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Agenda
• Introduction

• Navigating to the Form

• Step-by-Step Form Completion

• Payment (if adding new equipment)



Introduction
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• The tanning Report of Change form is to 
be completed by an already registered 
tanning equipment owner.

• If you are trying to apply for a registration, 
please search for the Tanning Registration 
Form.

• Follow the steps closely to ensure a 
smooth and accurate report of change.



Navigating to the Form
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• Once you have created your ePermitting account and you 

are logged in, you will be navigated to the main login page. 

• Once you’re logged in, make sure your site is linked to your 

account. 

• Once your site is linked to your account, you will see that 

site on the dashboard. If you have more than one site, you 

can use the drop-down arrow to search for a specific site 

or choose to display all your sites. 

https://www.youtube.com/watch?v=GcmL_1S1jJw&list=PLqGWmyz3QMpsauKVvyufKDeTJ_9nm9GXB&index=7
https://des.sc.gov/sites/des/files/media/document/ePermitting%20_Linking%20Your%20Account%20to%20a%20Site_1.pdf
https://des.sc.gov/sites/des/files/media/document/ePermitting%20_Linking%20Your%20Account%20to%20a%20Site_1.pdf


Navigating to the Form
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• Be sure you are on the correct site, and choose "Start a New Form"

• “I want to start a renew, modify or terminate an existing permit, license or registration.”



Navigating to the Form
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• Search for the Tanning Report of Change and click Begin.



Step-by-Step Form 
Completion



Step-by-Step Form Completion
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• The form will open.

• Read the Instructions and 

frequently asked questions. 

• Choose Begin Form Entry



Step-by-Step Form Completion
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• You will see all Sections 

that need to be 

completed in the left side 

menu bar.

• Begin Filling out the form

• To Complete the form 

anything with a red 

asterisk *must* be 

completed



Step-by-Step Form Completion

S O U T H  C A R O L I N A  D E P A R T M E N T  O F  E N V I R O N M E N T A L  S E R V I C E S 1 1

• Type of Modification(s) Section

• Purpose of Notification – Choose the drop-down box 

and select the reason you are reporting a change. 

• The form is conditional, and depending on the purpose 

for notification, certain sections on the left menu will 

be displayed.

• You may choose more than one purpose for 

notification.



Step-by-Step Form Completion
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• Once you have selected the 

appropriate reason for the 

notification, click the blue 

arrow at the bottom of the 

screen to proceed to the next 

section. 

• The content displayed in the 

following section will depend 

on the reason selected. 

• In the next few slides, we will 

review the different types of 

notification purposes.



Purpose of Notification 
Types



Purpose of Notification Types
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• Depending upon your selection in the previous slide, conditional questions will be displayed. In the 

next slides, we will go over each type of notification. Please skip ahead if they do not apply to you.



Closure of Business
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• Facility Tanning Equipment

• A table will display that consists of all equipment that is currently in use or has previously been in use at the facility. 
Dependent on the nature of the modification, you may update the statuses of each piece of equipment accordingly.

• When removing and/or replacing equipment, selling, or closing the business, update the correlating status for the 
given equipment (Destroyed, In Storage, Etc.)

• DO NOT DELETE ROWS FROM THE TABLE

• Once the above fields have been completed, click the blue arrow to move on to the Next Section.



Sale of Business
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• Permit & Facility Information

• Permittee

• Registration/Permit Number

• Facility Name

• Facility Street Address

• Facility County

• Facility Physical Location

• Mailing Address 

• Current Owner Information

• Buyer Information

• Facility Tanning Equipment

• A table will display that consists of all equipment that is currently in use or has previously been in use at the facility. 
Dependent on the nature of the modification, you may update the statuses of each piece of equipment accordingly.

• When removing and/or replacing equipment, selling, or closing the business, update the correlating status for the given 
equipment (Destroyed, In Storage, Etc.)

• DO NOT DELETE ROWS FROM THE TABLE.

