing to accept the signatures on the page or not.  EDEP does not accept the signature page unless it contains at least a quorum of signatures (as defined in the NOI form).

To complete the Signature section and move to the TRANSACTION OVERVIEW page and select either “I accept’ or “I do not accept”.
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5. Submitting the OOC Form and Obtaining a Receipt of Transaction 
Once the Signatures for the OOC have been accepted, eDEP will return to the Transaction Overview page.  Note that the arrow above Signature indicates that this portion of the process is complete and that the next and final step in the filing process is to submit the forms and attached documents to MassDEP. Press the NEXT button to proceed. 
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5.1 How to Share Transactions with Other eDEP Users
There are various points in the OOC completion process that you can choose to share your transaction. You can share your OOC transaction with other eDEP users if you have their User Name and Nickname. When you get to the TRANSACTION OVERVIEW page after you complete the FORMS, the ATTACHMENTS, or SIGNATURE sections, you can select “SHARE TRANSACTION” by clicking the button.
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The SHARE SUBMITTAL screen will appear.  You can then enter the User Name of the individual that you want to share with and the Nickname of that user. You should also select the “ROLE” that you want to give the user access to your transaction. The role can be as viewer, editor, signer or editor/signor or owner if you wish to transfer ownership of the document.
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Enter the beginning and ending dates that you would allow your select eDEP user to have access to your transaction. Select BACK if you forgot to add information and/or get a red error message that explains what you need to correct. Select CAANCEL if you do not want to share your transaction. Select ADD if you want to add the eDEP user.
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If you select the ADD button the next screen will show the user name of the person you have chosen to share with, their nickname is in parenthesis and the role that you have allowed them access to your transaction.
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Select ADD, EDIT or DELETE to move to proceed to the next screen.
5.2 Submit OOC Form to MassDEP
The TRANSACTION OVERVIEW page will summarize the OOC transaction for your review before submitting the OOC to MassDEP also will indicate that you are in your final step to submit your document. Press the NEXT button if you are ready to proceed. 
[image: image66.jpg]DEP .covcmermonar

vy_proi

ielp

(Transacion Overviw 712177 105005 PR Fom 5 002
—

(B Tiansactien ) o

Transacton ] Share Transacton ) Est ]

Entors Chockod)
Valldated

v weAFom 50050

Fil out the following forms for tis wansaction

MessOEPHome. | Corlac | Feodbock | Tour | Pivacy Py




An email confirmation will automatically be sent to the owner of the eDEP account.  You can request that the confirmation be sent to other persons by entering their email address in the second window as shown in the Transaction Overview page for email confirmations. 
In addition, the summary includes the DEP Transaction ID number, the date and time that the OOC is submitted, the name of your Commission’s Town, the MassDEP file number and the Applicant’s name.  

Review the information for correctness and then press the orange SUBMIT button in the lower right corner of the page.


[image: image67]
5.3 Receipt
Once the OOC forms and attachments are submitted, eDEP updates the Transaction Overview page by formulating a Receipt for your transaction.

Press PRINT RECEIPT button at the top of the form and keep the print out for your records.
If you forward documents or additional information in the future, include a copy of this receipt with your submittal. 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.
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5.4 Printing and Saving Your Order of Conditions
You can print the final version of your Order of Conditions (OOC) in Adobe PDF format and/or save the document onto your hard drive (or other external drive) using the following steps. You can also keep your OOCs in your on-line eDEP account without saving your documents elsewhere.  

Go to My eDEP and you will get a list of all your Transactions. Under the DOWNLOAD to PRINT heading at the far right column click “DOWNLOAD” for the transaction that you want to print or save.
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The next screen will show “DOWNLOAD to PRINT” and if your select the “DOWNLOAD” button your complete Order of Conditions will be loaded for you to view as a PDF document.
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Select the “MORE INFO” button to view additional information about the document you want to download.
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Select the icon showing the printer button to PRINT or the icon of the Floppy Disk to SAVE your document. You can also PRINT and then SAVE your document.
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The PDF version of your OOC will be in the format of the example shown below with a cover page that says “eDEP Transaction Copy”
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5.5 Using the Private Note Feature 
If you file many wetland forms electronically you will find the “PRIVATE NOTE” feature shown as the heading to the fourth column of “My eDEP” very helpful in distinguishing one transaction from another. Although you may have both the Transaction Number and the MassDEP File Number you may also want to put a private note that allows you to remember what type of filing it was, the applicant’s name, project location or any information that will help you easily find the document.
Select “Add Note” for a file.
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A box will pop up as shown on the screen below and you will be able to add a note to identify the specific document /transaction that you have selected. You can use the name of the applicant, type of project or location to help you remember the filing for future use. These are your private notes so it will only show for users that you have given “SHARE” privileges that can view, edit or delete your note for that transaction.
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Type your notes and select SAVE to add the note under the “Private Note column or DELETE to remove your note.
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If you click SAVE you will see the note has been added to the Private Note column for the specific transaction.
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5.6 The Show Filter Feature

The Show Filter feature is helpful for those who submit a large number of transactions and helps the user sort their work by Transaction Number, DEP Wetlands File Number, Status or Last Update.  To use the “SHOW FILTER” feature click the button on the upper right had side of your “My eDEP” page.
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The pop up screen will show the option you can use to sort your transactions. Select the sorting option and click the “FILTER” button.  The order of your transactions will be organized in the manner that you select for sorting.
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5.7 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: 


Telephone: 508-792-7683
Western Region: Mark Stinson       email: Mark.Stinson@state.ma.us
                                                        Telephone: 413-755-2257
Congratulations, you have successfully submitted an Order of conditions through eDEP!
^Back to TOC
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