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Login Page 

Note:  The latest stable version of the following browsers are supported for use with the 
Community Portal: 
Microsoft Edge Chromium 
Google Chrome 
Mozilla Firefox 
Apple Safari 

Register as Portal User 

1 To register as a Portal User, users will need to navigate to the following link: https://utdeq-dwmrc.force.com/s/login/ 
Once they navigate to the link, they will see the screen below and would need to click on the “Register” button. 
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2 After clicking on the Register button, the user will be prompted to fill in the required information for registration. Please 
fill in the details and click on Register. 
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3 After a successful Registration, the user will receive a confirmation email and will see the message below. 
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4 A welcome email will be sent to the user. To activate the account, users should access the welcome email and click on 
the link to continue with the registration process. See the sample email below. Do Not Attempt to use the links shown 
below to access the Community Portal. 

 

5 The user will be redirected to the page where a password must be generated. Please follow the instructions and create 
a password for your account. 
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6 After the user generates the password for their account, they will be redirected to the Home Page of the Portal. Users 
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should navigate to the “My Profile” tab on top right where they need to complete the information on the page to continue 
with the portal. Click on “Edit,” fill in the information and then click on “Save” to update the changes 
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Apply for New License, Permit, or Registration (LPR) 
 

1 Create a New Application 
The user can apply for a new License, Permit or Registration (LPR) from the home page of the community portal. Click 
on “Apply” to create a new application. 

 

2 Once the user clicks on the Apply button, the user will be redirected to the page where they can add a new facility and 
user details. If the user is applying for the first time, they will get a message like the message shown below:  
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3 Users will need to click on “Contact Us” at the top of the page and contact the appropriate program manager to have 
their Level of Access set up. After the Level of Access is set up the user can login and click the Apply button and 
continue with their application. 
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4 The user can choose a facility from the drop down as shown below then skip to step 8. If the user is logged in for the 
first-time, the user has to click on “Click here” in the blue notification bar to add a facility to the user’s account. 

 
5 Add New Facility 

Once the user clicks on “Click here”, the user will be redirected to the page where they can add a new facility by 
clicking on the “Add New Facility” button.  
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6 After the user clicks the “Add New Facility” button the pop-up page shown below will appear and the user will enter all 

the facility details and click the “Add” button.  
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7 Once the facility is added, the user will see the following page. Click on the “Home” tab at the top of the page and click 
the “Apply” button again.  



                                                                                                                                   Portal User Guide 
 

 

 
Version 3 

17 

 

8 The user will see the new facility added to the drop-down on the facility selection page. Select the facility and click 
“Next” to continue with the application process.  
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9 Program Selection 
The user will land on the Application Information page where the user will choose program for which they are applying 
for an LPR.  See the example below.  
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10 If the specific program that the user is applying to has a subprogram and LPR types, the user can choose it from the 
drop-down list as shown below. The user will also need to select License or Permit type if applicable. If the program 
does not have the sub-program, the user can proceed and click “Save and Next”. 
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11 Instructions for Applicants 
The user will land on the Instructions page (see the example below) where they can review step by step instructions 
about the LPR that they are applying for. When ready the user can click “Save and Next” to move to the next step.  
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12 Application Questions 
The user will land on the “Application Questions” page where they will enter all the details of their LPR. The screenshot 
below is an example taken from a Radioactive Materials License Application. The user might be required to enter 
information like the following depending on the LPR type: 

● Business Name registered with the Department of Commerce Division of Corporations and Commercial Code 
● Doctor’s Name 
● Facility Mailing Address 
● Address of Location of Use 
● Name of individual to be contacted for this application 
● Facility Contact 
● Name of Individual(s) responsible for radiation safety program. 
● Add X-ray Machine(s) 
● Add New Source(s) and Device(s) 
● Purpose for which radiation material will be used. 

After entering the required information, the user will click on “Save and Next”. 
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13 Application Documents 
The user will land on the “Application Documents” page shown below where they can upload any documents required 
or necessary for the LPR. Multiple documents can be uploaded.  The maximum file size for each document is 2 GB. 
Once uploaded click “Save and Next”. 
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14 Payment Methods 
The user will land on the Payment page. If payment is not required, the page will say this, and the User can click “Save 
and Next” to move to the next step. If payment is required, the User must click the “Pay” button and the popup window 
shown below will open where they are able to select the payment method they want to use to pay for the application. 
Payment MUST be received by the Division before the user can complete the application process and submit their 
application. If the user chooses Card or eCheck as the payment method and clicks “Pay” the user will be navigated to 
the Utah DEQ payment portal shown at step 15 below. If the user chooses Wire Transfer, IAT or Check they will be 
required to enter additional information prior to clicking “Pay”. Once payment is received by the Division the user will 
receive an email informing them that payment has been received and they can continue with their application. 
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15 In the Utah DEQ payment portal, users will provide the necessary information for processing the payment, such as: 
● Credit Card Information 
● eCheck information 
● Account Holder Information 

Once users have verified their information and clicked “Yes” their payment is submitted. 
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16 Users will receive an email confirmation after the payment is successful. See the example below. After completing 
payment in the Utah DEQ payment portal, the user will be returned to the Payment page and can click “Save and Next”. 
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17 Attestation & Submission 
The user will land on the Attestation and Submission page. Users must read the Attestation statements then click on 
the attestation checkbox to proceed with the application. Clicking the attestation checkbox is equivalent to signing the 
users name on a paper application and is legally binding. Once the attestation checkbox is checked the “Save and 
Next” button will become active, and the user can click it to proceed to the Summary step. 