• Once the above fields have been completed, click the blue arrow to move on to the Next Section.



Name Change
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• Permit & Facility Information

• Permittee

• Registration/Permit Number

• Facility Name

• New Facility Name

• Facility Street Address

• Facility County

• Facility Physical Location

• Mailing Address 

• Current Owner Information

• Once the above fields have been completed, click the blue arrow to move on to the Next Section.



Contact Information Update
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• Permit & Facility Information

• Billing Contact

• Facility Owner

• Once the above fields have been completed, click the blue arrow to move on to the Next Section.



Relocation/Address Change
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• Permit & Facility Information

• Permittee

• Registration/Permit Number

• Facility Name

• Facility Street Address

• Facility County

• Facility Physical Location

• Mailing Address 

• Current Owner Information

• Once the above fields have been completed, click the blue arrow to move on to the Next Section.



Add Tanning Equipment
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• Facility Tanning Equipment

• A table will display that consists of all equipment that is currently in use or has previously been in use at the facility. 
Dependent on the nature of the modification, you may update the statuses of each piece of equipment accordingly.

• When removing and/or replacing equipment, selling, or closing the business, update the correlating status for the given 
equipment (Destroyed, In Storage, Etc.)

• DO NOT DELETE ROWS FROM THE TABLE.

• All new equipment will have a prorated equipment fee added.

• You must choose “New” in the existing table for new equipment being added.

• Once the above fields have been completed, click the blue arrow to move on to the Next Section



Add Tanning Equipment
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• Facility Tanning Equipment Section

• Each piece of equipment needs to have the type, model number, serial number, manufacturer, and date installed filled out. 

• The type has a drop-down where you can choose Booth or Bed.

• Keep choosing ADD ROW, to add as many as you need.

• If you need to delete a row, choose the X



Add Tanning Equipment
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• Facility Tanning Equipment Section

• As you add rows, the fee will automatically calculate based on the pieces of equipment and registration date.

• Once all equipment is in the table, click the blue arrow to move on to the Next Section.



Remove Tanning Equipment
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• Facility Tanning Equipment

• A table will display that consists of all equipment that is currently in use or has previously been in use at the facility. 
Dependent on the nature of the modification, you may update the statuses of each piece of equipment accordingly.

• When removing and/or replacing equipment, selling, or closing the business, update the correlating status for the given 
equipment (Destroyed, In Storage, Etc.)

• You will need to provide the “Date Installed” and “Date of Equipment Status Action” for each applicable unit. 

• DO NOT DELETE ROWS FROM THE TABLE.

• Once the above fields have been completed, click the blue arrow to move on to the Next Section



Review, Certify, and 
Submit



Step-by-Step Form Completion
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• Review Section

• In this Section, you can review entered information and make sure it 

is correct. 

• If you are missing required information, the Section and question will 

turn red with an X letting you know exactly where information is 

missing.

• Once all information is filled in and complete, choose to move onto 

the next section to Certify and Submit. by clicking the blue arrow.

• If you leave the form and re-enter  or make changes to the form, you 

will need to view the Review Section again, even if it has already been 

reviewed



Step-by-Step Form Completion
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• Certify & Submit

• This step allows you to submit the form to SCDES.

• If completed, and ready to submit and pay (if adding new equipment only) choose the Blue Finalize Submission Submit 

Form button at the bottom. 



Payment
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• After submitting the form, you will be 

brought to a screen to make payment (if 

adding new equipment). You can choose 

to Pay Online or Pay by Mail.

• Choosing to Pay Online will bring you to 

SC.GOV where you can pay by 

Credit/Debit Card or Electronic Check.

• Choosing to Pay By Mail will give you 

instructions with a payment voucher that 

will need to be printed and mailed to 

SCDES.



Get in touch

Radiation Protection - Tanning

tanning@des.sc.gov

ePermittinghelp@des.sc.gov

des.sc.gov
@SouthCarolinaDES
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