Online Portal Process/FAQ

Overview of process:

1) A representative from company creates a personal account
https://dphregprograms.iowa.gov/PublicPortal/lowa/IDPH/common/index.jsp
Note: For Radioactive Material Program, we have created the business account in the system already. Do
NOT try to build a corporate profile.
2) Before you can start the renewal, you must send us your PIN (located on your profile
page... see Page 2) by email or phone.
Email: derek.elling@idph.iowa.gov or 515-380-8752
We will reply back when linked so you know you can continue to Step 3

3) Once Linked, the representative will be authorized to work on behalf of the company to
renew, make payment, verify inventory, etc.
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If you are an Individual and wants to apply for a New Individual License, click on Apply for a Program on
the above.

If vou have an existing company. the company name should be listed in the lefi-hand column. Select the
Company and click continue. If you do not see the company name contact the Program office. If you want to
apply as a Brand New Company or enter an Existing Company for the first click on New Company
Registration. INSTRUCTIONS TO CEREATE NEW COMPANY REGISTRATION

For Radioactive Materials/
Click on Details to add a new piece of equipment or edit/view an already approved application. Radiation Machines, we ha\_/e
created your company profile.
Please do NOT create a new
company registration

Click on Online Services to select services available for your License type.

Click on Renew (when displayed) to complete a renewal application.

Click on Edit (if displaved) to comnlete a nendine application.



Frequently Asked Questions

| don’t see my Company under memberships on “My Profile”...

* If you provided your PIN to IDPH and have received email that it has been linked, most likely you need to “Refresh” your webpage. Depending on your browser settings,
you may have to close the browser and re-login.
* If you have not submitted your PIN, please see Step 2 in the Process.

I click “Make Payment”, but there is nothing to pay.

* Before a payment shows as “due”, you must first submit the online application via the “Renew” Link.

| don’t feel comfortable providing my SSN?

* This online system is required to meet or exceed the Information Security Standards as developed per lowa Code 8A.204 and IAC 11-25.11

*  The compliance of all security standards are governed by the State of lowa Office of the Chief Information Officer and Information Security Office.
e Social Security Numbers are encrypted immediately upon collection (before leaving your computer).

e Within the Agency, only supervisors have the authority to request the retrieval of a SSN through a formal request process.

* If you remain unsure about submitting your SSN for personal profile setup, not a problem. Just contact us for alternative renewal process.

I need an invoice for processing payment request, how do | get?

* Click “Make Payment”
¢ Click “Make Payment” Again. This is the most detailed invoice available online. If this does not meet your Invoice requirements for processing, please contact us.

If paying by check, what are payment instructions?

* Click “Make Payment” for payment details. After getting the payment detail, click “Pay Later”— it will bring you out of payment screen and back to your profile page.
* Make Check Payable to “lowa Department of Public Health”
* Send Check to:

lowa Department of Public Health

Bureau of Radiological Health

Lucas State Office Building

321 E. 12th Street

Des Moines, lowa 50319-0075



