
INSTRUCTIONS TO APPLY FOR NEW TANNING FACILITY PERMIT 

Once you sign in to the Public Portal, your screen should appear as follows. You will be on your 
My Profile screen. 
 
If you need to create a New Company or enter an existing company for the first time, click on 
New Company Registration. (If you never been registered for the license type you are applying 
for) 
 
IF THIS IS A RENEWAL STOP AND CALL YOUR LICENSE PROGRAM 
 

 
 
Enter company and address details. Scroll down and click on Continue. Your screen should 
appear as follows: 

 
  



COMPANY IS CREATED 
You can now Apply for a License Permit, or Program for the business 
 
Program: Select Tanning Facility 
Program Detail: Select Facility 
 
Click Continue 
 

 
 
Click OK on the pop up box 

 
Complete the Application Form: 
 Affirmation  
 24 Hour/Electronic Tanning 
 Tanning Facility Training 
 Current Iowa Permit/Registration Number 
(these sections should be automatically expanded for you to see all the questions) 



 
 
Scroll down  
Click Continue  Note: If you click on Cancel button application will cancel completely. 
 
Click OK 

 
 
Complete the Process Free Form Description – Tanning Facility Application Review 
 

 
 
Tanning Facility Contact List – must list minimum of one manager and one owner (can be the same 



person) 
 Click ADD 
 Complete all mandatory information 
 Click Save 

Repeat if you need to add more contacts 
 
Tanning Managers 
 Click ADD 
 Select the manager from the drop down menu 
 Select the date the took the manager exam 
 Click Save 
 Repeat if you need to add more managers 
 
Tanning Device Information 
 Click ADD 
 Select device type 
 Type in manufacturer name 
 Type in the manufacturer year 
 Click Save 
 
Click on Continue  
Click OK 

 
Accept Terms and Conditions by reading the full description.  
If you agree with the Terms and Conditions, select the check box and click on Continue. 
 

 
 



Select Pay Now if you are ready to pay. Click Pay Now again on the proceeding screen. You 
will then be directed to the online payment system. 
If you are not ready to make a payment, or need to attach additional documentation, click the  
(Note: your application is not considered submitted until payment is made.) 
 
On the Payment page, choose your Payment Method and fill out your payment details. 
Click Continue when you have entered your payment information. 
Click Confirm on the Review Payment page if the payment details are correct. 

  
 
 
 
 
 
 
Write down your Confirmation Number or 
print this page for your records. 
Click Continue at the bottom of the screen to 
be taken to your receipt. 
 


	INSTRUCTIONS TO APPLY FOR NEW TANNING FACILITY PERMIT
	COMPANY IS CREATED

