
AVP Portal- DECOL- Requesting/Providing and Receiving More 
Information from DAERA and Exporters  

In some applications, further information may be required to allow the portal user to certify. 
In these cases, the user can initiate contact with either DAERA or the Exporter by using the 
tools and information available within the Portal. 

Requesting/Providing Information from DAERA 

To request or provide more information to the DAERA processing office associated to the 
application, the Portal user can click the ‘Contact DAERA’ button. 
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This will bring them to the Request For Information (RFI) page. Users will note that 

• There is a box to enter the details of the request.

• There is a facility to attach documents where appropriate

• Clicking the ‘Send’ button will submit the RFI to the DAERA processing office that
initially sent the application to the AVP and continues to be associated to it. The
details of the communication will appear in the system on the DAERA side and the
recipient will also receive an email alert to notify that the portal user has requested
or provided further information.
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Receiving Information from DAERA 

• Portal Users can receive further communication from the DAERA processing office in
the form of an email to the inbox associated to the practice portal account.

• This email will contain the unique reference number of the application to which the
communication relates and will either be a;

Daera response to an RFI issued by the Portal user 

OR A standalone communication initiated by the DAERA processing office. In this scenario, 
there will be an embedded link containing the communication  
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Clicking this link will display the communication and allow the portal user to respond if 
required. 
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Requesting/Providing More Information from/to the Exporter 

A portal for exporters is in development, meaning that there will soon be a ‘Contact 
Exporter’ button, similar to the ‘Contact DAERA’ button. Until that is operational, to 
request/provide more information to/from the exporter, the user must obtain the 
exporter’s contact details from the ‘Submission Details’ tab and contact them independently 
from the system. Details for the exporter contained within this tab include; 

• Name
• Dispatch Premises Address
• Email Address
• Contact Telephone Number
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TIP It is recommended that the email address is used, particularly if the user is requesting 
further documentation, as this documentation can then be uploaded by the user into the 
system once it is received. 

Tester Magee 
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Receiving More information from the Exporter 

Exporters can provide further information either by; 

• responding to the email issued by the portal user

OR

• by independently using the Further Information link provided in their automated
application confirmation email.

Exporter Responses to a Request For Information Email 

Further documentation that is received via email response from the exporter to an RFI must 
be uploaded to the Portal once it is received. 

 If the exporter has sent a fresh version of the EHC; 

The user must upload this to the Portal by; 

• Moving the document from the email to the computer desktop

• going into the ‘Documents’ section of the application.
• Going to the ‘EHC Documents’ section

Johnsmith@guerrillmail.com 
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• Selecting the ‘Upload EHC Documents’ button
• Selecting the ‘Add Files’ button on the new modal window

• Browsing the computer files, finding the document on the desktop and selecting it
for upload by clicking ‘Submit’.

• The document will now be uploaded to the system. NOTE- It is important that only
EHC documents are uploaded into this section.

If the exporter has sent any other supporting documentation (excluding an EHC) 



The user must upload this to the Portal by; 

• Moving the document from the email to the computer desktop

Johnsmith@guerrillmail.com 
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• going into the ‘Documents’ section of the application.
• Going to the ‘Supporting Documents’ section
• Selecting the ‘Upload Supporting Documents’ button
• Selecting the ‘Add Files’ button on the new modal window

• Browsing the computer files, finding the document on the desktop and selecting it
for upload by clicking ‘Submit’.
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• The document will now be uploaded to the system. NOTE- It is important that only
Support documents are uploaded into this section. EHC templates must not be
placed in this section. 

Receiving Further Information from the Exporter from their Confirmation Email RFI link 

• When the exporter receives their automated confirmation email at initial application
stage, it contains a link that allows them to upload additional information if they
think it is required.
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• When the exporter clicks on the link, they will see the furthern information template
where they can send a message and upload additional documents
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• The Portal user will receive an email alert to advise that an exporter has
independently uploaded further information

• Any additional documents that have been uploaded by the exporter will appear in
the ‘Documents’ section of the application in the Portal.
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