
 

Community Portal  Guide • Utah Division of Waste Management & Radiation Control       1  of 16 
DSHW-2023-001579 

 

How to Apply for a New X-ray 
Machine Registration: Portal  
Guide 
This guide provides step-by-step instructions for using the Community Portal to apply for an X-ray 
Machine Registration. 
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1. Get Started: New User Registration and Profile Setup 

1 .1  Register Y our Account 

1. New users must register and create an account.  Go to the Community Portal here: 
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https://deqorg.utah.gov/ 

2. Click the Register button. 

 

3. Complete the required registration fields.
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○ Important: If the company name is already registered you will not be able to complete 
the registration process, please call  (801) 536-0200 and ask to speak with the X-ray 
Program Manager or one of the X-ray Program Staff for assistance. 

4. After successful registration, check your email for a welcome message and click the 
activation l ink to set your password. If the link does not work, copy and paste it into your 
browser.

 

1 .2 Activate and Com plete Y our Profi le 

1. After setting your password, navigate to the My Profi le tab (upper right). 

2. Click the Edit button and ensure you enter your phone number, job title, and full mailing 
address. 

 

3. Click Save. 
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1 .3 Critical:  Get Y our Level  of Access Set Up 

You cannot submit applications until this is complete. 

● You must call  the X-ray Program Manager at (801) 536-0200 to have your "Level of 
Access" set up by the Division.

 
 

2. Start an Application: New Registration 

2.1  Select or Create Y our Faci l ity 

1. On the Portal Dashboard (Home Page), click the blue Apply button on the right hand side of 
the All  Pending Applications section. 

.  

2. If this is your first application, click the blue text that says Click here to open the facility 
creation page. 
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3. On the Facilities page, click Add New Facil ity. 

 

4. Enter your full  legal business name (not a DBA) for the Name field and complete all other 
required address details. The Latitude and Longitude fields are based on the address 
entered and will be automatically filled in. 
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5. Select a Facil ity Contact (this can be your registered user name) or enter a new name for 
Facility Contact. 

6. Click Add. 

7. Return to the Home page and click Apply again. Select the facility you just added and click 
Next. 

2.2 Choose Y our Program 

1. On the Application Information page, select X-Ray under Choose a Program. 

 

2. Select X-ray Machine Registration as your sub-program. 
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3. Click Save and Next. 

○ Note: You can click Save and Exit at any time after this step to save your application 
as a draft. You can resume later by clicking the "View" icon next to the draft application 
on your Portal Dashboard. Applications can also be deleted by clicking the Delete 
button. 

3. Complete and Submit the Application 

3.1  Fi l l  Out Appl ication Questions 

1. Review the Instructions screen, then click Save and Next. 

2. On the Application Questions screen, complete all required fields (*). 
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○ Registrant Information: Choose one of the business types (individual, corporation, 
LLC, etc.).  Choose Other if the business type is not listed and enter the type in the "If 
Other, please specify" field. 

○ Registrant Contact: Click anywhere in the Select Contact field to select names from 
the list to pre-populate details or manually enter the information for an individual who 
is not on the list.  If address information was previously entered for the Registrant 
Contact those fields will be automatically populated.  If no information is displayed and 
the Add an Address button is grayed out, click the pencil icon and complete the fields. 

○ Facil ity Contact: Should be the person that is responsible for maintaining the 
registration and the person the Division should contact to schedule inspections and 
get information. The Facil ity Contact and Registrant Contact can be the same 
person. Click anywhere in the Select Contact field to select names from the list to 
pre-populate details or manually enter the information for an individual who is not on 
the list. 

○ Machines Section: Enter all the information for registering each x-ray machine.  
Clicking the Add button opens a window with fields for Manufacturer, Model, Serial 
Number, Room, Unit Type (Drop Down List), Number of Tubes, and Status (Drop Down 
List).  All required fields must be completed but users are encouraged to enter as 
much information as possible.  Machines are added one at a time. 

3. Click Save and Next. 
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3.2 Upload Docum ents and Attest 

1. Uploading documents is Optional for X-ray Machine Registrations.  You can upload 
electronic copies of any documents you feel are needed to support your application. 
Multiple files can be uploaded, the maximum document size is 2 GB per fi le. 

2. Click Save and Next. 

3. On the Attestation page, read the certification statements and check the box to agree. 
This is your legally binding signature. 

 

4. Click Save and Next to proceed to the Summary page for review. If changes need to be 
made, users can click on the appropriate menu item on the left side of the screen to be taken 
to that section of the application process and make any corrections necessary. 

