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VCERT® EXEMPTION CERTIFICATE TOOL QUICK REFERENCE GUIDE 

Why use it? 
It’s your job. It’s your responsibility to make sure that customers who say they are exempt are actually 
exempt. You’re not only required to ask for the exemption certificate – it’s up to your company to make 
sure the certificate is valid. Why? Because it’s against the law to allow customers to claim they are 
exempt without showing proof. The VCert Exemption Certificate Tool helps your company comply with 
state sales tax exemption laws – and saves your company money by avoiding sales tax penalties. 

It’s customer-friendly. With the Exemption Certificate Tool, you can create new exemption certificates 
for customers who don’t have one, or easily find exemption certificates for customers who have already 
submitted one. 

How to find an exemption certificate 
When a customer tells you he or she is exempt from paying sales tax, your first task is to work with the 
customer to find their exemption certificate. You can search for the customer’s exemption certificate 
using a variety of inputs.  

1. Log in, if you haven’t already. Enter the following url in your web browser: [provided by 
company] 

2. Click Login, then enter your user name and password. 

This displays the welcome screen for your store.  

3. In the Look Up Exemption Certificates box, select the search criteria your customer wants 
to use.  

4. Enter the information for the criteria you selected.  

5. Click Search. 

If there is a certificate on file matching the search criteria, vCert displays the customer or 
business name in the Search Results box at the bottom of the page.  

 If the status is Valid, this means that the customer’s certificate is up to date. Click the 
Business/Customer name in the list. This displays a summary page about the certificate, 
including the Certificate ID.  
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If your POS system is on the same computer, click the Copy  icon and paste the 
Certificate ID into the appropriate area. If you need to record the Certificate ID on 
another computer, print the certificate or write down the Certificate ID so you can record 
it later. When you click Print Certificate, vCert displays the certificate in an Adobe PDF. 
Click the Print icon or right click in the PDF and click Print in the menu. You are done! 

 If the status is Invalid or Expired, the customer needs to update or renew the 
certificate. Click the Business/Customer name in the list. In the Exemption Certificate 
Summary, click Renew Certificate.  

 If there is no certificate on file, the customer needs to create a new Exemption 
Certificate. Click Exemption Certificate Wizard under Create New Exemption 
Certificate. 

6. If you’re renewing a certificate or creating a new certificate, follow the steps in the wizard.  

7. If you get to the end of the wizard and vCert doesn’t find the correct form, you see a page like 
this: 

Copy icon 
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The customer needs to: 

 Select a form from the list displayed 

 Select Misc. Form and provide their own exemption certificate or other information they 
believe will allow the exemption 

 Exit the wizard and not receive the sales tax exemption.  

8. At the end of the wizard, the customer is prompted to sign the electronic signature pad.  

9. After the customer signs the certificate, print the certificate.  

10. Clicking Continue after printing the certificate displays the following page: 

11. You can print this page or record the Certificate ID so you can enter it into your POS system 
later. The Certificate ID is your proof that the customer has submitted an Exemption 
Certificate. 

12. Clicking Finish & Exit closes the Wizard window and returns you to vCert Retail. 
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13. MAKE SURE TO ENTER THE CERTIFICATE ID INTO THE POINT OF SALE SYSTEM! 

What happens after you enter the Certificate ID 
Your company’s tax department reviews the exemption certificates and either accepts or rejects the 
certificates. Rejection reasons include incomplete information, and an expired certificate. 

Note: Customers returning to your store after their certificate is rejected are required to renew the 
certificate before they can get a sale tax exemption. 

Troubleshooting 
The Wizard or Clerk UI don’t launch: Reboot the system. 

The signature pad is not working: Print the customer’s exemption certificate, have them sign the 
form, then fax the form to the fax number on the cover sheet. 

A customer’s certificate is valid one day, then invalid or expired the next: This means that the tax 
department reviewed the customer’s exemption certificate between the time you last checked and now. 
All certificates waiting to reviewed have a status of “pending,” which shows up in the Search Results as 
Valid. When the tax department rejects a certificate, it shows up in the Search Results as “Invalid” or 
“Expired”. 


