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Welcome Email

When you are enabled to access Affinity’s PPP Portal, you will receive the following email. You’ll need to create a
password when you click “Log in to Get Started”. Your username is your email address. NOTE: Chrome is the
recommended browser.

PPP Dashboard

Once logged in, you will need to apply for the Paycheck Protection Program Forgiveness by clicking on the “Apply”
button on the Marketplace page.

Your Business

The business related to the PPP loan will be displayed. Below the business information, click “Apply With This Business”.
If you have more than one business, all will be displayed. You’ll need to apply for each separately.
At the right side is information about forgiveness and links for further information.
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At any point in time, you can click “Save and come back later” to save and continue the application. You will get an
email with a link to log back in.

Personal Info

The application will be pre-filled with the information that we have from your PPP loan.

3

3508S Eligibility

If your loan is greater than $50,000, proceed to the Covered Period & Payroll section.
If your loan is $50,000 or less, you will need to answer one question to determine if you are eligible to use the 3508S
application. You (together with affiliates, if applicable) must not have received PPP loans in excess of $2 million. It will
then ask if you would like to use the 3508S.
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3508S Forgiveness Details

On the 3508S Forgiveness Details, you will enter a few details:
1. EIDL Advance information, if applicable
2. The number of employees at the time of the forgiveness application
3. The amount of your calculated forgiveness amount

3508S Certifications

You must check the box for each of the certifications to continue. Proceed to the E-Consent section to continue your
3508S application instructions.
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Covered Period & Payroll

If your PPP loan was approved prior to 6/5/20, the covered period can be 8 or 24 weeks. Loans approved 6/5/2020 or
later have a 24 week covered period. On this page you will also select the payroll frequency.
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If you are not yet eligible to apply based on when you received your PPP loan, you will be notified. In the example
below, the loan was disbursed on 7/31/2020. The covered period is 24 weeks, so you need to wait until the 24 weeks
have passed to apply.

Application Type

You will need to answer 3 questions to determine if you are eligible to apply with the 3508 EZ form. On the right side is
information about the 3508 EZ form. If any of the answers are yes, you are eligible. If the answer is no to all questions,
you’ll be completing the 3508 form.
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If you’re eligble to use the 3508 EZ form, you’ll be asked if you’d like to apply using that form or not.

Payroll Costs

You will next enter payroll and benefit costs for the covered period. Items with a red line on the right with an asterisk
are required fields that must be entered. If the amount is zero, enter ‘0’. On the right side is information about eligible
payroll costs.
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Headcount Details

You will need to enter the number of employees at the time of the Forgiveness Application. At the right is information
about headcount details.

Forgiveness Check

This is a summary of the information that’s been input so far. Based on the payroll information entered, you may
already be eligible for 100% forgiveness. Information about Forgiveness Check is on the right side.
There is a question at the bottom if you’d like to enter nonpayroll related costs (optional).
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Nonpayroll Costs

If you have nonpayroll costs, you can enter business mortgage interest payments, business rent/lease payments, or
business utility payments.

Loan Details

In this section, you’ll need to confirm if you received more than $2 million in PPP loans. There is also an area to enter
Economic Injury Disaster Loan (EIDL) details, if applicable.

10

Estimated Forgiveness Calculation

This displays how the Forgiveness Amount was calculated based on the information entered.

Certifications

You must check the box for each of the certifications to continue.
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3508EZ Certifications

If the 3508EZ application was used, there are additional certifications to be answered.
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E-Consent

Provide your electronic signature by typing in your name and initials.

Optional Demographic Information

Demographic disclosure is optional. The demographic information requested is Veteran status, Gender, Race, and
Ethnicity.
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Review & Submit

Review each section of the application prior to submitting. If changes are needed, there is an edit button in each
section. Scroll all the way through to click on the Submit Application button.
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Upload Supporting Documents

Once the Forgiveness Application is submitted, you will be directed to upload your supporting documents. Click on “Go
to Dashboard” to upload the documents.

On the Dashboard, you’ll see your “To-Do List” with the number of documents in a circle (highlighted).
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Click on the “Upload Documents” to expand the list. You can drag and drop documents directly to the appropriate
document placeholder. If you have additional documents to upload that are not part of the to-do list, they can be
uploaded to the “Additional Documents” section on the Dashboard.

Once your application is submitted and you’ve uploaded all supporting documents, someone from the Commercial
Lending department will review the application and submit it to the SBA for approval. They will contact you if there are
any questions or if additional information is needed.
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