 

18 Summary 
The user will land on the Summary page shown below which is the final step in the application process. Here the user is 
able to review all the details that the user has entered throughout the application. Once the user has verified and is 
satisfied that they have entered all the correct and accurate information they can click the “Submit” button to submit 
their application. 
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19 After the successful submission of the application, the user will see the following message. The user can click on “Click 
Here” to navigate back to the portal. 
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Portal Dashboard 

Applications 
 
1 On the home page, the user can click on the “All Applications” navigation tab and see all the applications that the user 

has created and their status.  If the user has an extensive list they can also search for a specific application. All the 
applications that are recently created by the user will be visible to the user. 

 

2 On the home page, the user can click on the “Issued LPRs” navigation tab and see the LPRs which have been issued. 
Users can click “Request for Amendment”, “Request for Termination”, “Renew”, “Request for Change”, etc. to make any 
changes to their current LPR or to terminate the LPR in use.  These choices are dependent on the type of LPR.  These 
features can also be accessed on the Portal Dashboard page in the Issued LPRs table. 
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3 Request for Amendment 
If the user clicks on “Request for Amendment” he or she lands on the “Application Questions” page of the application 
flow. Users can edit and make changes to the application and upload new documents. Return to step 12 under Apply for 
a New LPR for the instructions. On the Summary page, users will be able to submit their amendment request. 
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4 Request for Termination 

 
If the user clicks on “Request for Termination” he or she lands on the “Application Questions” page of the application 
flow. Users are required to fill in the mandatory and other required details in the Application question page. The user 
will then be directed to the “Application Documents” page, where he or she must upload documents required for 
termination. On the Summary page, users will be able to submit their termination request. 

5 Manage LPRs 
User can manage all their LPRs by clicking the “Manage LPR’s” navigation tab on the left side of the portal. Users can 
do the following on this page: 

● Apply for a New LPR (This feature can also be accessed on the Portal Dashboard page by clicking the Apply 
button on the upper right side of the All Pending Applications table.) 

● Renew an LPR (This feature can also be accessed on the Portal Dashboard page by clicking the Renew button 
in the Action column of the Issued LPRs table on the row of the LPR to be renewed. 

● Cancel an LPR 
● Withdraw an LPR 
● Change/Modify/Amend an LPR (These features can also be accessed on the Portal Dashboard page by 
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clicking the Request for Change or Request for Modification or Request for Amendment buttons in the Action 
column of the Issued LPRs table on the row of the LPR to be renewed.) 

● Delete an LPR 
Details about each option follow. 

 

6 New LPR 
Clicking “Apply for new LPR” will take the user to the new application process where they will land on the facility 
selection page and continue with their application and fill all the required fields and submit at the summary page. 
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7 Renew LPR 
Clicking “Renew an LPR” will take the user to the “All Applications” page where the user is able to search for their 
application and renew it if the “Renew” button has been enabled. 
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8 Cancel LPR 
Clicking “Cancel an LPR” will take the user to the “All Issued LPRs page where the user is able to see the status of 
their application(s). Users can click on the “Request for Termination” to cancel the LPR. 
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9 Withdraw LPR 
Clicking “Withdraw an LPR” will take the user to the “All Applications” page where users are able to see a list of their 
LPRs or search for a specific LPR and withdraw the application. This applies only to applications that have not been 
Issued. 
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10 Amend/Change/Modify LPR 
Clicking “Modify an LPR” will take the user to the “All Applications” page where users will see a list of all their issued 
applications, or they can search for their application, and they can click on the appropriate action in the Action column. 
Users are taken to the “Application Instructions” page of the application flow. Users can edit and make changes to the 
application and upload new documents. Return to step 12 under Apply for a New LPR for the instructions. On the 
Summary page, users will be able to submit their request. 
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11 Delete LPR 
Clicking “Delete an LPR” will take the users to the “All Applications” page where the users are able to search for their 
application and click on the “Delete” button to delete the application. This only applies to draft applications. 
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12 On the “Payments” navigation tab, users are able to check the status of their payment for any application. They can 
search their application if it is not displayed on the page. If the status is “Pending” users can pay by clicking on the 
“Pay” button. A pop-up page opens with Card and eCheck options. Choosing either of these options will take the user 
to the Utah DEQ payment portal where users can enter all the appropriate details and submit payment. 
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13 My Company’s Inspections (This feature is not used by all Division programs.) 
Users may be able to see information about scheduled inspections and completed inspections by clicking 
“Inspections” under the “My Company’s” header in the left side menu. Some Division programs may choose not to 
provide this information in the Community Portal. If the information the user is seeking is not available, please click 
“Contact Us” at the top of the page and contact the appropriate Program Manager.  This same information can be 
accessed on the Portal Dashboard page in the Inspections table. 
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14 My Company’s Reports (This feature is not used by all Division programs.) 
Clicking on “Reports” under the “My Company’s” header in the left side menu will open up two additional options, 
“Quarterly Reports” and “Annual Reports”.  Clicking these menu choices will take Users to either the “Quarterly 
Reports” page or the “Annual Reports” page.  On these pages Users can view previously submitted Quarterly and 
Annual reports. 
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15 My Company’s Work Episodes (This feature is not used by all Division 
programs.) 
Clicking on “Work Episodes” under the “My Company’s” header in the left side menu will open up the “Work Episodes” 
page.  On this page Users can view submitted Work Episodes, the start and end dates and the status of the Work 
Episode application. 

