
 
 
 
 

 
 
 
 

GUIDE TO SUBMITTING YOUR TAX 
EXEMPTION CERTIFICATE(S) 

 
 
 
 
 

 
 
 
 
 



 
Please follow the guideline to submit your Tax Exemption Certificate:  

 

1. Click on the My Account Icon on the top right corner and sign into your account 
using your sign in credentials.  

 
 

           
 

 

2. Once signed in, go to the My Account page and click on the Manage State Sales 
Tax Exemption Certificates on the left-hand side menu. 

          

           
 



        
 

3. Click the Add New Certificate button. 

     

 
 

4. From the drop-down menu, select the State for which your Tax Exemption 
Certificate applies to and click on the Add Certificate For Above State button. 

 



 
 

5. Enter your tax information, including your Name, Phone Number, Address, City, 
State, and State Tax ID Number. Click on the Save and Continue button. 

 

6. Select the reason for your tax exemption request. 

 

 
 

 



7. Select the Type of Purchase from the drop-down menu and select the 
Percentage of Resale. 
 

8. Enter the Signer’s Name and Title, then click Save and Continue. 
 
 
 

 
 

 
 
 
 

 

 

 



 

 
 

          
 

 

 

 

 

 

 

 



 

         
  

 

      
 
 
 
     



9. Once the certificate is created, Print or Download the certificate and review the 
document to ensure that all the information is correct. 
 

10. Your newly created certificate will appear under the State Sales Tax Exemption 
Certificates section. 
 

 

        
 

 

If you have any further questions or are having difficulties using the tool, please contact 
our Customer Service Team at support@newdirectionsaromatics.com or 1-800-246-
7817 (Toll Free) 


