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How to Upload a PDF NP CO Application 

Step-by-step guide for uploading a Non-Preferential Certificate of Origin PDF application via ChamberDocs 

Overview 

This guide walks you through submitting a Non-Preferential Certificate of Origin (COO) application by 
uploading an existing PDF certificate directly into ChamberDocs. Use this method when you have a pre-
prepared COO document to submit for Chamber certification. 

 

1 Log In to ChamberDocs 

 

Navigate to chamberdocs.co.nz and click Login in the top-right corner of the homepage. 

 

 

2 Navigate to Export Documents 

 

Once logged in, locate the left-hand navigation menu and click Export Documents. 
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Click the + Upload PDF button and select Non-Preferential Upload from the dropdown menu. 

 

i 
Other upload options in this menu include Self Declaration Upload, RCEP, UAE, and Upload Other 
Documents. Ensure you select Non-Preferential Upload for this process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 Select Non-Preferential Upload 
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4 Enter Reference Number & Confirm Company Details 

 

Complete the following fields at the top of the upload form: 

 

Field Notes 

Reference Number Enter a unique reference number for this shipment 
(e.g. invoice number or internal reference). 

Consignor / Exporter Your company details will pre-populate. Confirm the 
correct company name and address are shown. 
Select a different company from the dropdown if you 
represent multiple. 

 

 

 

 

 

 

 

 

 

 

 

 

5 Select Country of Destination & Upload COO PDF 
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Scroll down to complete the remaining fields: 

 

Field Notes 

Country of Destination Select the country the goods are being exported to 
from the dropdown. 

Certificate File Upload Click Choose File and select your Certificate of Origin 
PDF from your computer. This is the document that 
will be submitted to the Chamber for certification. 
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6 Attach Supporting Documents (Optional) 

 

If you need to include additional supporting documents with your application, use the Attach Other 
Documents section: 

 

Field Notes 

File Click Choose File to select the supporting document 
from your computer. 

File Type Select the document type from the dropdown (e.g. Air 
Waybill, Invoice, Packing List). 

Certify Request Tick this box if you require the attached document to 
also be certified by the Chamber. 

 

Click + Upload File to add additional supporting documents as needed. 

 

 

7 Add Special Instructions & Submit 

 

Review the final section before submitting: 

 

Field Notes 

Consignor/Exporter Email Confirm your email address is correct — 
correspondence regarding this application will be 
sent here. 

Special Instructions to Chamber Optional. Enter any notes or special instructions for 
Chamber staff processing this application. 

 

When you are ready, choose one of the following actions: 
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• Save Draft — save your progress and return later to complete and submit. 

• Submit — submit your application to the Chamber for processing. 

 

      
You can click Save Draft at any time during this process and return to complete your submission at a 
later date. 

 

 


