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Direct Forgiveness Portal

The PPP Direct Forgiveness Portal can be accessed at https://directforgiveness.sba.gov

The Direct Forgiveness Portal allows PPP borrowers whose loans are $150,000 or less to
apply for forgiveness directly to the SBA by submitting a simple pre-filled application.

Using MS Edge or Google Chrome browsers is recommended for an optimal experience.
New Registration will be required to utilize this portal.

Welcome to the

SBA PPP Forgiveness Portal



https://directforgiveness.sba.gov/
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To begin, <click> - Reqgister to Start your Application

>

Direct Forgiveness Portal — New Registration
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SBA PPP Forgiveness Portal

Create a unique username
Use your email address

a) Business should have access to this email
at any given time.

b) Email addresses CAN NOT be changed
once registration is created.

<enter> a password

a) Passwords MUST meet security criteria
<re-enter> Password
<enter> Captcha Characters

<click> Sign Up
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Direct Forgiveness Portal — Registration Emails

Registrants will receive 2 emails to complete registration and grant access to the portal.
Complete each step to gain access to the application portal.

Verify Your E-mail @ Confirm E-mail [ 3 ]
Address Address

Flednes comfirmy than

b
arne-mail addreass for User

We hayve et amn s-miail fo won forwerificaticon. Follow
link providad to final e the signup process. Pleaass Contact
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Greetings from the SBA PPP Forgiveness Fund
Gfeetings from the SBA PPP Forgiveness Fund You are “ﬁﬁi'ﬁ“ﬂ this email because you hawve "U::tﬁfuu'f”!ﬂiﬂﬁ‘.’d on the SBA PPP

You're receiving this e-mail because user 4 has given yours as an e- Forgiveness Platform, You may now continue with your application process and

mail address to connect their account. You can confirm your account by going to the smission.

link below. 7 T
Click this link
" to continue
4 registration
RovaxPolcy | Tem ol ine Copyright © S84 PP Forgveness Portal, A1 rights reserved Evceroicy | IRomi ol oyt B SEA PRF orgremirts orlel &1 gt tmtaroed

Once you provide and verify your e-mail address, it CANNOT be changed. 6
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Direct Forgiveness Portal — Sign In

Once registration is complete and confirmation emails have been acknowledged, applicants
can access the PPP Direct Forgiveness Portal.

1. <enter> the Username created
2. <enter> the Password created

3. <click> Sign In

Welcome to the

SBA PPP Forgiveness Portal

Password reset and forgot password links are available.
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SMS Two-Factor Authentication

All Platform users will encounter two-factor authentication upon login. A US based
mobile number must be used. The provider must not be a VOIP (Voice Over IP)
phone carrier.
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Direct Forgiveness Portal — Home Page

The Portal has many tools to help simplify the submission process.
Start New Forgiveness Request

Access previously started/submitted Forgiveness Requests

View and Edit Profile

View Inbox (Messages to/from SBA)

Help — Review FAQs and tips for Application submission

o bk WD PE

Take a Guided Tour — This provides step by step instructions to the application.
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Direct Forgiveness Portal — Start New Request

<click> Start New Forgiveness Request

5B a 4
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1. <enter> EIN, SSN, or ITIN
<enter> SBA Loan Number
3. <click> Find your loan

=

Security measures are in place that will prevent duplicate applications. "
SBA —
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Direct Forgiveness Portal — Loan Details (Section 1)

Most Loan information will populate and be locked for edit. Any incorrect information
must be updated through PPP Lender prior to Forgiveness request submission.

1. <select> Appropriate Title from Drop-Down.
2. <enter> Primary Contact (First/Last) Name.
3. <enter> Business Industry Lookup (Select Best Option).

.
gL

Hover” over RED Question Marks for details relevant to those fields. 12
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Direct Forgiveness Portal — Loan Details (Section 2)

1. <checkbox> If lender provided additional funds as part of a PPP loan increase after
initial disbursement. (Not Common)

2. <select> Covered Period from Drop-Down (8 Weeks, 24 Weeks, Other)
3. <enter/update> Gross Receipts amount for 2019.
4. <enter/update> Gross Receipts amount for 2020.

L/

_ “Hover” over RED Question Marks for details relevant to those fields. 13
$BA —'
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Direct Forgiveness Portal — Loan Detalls (Section 2-cont)

<enter> Number of Employees at time of PPP Loan Application

<enter> Number of Employees at Time of Loan Forgiveness Request (Today).
<select> Yes/No from Drop-Down.

<enter> Amount of PPP spent on Payroll.

<enter> Requested Forgiveness Amount.

<enter> Demographic Details (Optional & WILL NOT impact Forgiveness request).
<select> Add Demographic (If Necessary)

<click> Next.
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Direct Forgiveness Portal — No Documentation

Required documents will be shown on the screen below (if applicable).

1. Select type of document from Drop-Down, Name Document, and <click> Choose
file. Locate and select file from your device. Listed file types are acceptable.

2. <click> Upload.
a) Repeat steps 1-2 until all necessary documents have been uploaded.

