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 INSTRUCTIONS TO RENEW RADIATION MACHINES  
Use the following link to access the online licensing system: 
https://amanda-portal.idph.state.ia.us/adpereh/portal/#/commons/sign-in 

 
For assistance with finding a username or resetting a password, contact the OICO A&A 
password and ID Help Desk: 515-281-5703 or 1-800-532-1174. 
 
These instructions assume you have already created an A&A account & set up your Profile Page. 
If you have not created an account and set up your profile, go back to 
https://hhs.iowa.gov/regulatory-programs/radiation-machines and follow the “Instructions to 
create your personal A&A account”. 
 
If you need assistance navigating the licensing portal after reviewing these instructions, contact 
the AMANDA Support Team: 1-855-824-4357. 

 

STEP 1: SIGN IN  
Enter your Account ID and password, and then click Sign In. If you need password support, please call the A&A 
password help desk at 800-532-1174. 
 

 
  

https://amanda-portal.idph.state.ia.us/adpereh/portal/#/commons/sign-in
https://hhs.iowa.gov/regulatory-programs/radiation-machines
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STEP 2: My Profile  
On the My Profile page, towards the bottom, is the Select personal license or an organization to 
proceed drop down, select the facility to be renewed, and then click Continue. 

If you do not see your Facility listed, please call 855-824-4357. 

 
Select your company and click on Continue. 
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STEP 3: My Programs  
This will take to the My Programs page for your facility. Click Renew to begin the steps to process 
your license as shown below.

 
 
 

 
A pop-up will appear. Click OK to Continue. 
 
NOTE: If you do not see Renew, you cannot renew your certification at this time or if you have 
already started a renewal (under Status in column 4 it will say Renewal) and exited before 
completion, click on Edit under the Details column.  
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STEP 4: Application Form  
The Application Form will appear on the next screen. Click the drop down on the right side of the 
Affirmation section, and answer “Yes” or “No” to the questions provided. 

 
STEP 5: Application Form Details  
IF you have new equipment to add, please email your license number and the Report of Assembly 
FDA2579 form (see below) your service provider has given you to radhealthia@idph.iowa.gov. Scroll 
down and click Continue when completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A pop-up will appear. Click OK to Continue. 
 

 

mailto:radhealthia@idph.iowa.gov
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STEP 6: Application Form Supplemental  
The Application Form Supplemental will appear on the next screen. Click the drop down on the 
right side of the Facility Contact List section, to add a new contact to your list, or edit an existing 
contact. If you click Add then enter the contact details. Name, Email, and Phone Number are all that 
is required. Then click Save. When you have finished, click Continue at the bottom of the screen.

 
A pop-up will appear. Click OK to Continue. 

 
 
 
 

STEP 7: Process Description – X-ray Machine -  
• Click on the Unit Information drop down, and review the information for your x-ray machine. 

•  Then click on the drop down to the right of Public Portal Affirmation, select yes and click 
Continue at the bottom of the page. 

• If you have more than one x-ray machine you will repeat this process for each one. 
• When you are finished with ALL of your x-ray machines, a pop-up will appear. Click OK to 

Continue. 
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 STEP 8: Terms and Conditions  
Check the box to agree to Terms and Conditions and click Continue. 

 
 
 
 
 
 
 
 
 
 

STEP 9: Make a Payment  
• To make a payment, click Pay Now, and then click Pay Now again on the next screen. 
• You can enter your payment information at that time. 

 
• If you would like to mail in your renewal with a check, click Pay Later.  
• BE SURE TO INCLUDE A COPY OF THE INVOICE WHEN YOU MAIL YOUR CHECK. 

• If you want to make a payment later, see Pay Later instruction on the next page. 
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• If you want to make a payment later or are sending in a check click Pay Later. 
• A pop up will appear, click ok. 

 
 
 
 

• In the Payment Later Options dropdown select an option, i.e.: Check. 

• Once you have selected your Payment Later Option click Pay Later one more time. 

• This will open My Programs. Click on Details listed under the Details column. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will take you to Program Details where you will be able to print off a bill to include with your 
check. 
 
The Print Bill instructions are on the next page. 
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STEP 10: Print Bill  
Scroll to the bottom of Program Details and click on Print Bill. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click PRINT to get a copy for your printer to mail in with your check. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
When you have completed your renewal registration, you can click the back arrows on your web browser to 
return to the portal to log off. 
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