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Accessing the AVP Portal (1)
Please use the following link to access the AVP Portal https://exports.daera-ni.gov.uk/Avp

 When aPVPs try to access the AVP Portal, they will see the following screen (below). To sign in, use the  Sign In button.
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Accessing the AVP Portal (2)

AVP Portal users will then be offered a service option to access the system. The AVP Portal must be accessed via the Government Gateway 
option
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. For DAERA Online systems , users are required to access via a secure verified login, either NIDA or Government Gateway. In the case of the AVP Portal the 
Government Gateway option must be used. 

• Each individual aPVP (Authorised Private Veterinary Practitioner) will need to create or hold an existing Government Gateway account to be able to access 

the system.

• For the initial setup of an AVP Portal, the Practice Principal /Clinical Director must act as initial AVP Portal Administrator. 

• The AVP Portal Administrator should use a Government Gateway  account they have already created previously or create a new Government Gateway 

account, if required.

• The Practice Principal/Clinical Director will then be set up by DAERA as the initial AVP Portal Administrator and be given access to their AVP Portal

• Additional Individual aPVPs (Authorised Private Veterinary Practitioners) or support staff can then be authorised to access the AVP Portal by the initial 

practice AVP Portal Administrator

AVP Portal – Practice Account Creation
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• ***IMPORTANT NOTE***- The person within the practice who undertakes this process will be the initial AVP Portal administrator, with the ability to 

control access for additional administration and veterinary staff. The initial AVP Portal administrator MUST be the Practice Principal or Clinical Director as 

it is they who will be responsible for the access to the data associated with the AVP Portal going forward. The Practice Principal or Clinical Director can 

create a second AVP Portal administrator and delegate administration duties, but as initial AVP Portal administrator they are ultimately responsible for the 

security of AVP Portal.
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator elect must click on Create Sign In Details if they do not have an existing Government Gateway account.
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator must enter a valid email address
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator  must enter the confirmation code that they have received by email and click ‘Confirm’.
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator will receive a confirmation message and then click Continue to proceed.
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator must enter their full name then click Continue to proceed
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator must create a Password, then select Continue to proceed
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator must set up a recovery word and click Continue
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Creating a new Government Gateway Account ( if required)

• The AVP Portal administrator must create a recovery word and then click Continue to proceed
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Creating a new Government Gateway Account ( if required)

• The AVP Portal  administrator will receive confirmation of their Government Gateway ID, at which point they must click Continue to proceed.
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Creating a new Government Gateway Account ( if required)

• On the next page of this process is the DAERA-branded screen entitled ‘User Details’. Complete the required details and then use the Submit button
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Creating a new Government Gateway account ( if required).  AVP Portal Setup

• At this stage you will receive the following message below. The message will show details of the email address used for the Government Gateway account 
you are using to access the AVP Portal. Please send this email address along with the details of your practice ( name, address ,phone number, practice 
email address) to the following DAERA Programme email address tradecertificationstandards@daera-ni.gov.uk. DAERA Trade Programme will then use this 
email address to set up your AVP Portal within the DECS system and will alert you when this is complete and that the AVP Portal is ready for use.
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Using an existing Government Gateway account
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• Enter your 12 digit Government Gateway user ID and your Password and select Sign In



Using an existing Government Gateway account.  AVP Portal setup

• At this stage you will receive the following message below. The message will show details of the email address used for the Government Gateway account 
you are using to access the AVP Portal. 

• Please send this email address, along with the details of your practice ( name, address ,phone number, practice email address) to the following DAERA 
Programme email address tradecertificationstandards@daera-ni.gov.uk. DAERA Trade Programme will then use this email address to set up your AVP 
Portal within the DECS system and will alert you when this is complete and that the AVP Portal is ready for use.
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Accessing the AVP Portal –Initial Access for Administrator(1)

Once DAERA Trade Programme have created the AVP Portal for your practice on the DECS system they 
will confirm with the AVP Portal administrator via email. The AVP Portal administrator should then 
proceed to access the system as below.  To sign in, use the  Sign In button.
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Accessing the AVP Portal –Home screen(2)

When the Administrator accesses the AVP Portal, they will be presented with the AVP Portal landing page (Home ) Going forward this landing 
page will host any important messages from DAERA. Please check that your Practice name is correct. If not contact DAERA Trade Programme..
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Accessing the AVP Portal –Initial Access for Administrator(3)
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There are two other menu options on the AVP Portal. Click on the Certificate Applications option. This is where the review and  processing of export 
applications is undertaken. The Manage Users option is covered later in this guide



AVP Portal –Manage Users(1)
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The AVP Portal Administrator can add additional users by selecting the Create User button



AVP Portal – Manage Users(2)
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Any new user that the AVP Portal administrator wishes to add to the AVP Portal must have a Government Gateway account ( either an existing one or by 
creating a new one) and be able to provide the AVP Portal Administrator with the email address used when the Government Gateway account was created. 

 If the new user is unsure of this email address , especially when they have an existing Government Gateway account, they can locate it by trying to log into 
the AVP Portal. They will receive an Access Denied message that will include their email address.

