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PURPOSE 
This document provides instructions to Exporters who have registered with NCO as an Exporter and require 
an Export Reference Number for either an Organic Produce Certificate (OPC) or Transaction Certificate (TC) 
for Export to all countries apart from the EU. 
 
To assist you, screen shots displaying the process are also provided in the following Appendixes: 

- Page 4.   Appendix  A: Steps for new NCO number allocation for OPC's  
- Page 7.   Appendix B: Steps for new NCO number allocation for TC's 

 

PROCEDURE 

1. The Export Reference Number Generation application is available via the NCO Exporters web 
page:   
https://ncocertifiedorganic.com.au/organic-export-requirements/organic-export-
documentation/ This can be accessed from the NCO> Export Requirements> Organic Export 
Documentation menu option. 
 

2. The link to OPC Number Allocation within the Exporters web page is as shown below: 

 
 

3.   The link to TC Number Allocation within the Exporters web page is as shown below: 

 
 

4. Select the relevant highlighted link within the paragraph (shown in blue) above: 
a. To be registered and be given an ExportID please contact the NCO office.  You will need 

to provide company name along with one consistent email address per company.   
b. Once you have registered as an NCO exporter, your link will take you to the login page. 

 

https://ncocertifiedorganic.com.au/organic-export-requirements/organic-export-documentation/
https://ncocertifiedorganic.com.au/organic-export-requirements/organic-export-documentation/
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5.  You will be required to login with your unique Export ID (which will normally be your email 
address) if your session has expired. 

 
 

6. When you have logged in you have an option to enter your own customer number and any 
notes/ comments for the NCO Export Coordinators. 
 

 
Note: The above screen shot is for the OPC interface; the TC interface is identical. 

7. After you have entered the required information, submit your application via the “Submit” 
button.  

8. Your unique Export Reference Number is then generated. 
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Note: The above screen shot is for the OPC interface; the TC interface is identical. 
9. A copy of your Export Reference Number will be emailed to your registered email address 

and a copy of the number is also sent to exports@ncocertifedorganic.com.au . 

10. Complete your OPC/TC as per Destination Country Requirements outlined in the Guidance 
Document Sheet titled: IS 8.10_Exporter Guidelines Organic Export Certificates. It can be 
located here: https://ncocertifiedorganic.com.au/organic-export-requirements/  

11 Submit the completed and signed OPC/TC to NCO Export Coordinators: 
exports@ncocertifedorganic.com.au 

 

 

  

mailto:exports@ncocertifedorganic.com.au
https://ncocertifiedorganic.com.au/organic-export-requirements/
mailto:exports@ncocertifedorganic.com.au
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Appendix A:  Steps for new NCO number allocation for OPC's 
1. Go to the link below: 

 
 

https://ncocertifiedorganic.com.au/organic-export-requirements/  

 
 
 

2. Click on the “Click here” link highlighted below 

 

https://ncocertifiedorganic.com.au/organic-export-requirements/
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3.  You are required to login. 
Put in your user name (which is your eMail address) and password allocated by the Exports team. 
If you have forgotten your password, you can reset it using the “Click here to reset” highlighted below 
in green. 
 

 
 

4 If required you may insert your customer number and any comments/ notes in the fields below. 
Press the Submit (highlighted in green) button 
 

 
 

5 Your new OPC number will appear at the bottom of the page and will also be emailed to you. 
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6 Insert the OPC number into the “Organic Produce Certificate” as highlighted below. This must be done 
in RED 

 
7 Submit the completed and signed OPC  to NCO Export Coordinators: 

exports@ncocertifedorganic.com.au 

 

 

  

mailto:exports@ncocertifedorganic.com.au
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Appendix B:  Steps for new NCO number allocation for TC's 
1. Go to the link below: 

 
 

https://ncocertifiedorganic.com.au/organic-export-requirements/  

 
 

2. Click on the “please select this link” link highlighted below 
 

 
3.  You are required to login. 

Put in your user name (which is your eMail address) and password allocated by the Exports team. 

https://ncocertifiedorganic.com.au/organic-export-requirements/
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If you have forgotten your password, you can reset it using the “Click here to reset” highlighted below 
in green. 
 

 
 
 

4 If required you may insert your customer number and any comments/ notes in the fields below. 
Press the Submit (highlighted in green) button 
 

 
 
 

5 Your new TC number will appear at the bottom of the page and will also be emailed to you. 
 

 
 
 
 

6 Insert the TC number into box 2 as highlighted below.  
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7 Submit the completed and signed OPC/TC to NCO Export Coordinators: 
exports@ncocertifedorganic.com.au 

 

 

 
  

 
 
 
 

mailto:exports@ncocertifedorganic.com.au