 

16 My Company’s Payments 
Clicking on “Payments” under the “My Company’s” header in the left side menu will open up the “Payments” page.  On 
this page Users can view a list of all invoices and the status of each invoice.  If an invoice was sent to the User via 
email the User can view a copy of the invoice by clicking the icon in the “View” column.  For new applications and 
renewals user will not be sent an actual invoice.  Users can also make payments by clicking on the “Pay” button for 
invoices with the status of “Pending.”  These features, except for the ability to view invoices, is also available on the 
Portal Dashboard page in the Invoices table. 
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17 My Company’s Revision Requests 
Clicking on “Revision Requests” under the “My Company’s” header in the left side menu will take Users to the 
“Revision Requests” page where they can see the status of all revision requests.  Users can search for the revision 
request application if it is not displayed on the page by providing a revision request number. By clicking on the eye 
icon, the user can see the revision request details and can respond to the request. 
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18 On the left side of the Detail Page the user will see the date of the Revision Request and a brief description.  On the 
upper right of the Detail Page the user can access documents from the Division containing details about the Revision 
Request the File Name box.  Below the File Name box the user will see the Revision Request Due Date. 
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19 To respond to a Revision Request the user must click the Edit button in the upper right corner.  The user can now upload 
documents by clicking the Upload Documents button and can type comments in the Applicant Comments box on the 
lower right. The user can save the response as a draft by clicking on the Save as Draft button and return at a later date 
to finish the response or the user can click the Submit button to submit the response. 
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20 My Company’s Facility 
Clicking on “Facility” under the “My Company’s” header in the left side menu will take Users to the “Facilities” page 
where they are able to see the current facilities they have listed under their account. Users are also able to add facilities 
by clicking the “Add New Facility” button. Users can edit facility information by clicking the pencil icon and delete a facility 
by clicking the trash can icon. 
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21 Users as Administrators 
If a user’s Level of Access is “Administrator” the User will see the “Personal” header in the left side menu is able to click 
on “Administrator”.  Users with Administrator access can add new users for their account and give them access to use 
the portal. They can also remove a user’s access.  
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22 Administrator can click on the “Add New User” button and a pop-up for adding new user’s details will open, see below. 
The new user will receive an email to set up a password for the portal. 
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23 Administrator can change the “Level of Access” and save the changes for the users.  “Administrator” can perform all 
functions in the portal. “Editor” can create, edit, and submit applications and make payments but cannot add or remove 
users or change users Level of Access. “Viewer” can only view information in the portal but cannot make any changes. 
“Financial Staff” only has access to make payments. 
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24 Administrator can remove Users and revoke the portal access by clicking on the “Remove Access” button and confirming 
the action. 
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25 Administrator can give access back to the user if it has been revoked by clicking on “Enable Access” confirming the 
action. 
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26 Miscellaneous Document Submission 
The “Miscellaneous Document Submission” feature is found in the menu bar at the top of the page.  The various 
programs in the Division may use this feature differently.  Use this document submission feature to submit documents 
that are not directly connected to an application for a license, permit, or registration.  This feature can be used to submit 
reports, sample data, general correspondence, etc. If you are unsure about submitting your document with this feature, 
please click Contact Us then contact the Program Manager for your specific program. 
Clicking on “Miscellaneous Document Submission” opens the first step in the document submission process. 
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27 The User selects the program that the document belongs in from the choices in the dropdown menu by clicking on the 
down arrow on the right side of the “Choose a Program” field.  Depending on the program chosen the User may have to 
choose a sub-program.  The User can enter any comments into the Comments field.  The User then clicks the “Upload 
Documents” button.  Clicking this button opens the Upload Files box.  Users can upload more than one file.  The 
maximum size for each file is 2 MB. 

After uploading the documents, the User clicks the “Submit” button to submit the documents.  The User will get a 
success message when the document submission is completed successfully.  The success message contains the 
reference number (MD-XXXX) that the User should use to reference the submission when communicating with the 
Division. 
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26 My Profile 
By clicking on “My Profile” in the menu bar at the top of the page a user can edit the information in their profile 
information. 
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