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Overview 
The CHAIS Document Management System is a secure, web-based platform used by co-ops, 
management companies, auditors and Agency staff to upload and manage AIR-related and other 
documents.  

Your co-op’s Annual Information Return is due four months after your fiscal year end. Before your 
auditor can file your AIR, specific documents must be uploaded to CHAIS. For most clients, the only 
document required is your audited financial statements. Either your co-op or your auditor can submit 
this. 

Once the required documents are submitted, the Agency will review them for completeness and 
accuracy before accepting them. If they are not complete and accurate, we will reject the document. If 
this happens, you will receive an email that includes the reason for rejection. You will then have an 
opportunity to re-submit the corrected document. 

When the Agency has accepted all required documents, your auditor can proceed with filing your AIR.  

What’s new? 
 In the past co-ops or auditors submitted their AIR-related documents by email. Now 

they upload them directly to CHAIS.  
 Required documents must now be submitted and accepted by the Agency before an AIR 

can be filed. 
 

How to Upload Documents 

📌📌 Management Company Users and Auditors 
When a management-company or auditor logs into CHAIS, they will first see a list of all co-operatives 
they are associated with. 

To navigate to the upload section for the AIR document: 

 Select the appropriate co-op from the list. 
 You will be taken to the Welcome Page for that co-op. 
 Click the “Reports” tile. 
 From the Reports page, select the “Annual Information Return (AIR)” tab. 
 Locate the AIR for the fiscal year you are working on and click the “Manage Documents” icon. 
 Follow the steps described in this guide to upload or manage documents. 
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🔍🔍 All Users 

All users (including management-company users) must ensure that the audited financial statements 
(AFS) 

 are signed by two directors of the co-operative 
 are complete and for the correct fiscal year and include all required pages 

�� Exception for Auditors: 
Auditors may submit unsigned AFS provided they confirm the statements are final. 

 

📂📂 Navigating to the AIR Page 
 Log in to CHAIS with your username and password. 
 On the Welcome page, click in the Reports tile, or on the Reports tab at the top. 
 

  

Screenshot: Welcome page 

 
 On the Reports page, click the Annual Information Return tab. 
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 On the Annual Information Return page, you’ll see a list of AIR records for your co-op, organized by 
fiscal year. 

 

Screenshot: Annual Information Return page 

 

What do the icons mean? 

 Go to the “Manage Documents” page 
 View a document 
 Upload a document 

 Delete a document (available only when status is “Pending 
Acceptance”) 
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Your AIR is due four months after your co-op’s fiscal year end. Required documents must be 
uploaded and accepted before your AIR can be filed. Ensure you submit these documents 
early to allow enough time for review and approval by the Agency. 

 
 

 

  Uploading Documents 
 On the Annual Information Return page, locate the relevant AIR and click the Manage Documents 

icon beside it. 
 Required documents will be marked with a red asterisk. In most cases the only required document 

will be your audited financial statements. But you also have the option to upload other documents. 
 

 

Screenshot: Manage Documents 

 
 For the appropriate document type, click the Upload Document icon.   

o Click the upload box to browse and locate the file on your computer. 
o Click Upload to submit the document. 
o The system will automatically rename your document based on our naming convention. The 

name will include the co-op name, document type and fiscal year end date. 
 You may also drag and drop your file into the green box, then click the Upload button. 
 A confirmation message will appear once the upload is successful. 
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Screenshot: Upload a Document 

 

 

Screenshot: Successful Document Upload 

 

📁📁 Uploading “Other” Documents  
In addition to the required documents listed on the AIR page, co-ops may upload other supporting 
documents. If your document type isn’t listed, you can upload a document with the document type 
Other.  

Steps to upload an "Other” Document: 

 Navigate to the Manage Documents screen for the relevant AIR. 
 Scroll down to document type Other. 
 Click the Upload button. 
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Screenshot: Upload Other type of Document 

A form will appear prompting you to enter Document Name (required). Enter a clear and descriptive 
title that includes the name of your co-op, the document name and the fiscal year, such as BestLife 
Co-op Trial Balance 2025. 