3. <click> Next.

r———y
EE? ST m -k
e [=]
- Supparimg Dacurmsnks
Al ErverBrrm i
wa L Fran

. L e sl = —— N —T s (e TR e - e e———— —_—




—

Direct Forgiveness Portal — Documentation Needed

Required documents will be shown on the screen below (if applicable).

1. Select type of document from Drop-Down, Name Document, and <click> Choose
file. Locate and select file from your device. Listed file types are acceptable.

2. <click> Upload.
a) Repeat steps 1-2 until all necessary documents have been uploaded.
3. <click> Next.

—
SBA hinneaen [ All Requests a & [sgeou

Chris Edward @ Request not Submitted

T curanoemonan supporting Documents

Documentation
requirements will be
explained HERE.
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Direct Forgiveness Portal — Complete Summary

Review all relevant information for accuracy, once signed and submitted, edits
can not be made to the application.

1. <click> Submit and Continue to Electronic Signature
a) Withdraw Request will delete submission
b) Previous will go back in unsubmitted application to allow edits.

e Summary of Fargiveness Beguest
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Direct Forgiveness Portal — Missing ltems Summary

Missing Items will be outlined prior to submission. The Submit button will be
inactive until all Missing Items have been corrected.
1. Review the specific Missing Item details and then <click> The Missing ltem link to
update the appropriate field.
a) This step may need to be complete multiple times.

E=l' i i
SBA A 2 ANl Requests a 2

s s @ Request not Submitted « ExitWizard
Status | Helpful Links Ry

i Summary of Forgiveness Request

EtranDemoBank
General Support Phone Number:
Your Request cannot be submitted becauss you are missing Important infarmation!

(577)552-2692
Please follow the prompts below back to the fields In question. Once you have provided all

PPP Loan Amount
necessary data, you will be able to submit this request.

$150,000.00
“ Loan Details

Forgiveness Amount
$150,000.00 o * Tt

Your SBA Number

Yol Leneier Loan Number Review your Forgiveness Request
Usiness Nam ddress Lin miple Test
S N Business Name Address Line 1 Sample Test add1
TIN Address Line 2 Sample Test add2
@ Request not Submitted =
(etion required) SBA Number Primary Contact Phone
Primary Email

© E-Signature Required
o N Loan Number

© E-signature Processing
Submission to Lender Pending
submitted to Lender
Requested Forgiveness Amount

Lender Decision

SBA Review
$150,000.00

IMPORTANT! Once you "Submit’ your request it will become unavailable for changes unless you
chaose to 'Decline to Sign' in the fallowing step. If you cheose "Finish Later’ or navigate back to
the request, you will no longer be able to edit. Only choosing 'Decline to Sign' will release your

request for changes, Once you have made any changes, you can then 'Submit' again to finish

signing.

] Submit and Continue to Electronic Signature

The Submit button will
become ACTIVE once all
Missing Items are
resolved.

[ ez
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Direct Forgiveness Portal — DocuSign

« Applications will be signed electronically via DocuSign.
1. <click> | agree to use electronic records and signature.
2. <click> Continue.

Flessr Foviee & Act an Thess Decureats M"
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Direct Forgiveness Portal — DocuSign - Signing

<click> Start.
<click> Initial.

a) A Pop-Up will allow systematic, drawn, or uploaded signatures to be applied.

<click> Initial.
<click> Sign.
<click> Finish.

Please review the documents below.
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FEF Luan Forgivences Appiication far 35085 Revioed 100K XX, 2021

THIS FORM ONLY 1F T

BORROWER RECEIVED A PPP LOAN OF S150,000 OR LESS

Tasiness L ral Sowme (-Wrromer’

Sample Test addz

L
2 First Draw PPF Loan O Second Draw FEF Loan (check ons)

SBA PPF Loan Number: 0000 o Lender FPE Loan Number: -

$150,000. 00 PPP Loan Disbursement Das

of PPP Loan Increase (if applicable):

Employees at Time of Loan Application: 10 _ Em

Covered Period: 04/27/2020 10 06/21/2020
Sccand Dran PPP Loans f 52 Million o Mare, Check Herer 0

Original P

Amaunt

Inerease (ifa

Amount of Loan Speat on Payroll Costs: $150.000.00 _
By

-~ Irvtial Here
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Requested Loan Forgiveness Amount: $150,000. 08
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Direct Forgiveness Portal — DocuSign — Decline to Sign

If, after reviewing the application and prior to finishing, corrections are necessary,
Applicants can — Decline to Sign.

<click> Other Actions.
<click> Decline to Sign.
<click> Continue.

<enter> a reason for declining.
<checkbox> Acknowledgement.
<click> Decline to Sign.

Please read the Blectronic Record and Si ure Disclosure. 1
|2 ) CONTINUE OTHER ACTIONS v
[ ——————

cccccc
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Direct Forgiveness Portal — DocuSign — Declined Signature

« Applicants will experience a brief waiting period to make corrections after declining
to sign. This should take no more than 5 minutes.

