
GETTING STARTED

Quick Navigation

Find the task you need and go straight to the right section.
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➤
Navigate the Platform

Find your projects, tasks
and pending actions.

GO TO PAGE 3   →

▤
Deliverable Tasks

Open deliverables and check
what requires your action.

GO TO PAGE 4   →

⌕
Review Comments

Find Expert comments and
understand what needs a response.

GO TO PAGE 5   →
Respond to an Expert

Enter your response and save it 
to the review.

GO TO PAGE 6   →

✓
Confirm Submission

Check that your action was
successfully submitted to EASA.

GO TO PAGE 7   →

NOT SURE WHERE TO START?

Check My Pending Tasks first. 
It shows the actions currently waiting for you.
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GETTING STARTED

Navigate the Platform
Find your projects, tasks and pending actions.

GOAL
Know where to look first and quickly identify 
what requires your attention.

1

Open My 
Pending Tasks

Start here to see the 
actions currently waiting 
for you.

2

Check the task 
details

Use the task details to 
understand what requires 
your attention.

3

Open the 
relevant task

Select the task to 
continue to the 
corresponding
project, deliverable or 
review.

➤

NAVIGATE

▤

DELIVERABLES

⌕

REVIEW RESPOND

✓

SUBMIT
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Review the tabs

Review the Tabs “Project 
tasks”, “Deliverable 
tasks” and “Review 
tasks” 
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DELIVERABLES

Work with Deliverables
Use the Deliverables area to see the certification activities linked to 
your projects.

Quickly understand the status of a deliverable 
and identify your next action.

☰ EASA Certification Platform AP

1

Open Deliverables

Use the Deliverables 
area to see the 
deliverables linked to 
your projects.

2

Check the status

Review the 
deliverable status to 
understand its current 
workflow stage and 
whether action is 
required.

3

Open the relevant 
deliverable

Select the deliverable 
to view its details, 
documents and 
available actions.

GOAL

TIP

Check the deliverable status to understand 
its current workflow stage and whether an 
action is pending. 

➤

NAVIGATE

▤

DELIVERABLES

⌕

REVIEW RESPOND

✓

SUBMIT
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Review Comments
Find Expert comments and understand what needs a response.

GOAL
Understand the Expert’s comments and identify
what requires your response.
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TIP

Hover over the comment for Preview or to open it in a new window.
Reviews with status Applicant Follow-up require your action. 
Resolved – Completed reviews do not require further action.

➤

NAVIGATE

▤

DELIVERABLES

⌕

REVIEW RESPOND

✓

SUBMIT
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Open the Expert review

Open the review with 
Applicant Follow-up 
status.

Review the 
comments

Select All review 
comments to see the 
full list of comments.

3

Click on the 
comment

Select the comment in 
the list to either 
preview it or open fully.
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Access Review Task

Click on the GO button 
at the top to access the 
review task.

3
4

REVIEW



RESPOND

Respond to an Expert
Enter your response to the Expert's comment and save it to the review.

GOAL
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Submitting a comment response saves it to the review. It 
does not send the review to EASA yet.
The review must be submitted separately once your 
responses are ready.

➤

NAVIGATE

▤

DELIVERABLES

⌕

REVIEW RESPOND

✓

SUBMIT
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Open the actions menu

Click the three dots next 
to the
comment you want to 
respond to.

Select Respond to 
expert

Choose Respond to 
expert
from the menu.

Enter your 
response

Enter your response in the
text field. 

You can use
formatting, lists, images
and hyperlinks if needed.

Provide a clear and complete response to the Expert's comment 
and save it to the review.

IMPORTANT 4

Submit your 
response

Click Submit to save your
response to the review.

This will not send it to
EASA yet.
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SUBMIT

Submit the Review
Once you have responded to all comments, 
submit the review to send your responses to EASA.

GOAL

1

2

3

Submitting the review sends your responses to EASA and creates a follow-up 
task for the assigned Expert. 
Further Applicant action may be required if the Expert requests additional 
clarification.

➤

NAVIGATE

▤

DELIVERABLES

⌕

REVIEW RESPOND

✓

SUBMIT
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Check your responses

Ensure all comments
have a response before
submitting the review.

Submit the review

Click Submit review
to send your responses
to EASA.

You can save for later
if you are not ready yet.

Confirm
submission

After first Submit, click GO 
to confirm that the review 
has been submitted to 
EASA.

Submit the review to send your responses to EASA for Expert 
follow-up.

IMPORTANT

TIP

Use Save for Later to keep comments available for review or editing by other 
users before submitting them to EASA.
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