 
Some rules about file names: 

 Must not exceed 100 characters 
 Must not contain any of the following characters: \\ / : * ? " < > | 
 Must not begin or end with a space or a period (.) 

 
 

 Click Browse to locate the file on your computer or drag and drop the file into the pop-up. 
 Select the file name.  
 Click Upload to attach the document to the file name. 
 A confirmation message will appear once the document has been uploaded. 
 The uploaded document will appear with the document type Other, showing the name you 

entered. 
 

 
The Agency will review all uploaded documents. If they meet the requirements, we change 
their status to Accepted. If a document is rejected, we give the reason.   
 

 

🔄🔄Rejected Documents 

If a document you submitted is rejected, follow these steps to correct and resubmit: 
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 Locate the rejected document on the Manage Documents page. Its status will appear as 
“Rejected”.  

 The Reason for rejection will be displayed between the Status and Actions columns. 

 
Some reasons why we would reject a document: 

• Statements are for the wrong fiscal year end 
• Pages are missing from the document 
• Statements submitted by a co-op are not signed by two directors – this requirement is waived 

if your auditor is submitting 
 

 Hover your cursor over the reason for rejection to view detailed comments from the Agency 
reviewer. 

 

Screenshot: Rejected Document 

 When you are ready to upload the corrected version of the document, return to the Manage 
Documents page and locate the rejected document. The “Upload” button will remain visible for 
the rejected document. 

 Click the Upload icon, then drag and drop the corrected file or use the file browser to select it. 
 Click Resubmit to complete the resubmission. 
 Confirm that the status now displays Pending Acceptance. 

 

Screenshot: Resubmit Document 
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 Deleting a Pending Document 

You can delete a document only if its status is Pending Acceptance (i.e., it has not yet been reviewed 
and accepted by the Agency). 

Follow these steps: 

 Navigate to the Manage Documents screen. 
 Locate the document with the status Pending Acceptance. 
 Click the Delete Document (trash bin) icon next to the document name. 
 The document will be permanently removed from the list. 

 

Screenshot: Confirmation of Document Deletion 

 

Helpful information 

Understanding Document Status 
Each document in the system displays a status to help you track its progress: 

 Pending Acceptance 
The document has been uploaded and is awaiting review by the Agency. 

 Accepted 
The document has been reviewed and approved. No further action is required. 

 Rejected 
The document was reviewed but not accepted. Comments from the reviewer will explain the 
reason, and you will be required to correct and re-upload it. 

 Overdue 
Neither the document nor the AIR has been submitted by the AIR filing deadline (four months after 
the fiscal year end). Immediate action is needed to upload or complete the document submission so 
the AIR can be filed. 
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FAQ 
Q: What if I don’t know my CHAIS username and password? 
A: Contact the manager at your co-op. If you are the manager, your contact at the Agency can help. 
 
Q: What types of files can I upload? 
A: You can upload Word, Excel and PDF documents. 
 
Q: How do I know if my submission was successful? 
A: You'll receive a confirmation message, and the document status will be Pending Acceptance. 
 
Q: What if my file won’t upload? 
A: Ensure the file is a Word, Excel or PDF document and does not exceed size limits. Try refreshing the 
page. If the problem persists, contact our Help Desk here. 
 
Q: Can I re-upload a document after it's accepted? 
A: No. Once a document is accepted, it is finalized. Contact your Agency contact if changes are needed. 
 
Q: Can I delete a document that has already been accepted? 
A: No. Only documents with Pending Acceptance status can be deleted. Contact the Agency if you need 
to change something. 
 
Q: How can I get help? 

A: For technical help, click on the  at the bottom right of each page or follow this link. This will take 
you to our Help Desk. 
  

https://agency-coop.atlassian.net/servicedesk/customer/portals
https://agency-coop.atlassian.net/servicedesk/customer/portals
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Screenshot Walkthrough 
Below are the key steps in the document process, each paired with screenshots as your visual guide to 
the CHAIS document management system. 

Login Page 

 

 

Welcome Page 
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Annual Information Return 

 

Manage Document 
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Upload Document 

 

Document Rejected  

 

Delete Document 

 

Status View  
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