« Applicants can return to All Requests or Exit Wizard to regain access to their
application and make necessary edits.

gy
LET s A

S150,000,00

AR A S A T L
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Direct Forgiveness Portal — Submitted

 Once applications are submitted, progress can be reviewed through the portal.
« The Call Center is not able to provide details to timelines of forgiveness.

S150,000,00

AR A S A T L




Direct Forgiveness Portal — Corrections

Applicants receive an email notifying of corrections. Details for the correction are
located on the Summary page. Corrections will require an application withdrawal

and resubmission.

[2* All Requests

SBA

s e @ Lender Decision (Correction)

Status | Helpful Links
T ceranemosank

General Support Phone Number:
(a77)552-2692

PRP Loan Amount
$150,000.00

Forgiveness Amount

$150,000.00

Yo

SBA Number

r Lender Loan Number

Your Current Request Status

Request not Submitted
) E-Signature Required

) E-Signature Processing

) Submission to Lender Pending

) Submitted to Lender

@ Lender Decision [Cort

O 5BA Review

% Messages

€ Exit Wizard

Documentation summary

Borrower Correction is required.
Below is a message from EtranDemoBank with the reason you need te withdraw your request and resubmit with the correction indicated
Reason: Please review documentation and submit correct file

Please withdraw request below and

submit with corrected details.

What to expect next

1. You need to make note of the carrections above [Correction/Reason)
2. withdraw your request using the link above (withdraw Request)
3. Complete your request again with the corrections your provided
4. sign and Submityour request again

Once the process s campleted, the SBA will Inform your lender that the Forgiveness request has
been approved.
This portal will also be updated with SBA's final decision including a notification {if applicable)

that the forgiveness payment was provided to your lender
PPP loan outstanding balance.

wing them to fully forgive your

What if | realize that | made a mistake?

If the withdraw option is not avallable on the "All Requests” screen you must contact your
Financial institution to make corrections.

What if | have additional questions?

Contact our SBA PPP Forgivenass Customer Service team through the inbox messages at the top
ofthe screen or at B77-552-2692.

Forgiveness Request Summary

Business Name Address Line 1 Sample Test addl

TN Address

ine 2 sample Test add2

SBA Number

imary Contact Phane

Loan Number Primary Emall

equested Fory

$150,000.00

(< previows )

Edvasuol Tamma 2t S

e | CustomarSenicea1r-ssi2sen copyvight ©2031 Small 22 Administratian, All ignts r




Direct Forgiveness Portal — SBA Decision

Once an application moves to SBA Decision, the below letter will be available
within the Application Portal for Borrowers as confirmation of forgiveness.

oy ‘1":5"

SAMALL FUSIANESS ADMINISTRATEIUMN
WASHINGTON, W 20416

Flonrwasaa=i s

Lomaclar af Raoceed:

SBA Lasais Mar:

Lissn Approval Date:

Toammin TEl<hi Peamiieml Afaiint - ©

Anmaand of Pargiveness Regquesbed by Lemndern s
Forgiveness Ameunt Remitted: & in principal andg S in interesi
Forgiveness Paymeni [ater

As muthorized by Seciion LT of the CTARES Act, 5BA has memitied te the Lender of
Record the payment heted above for fommesness of the Borrower's Paycheck
Protection Program (BPPP} laan

If oy balance remalins on the PP loan after application of the forgivets:
the Lerd mEist noblly the Borrowst of this dats on whilch U Girst psym
amd Ehe lopn must bs repeid by the Bormower on or before the matuwrty dete

i paIEnt,
I= dus,

For loans of 150,000 and lose [oxoapt for those horrosyors that togothar with thodir
affilkates recaived leann of 82 milllon or groaser), the borrowesr mosst retaln reoonds
relsvant to thee Inan forgeyensess application that prove complinnos with the
redjuiramion s of Seedon Tiapdh) and Soctloen T of tha SmaE Business Sot—sith
rospect o amploymant recerds, for tha 4.yeasr poriad follewing sabmbssion of tha
Ian forgiveness appllcation, and with rospoci @o otbor reommds, for the 3paar paarod
Tollorwring sabirnission of the loan forgivendss &ppplboaticen

Fai loais qEeatal taan $150 600, tha Borrossar st fetakn all scards relationg oo e
Horrower & PPF loan for six yvears from the dato the loan & forgiven or rapadd i full

THIS DOCUMERNT 1S A MOTICE GF PAYMENT GNLY. ISSUAMCE OF THIS NOTICE
OF PAYMENT DROES MOT PROVIDE THE BORROWER WITH A RIGHT TO AFPEAL
TOTHE 5BA OFFICE OF HEAHINGS AND AFPFEALS,
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FAQ

How do | access the portal?
This platform can be accessed by visiting https://directforgiveness.sba.gov.

How do | contact the SBA?
The SBA's PPP Direct Forgiveness Hotline is +1 (877) 552-2692.

Where can | find information about Direct Forgiveness?
A Knowledge Base of Frequently Asked Questions can be found here. This resource is regularly updated.



https://directforgiveness.sba.gov/
https://dfussbaforgiveness.zendesk.com/