 When adding a new user, or updating them, the modal will display a warning message related to Government Gateway Group accounts. This warns that the 
Government Gateway account must not be a Government Gateway Group Account. Please note that for each AVP Portal, each user must use a unique email 
addresses for that AVP Portal. If a user requires access to more than one AVP Portal, they will be required to use a different email address for each.

The AVP Portal Administrator must enter the new user’s name and the email address they have provided. The Administrator then has the option to make the 
user Active ( thus allowing the user access to the AVP Portal) and also to decide if the user will be given Administrator roles within the AVP Portal. The 
Administrator should then save the changes.

Once set up by the AVP Portal administrator the new user should then attempt to log into the AVP Portal using their Government Gateway account.
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AVP Portal – Manage Users(3)

The AVP Portal Administrator can also edit a user’s details by clicking on the Edit button for that user. 



AVP Portal – Manage Users(4)
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The AVP Portal Administrator can then deactivate/activate , update the Admin role or change name and email details for each user and Save changes



System Link

     AVP Portal Link 

https://exports.daera-ni.gov.uk/Avp
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aPVPs - Certificate Applications Screen
The Certificate Applications screen displays all applications, together will summary information about those applications.
When first accessing this screen, users will be able to see applications regardless of the status.

To view applications in a certain status, they will be able to click one of the filter buttons at the top of the page.
Sent to AVP  = Sent from DAERA Processing Office  to AVP Portal
Processed  = AVP Complete, AVP Cancelled, Complete, Cancelled

Replacement applications will be show with the original certificate number below them. 

Actions taken in the AVP portal will be recorded against the individual user’s details we get from GG. 

To access 
the 
application, 
users click 
on the 
Certificate 
Number

AVP users can set a date range using the above drop- down 
menus

Replacement applications will show 
both the original and replacement 
application number 22



aPVPs - Processing Applications - Details Tab
Application summary 
information at the top 
of the screen.

Applications with the 
Sent to AVP 
application status, 
will have the 
Complete 
Application and 
Cancel Application 
action buttons 
available within the 
AVP Portal.

Detailed application 
details can be found 
in the Details tab.
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aPVPs - Processing Applications - Additional Info Tab
Additional Info details supplied by the Exporter as part of their 
application (or provided in the application update journey) are shown 
here.
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aPVPs - Processing Applications - Documents Tab
AVP Portal users can view existing documents and upload new ones for this application.

AVP Portal users can download documents to view them but cannot delete them.  
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aPVPs - Processing Applications - Conversations Tab
This is where AVP Portal users will view and respond to a conversation that they are part of, as well as being able to trigger a conversation with 
the DAERA Processing Office.
 
AVPs will not be able to see Conversations they are not part of.

CHIP Conversation screen with 
Conversations with the AVP 
circled.

AVP Portal Conversations screen 
showing only AVP conversations are 
displayed.
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aPVPs - Processing Applications - Responding to a Conversation

AVP Portal 
user clicks on 
the Respond 
button and is 
taken to a 
screen when 
they can enter 
their response.

If AVPs need to 
supply 
documents, 
they can 
upload these 
via the 
Documents 
tab.

Once an AVP Portal user clicks Submit Response, they will 
land back on the Conversations tab and their message will 
be displayed.

The AVP message will also show in CHIP.
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aPVPs - Processing Applications - Contacting Processing Office
AVP Portal users will 
also be able to 
initiate a 
conversation with the 
Processing Office.

They will click the 
Contact (Processing 
Office Name) button 
and will be taken to a 
page they can input a 
message.

Once the Send message button is clicked, the user 
returns to the conversation tab and can see the 
message they have sent.

The AVP message will also show in CHIP.
You may notice there is no corresponding conversation 
message at the left-hand side of the screen yet, as this 
conversation was initiated by the aPVP.
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aPVPs - Processing Applications - Completing the Application (1)

AVP Portal users will not 
be able to complete an 
application unless a 
document has been 
uploaded to the Issued 
Certificate section of the 
application. 
If they try, they will see a 
“No issued certificate 
uploaded” message. 
This should help to 
mitigate the issue of 
completed certificates 
being uploaded to the 
wrong section.
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aPVPs - Processing Applications - Completing the Application (2)

Once completed, the details 
entered in the modal will 
appear in the Details tab within 
the AVP Portal, and the 
application status will update 
to AVP Complete.

With this status, there are no 
action buttons available for the 
aPVP.

These applications will now 
show in the Processed list 
within the AVP Portal.

Once the AVP Return Check is 
completed, the status will 
update to Complete 
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aPVPs - Processing Applications - Completing a Replacement Application

Replacement application journeys will include 
additional tick boxes, and we will record which 
replacement certificate option was selected.

Once completed, these details will appear in the 
Details tab.
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aPVPs - Processing Applications - Cancelling an Application

An AVP Portal user must enter 
comments to explain the 
cancellation.

The application status 
updates to AVP Cancelled.
This application will now be 
displayed in the Processed 
list within the AVP Portal.

The AVP user who cancelled 
the application, together with 
the date cancelled will be 
displayed.

Once the AVP Return Check 
is completed, the status will 
update to Cancelled
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