 

5. Click Save and Next to proceed to the Payment and Submission page. 
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3.3 Paym ent and Final  Subm ission 

1. On the Payment & Submission screen, note the total Payment Amount. Payment must be 
processed before the application can be submitted. 

○ Important: The payment portal opens in a pop-up window. You must disable your 
browser's pop-up blocker for this site for the payment to work. 

2. Use the table below to determine your next steps based on your payment method: 

If you select... Status changes to... Next steps required before submitting: 

Card or eCheck Paid (immediately 
after processing) 

Click Pay to enter the Utah DEQ payment portal. 
Complete payment, return to portal, and click 
Submit. Refresh your browser if the Status is not 
Paid and the Submit button is grayed out. 

Check, Wire 
Transfer, or IAT 
(IAT is for State 
Government 
Agencies only) 

Pending (requires 
manual processing 
by Division) 

Enter the Date of Requested Payment and 
required details (e.g., check number). Click Pay, 
then Save and Exit. Wait for payment 
confirmation email, return to portal, find your 
application in the All  Pending Applications 
section of the Portal Dashboard, click the icon in 
the View column, and click Submit when the 
application opens on the Payment and 
Submission page. 
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3. If paying by Card or eCheck, you will be directed to the Utah DEQ payment portal. 
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4. After the payment status is Paid make note of the Payment ID number, use this number if you 
need to correspond with the Division regarding the payment. Click the Submit button to submit 
your application. 

5. After you click Submit, you will see a success message. 

6. An email confirmation will be sent to your Facil ity Contact email. This email will contain your 
new Application Number (A-XXXXXX). 

○ Please save this Application Number for your records. You will need it for any future 
communication with the Division about this application. 

3.4 What happens after your appl ication is approved?  

● When your application is approved, an email will be sent to your Facil ity Contact informing 
them of the approval.  

● On your Portal Dashboard, the application will move from the " All  Pending Applications"  
section to the "Issued LPRs" section, and the registration number will appear in the LPR 
Number column. By clicking the printer icon in the Print column, a copy of the registration 
certificate can be viewed, printed, or downloaded.  By clicking the document icon in the Print 
column, a copy of your receipt can be viewed, printed, or downloaded. 

4. Manage Your Records 

All application management and company records are found in the left-hand navigation menu. 
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4. 1  Appl ications and License, Perm it,  or Registration (LPR) Status 

The action buttons available for your applications depend on their status and the type of 
application. 

Application Status Action Available in 
Portal 

Button Text and Location 

Issued (Approved 
LPR) 

Renew, Change Renew, Request for Change in the Action 
column of the Issued LPRs list. 

4.2 How to Find and Manage Com pany Records 

You can review your company's information by navigating the My Company's and Personal menus. 

● To track or pay invoices: Go to My Company's > Payments or the Invoices section of the 
Portal Dashboard: View invoice status and make pending payments. 

 

 

● To manage facil ity addresses, phone numbers and Facil ity Contact: Go to My 
Company's > Facil ity: Click the pencil icon the Edit column to edit facility information. 
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● To view information about inspections: Go to the Inspection Records section of the 
Portal Dashboard: View information about scheduled or completed inspections(availability 
depends on the Division program). Clicking the View All button will open the Inspections page 
or it can be accessed by going to My Company's > Inspections. On the Inspections page 
users can View or Download inspection documents if documents have been uploaded 
(availability depends on the Division program). 

 

 

● To view information about reports: Go to My Company's > Reports: View records of 
previously submitted Quarterly/Annual reports (availability depends on the Division 
program). 
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● To respond to Division revision requests: Go to My Company's > Revision Requests or 
the Revision Request Records section of the Portal Dashboard: View information 
including the status of official requests from the Division for application revisions and upload 
your response documents. 

 

● To manage portal users (Administrators only): If you have Administrator access, go to 
Personal > Administrator. From this screen, you can add new users, remove users, or 



 

Community Portal  Guide • Utah Division of Waste Management & Radiation Control       16 of 1 6 
DSHW-2023-001579 

 

change their permission "Level of Access" (e.g., Editor, Viewer). 

 

4.3 Miscel laneous Docum ent Subm ission 

Use the Miscellaneous Document Submission feature (found in the top menu bar) to submit 
documents (Variance Requests, QE Inspection Reports, Required Routine Reports/Submissions, 
Other correspondence). Instructions for using this feature can be obtained at this link: https://lf-
public.deq.utah.gov/WebLink/ElectronicFile.aspx?docid=609277&eqdocs=DSHW-2025-005074 
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