
 
 

Completing the SBA CARES Paycheck Protection Program Application 
 

 
 

 

STEP 1:  Are you Eligible? 

The bank is not positioned to advise customers on their eligibility for the SBA CARES Paycheck Protection 
Program. Please refer to SBA site for guidance. 

STEP 2:  Do you have a transaction account (deposit, checking, savings, etc.) with the bank?  If yes, 
great!  If not, it will be necessary for all approved loans to be funded to a transaction account with us.  A 
Bank Customer Service Rep will be reaching out to you to open the account during the process.  Please 
complete the application using the steps below. 

STEP 3:  Sign Up and Log In. 

NOTE: If you are applying for a loan for more than one business entity, you will need to complete 
separate applications for each loan requested. You will also need to use a unique login and different 
email address for each application.  

Click Sign up in lower right corner and create a log in to access application.  Password must contain: 

• Minimum 12 characters  
• Minimum one special character 
• Minimum one capital letter 
• No more than two repeating characters 

 

 

 

 

 

 

 

 

 

 

To reset the password:  Click the Forgot Your Password on lower left corner of Sign in screen.  Input 
username – which is the email address used when Signing Up.  Customer will receive notification email 
from bank with prompt to create a new password. 

 

 

 
 

https://www.sba.gov/
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STEP 4:  Answer Loan Eligibility questions:  

  

 

 

STEP 5: Answer SBA eligibility questions: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Yes” or “No.” 

Select “Yes” if you have an 
existing relationship with the 
bank. Select or “No” if you do 
not. 

Enter the number of employees 
you have, including all full time, 
part time and contract workers. 

Select your state of 
operation. 

Select “Yes” or “No.” 

Select “Yes” or “No.” 

Select “Yes” or “No.” 

Select “Yes” or “No.” 

If you are not a franchise leave response as N/A. If you are a 
franchise select “Yes”.  if you are listed in the SBA Franchise 
Directory or select “No” if you are not listed in directory. 

Click “Next” 
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STEP 5a:  If you gave an unacceptable answer to any of the eligibility questions you will receive this 
message.   

 

 

 

 

 

 

 

 

 

STEP 6:  Answer SBA Loan Application questions:  

 

 

 

 

 

 

 

Enter your Business TIN 
or SSN using no dashes. 

Enter your Legal Business 
Name. If you are a Sole 
Proprietor enter Business 
Owner First and Last Name. 

 

Select your Business Type for the list provided (see 
list below for reference). 

If your answers are correct, click “Finish” 
This will end the application process. 

To review and/or modify you answers to the 
questions click “Previous” 
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Select Business 
County from list. 

Enter your Business Street 
Address and City. 

Select Business State from 
list and enter Business Zip 
Code. 

Enter the valid Industry NAICS Code for the Business.  Use the calendar feature to 
find and enter the date the 
Business was established. 

Select the State associated 
with the Business from the 
drop-down list. 

Use the toggle switched to indicate what the loan funds will be used for. Leave the 
switch showing “Inactive” if funds will not be used for that purpose. Click the switch to 
activate items for which loan funds will be used. 

Enter the annual revenues 
of the business. 
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Answer each question “Yes” 
or “No” using the drop-
down options. 

Enter First Name, Last 
Name, SSN of Business 
Owner, and Date of Birth. 

Enter a Cell Phone number 
for Business. Do not enter a 
land line phone number. 

Enter an Email address for 
the Business Owner. 

Use the drop-down menu to 
select the Business Owner’s 
Role in the business. 

Use the drop-down menu to 
indicate if an Agent assisted 
with the application. 

Click “Next” to continue or 
“Previous” to edit 
information on prior screen. 
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Click “Add Owner” to enter information 
about all owners with 20% or greater 
ownership. 

Select “Individual” or “Business” 

Enter Owner 1’s First Name, Last Name, 
Title, SSN 

Click “Next” to continue or 
“Previous” to edit 
information on prior screen. 

Select “Yes” or “No” 
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Enter Owner 1’s Street Address, City, 
State, Zip Code, and County 

Enter the percentage 
of ownership 

If needed click “Add New 
Owner” to enter information for 
any other owners with 20% or 
more stake. 

After all owners with 20% or 
more stake are entered, click 
“Proceed to Loan Amount.” 
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STEP 7:  Answer Loan Amount Requested questions.  

 

 

 

 

 

 

 

 

If you have already received funds from an Economic Injury 
Disaster Loan select “Yes” and enter the amount of the loan. If 
you did not receive any funds through this program, select “No.” 

Using the Payroll Cost guidelines 
below, enter the Average monthly 
payroll for the Business.  

Enter the loan amount. Loan amount 
is equal to average monthly payroll 
times 2.5 

Select “Yes” or “No” 
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STEP 8:  Upload Supporting Documents  

Multiple files may be uploaded at the same time.  Only add 10 files can be added to the Digital 
Application.  Additional files may be emailed to the Banker.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Use the Upload Files button to add supporting 
documentation as outlined above.  Several documents can 
be uploaded at once. Only 10 documents can be uploaded 
by the customer. Additional files can be emailed to your 
Banker for upload. 

Click “Finish” to complete your 
application.  

Click “Next” when you are done 
uploading files.  

NOTE: A document outlining the customer 
calculation of Average Monthly Payroll costs is 

required as a document uploaded. 
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Application Q&A: 

Q: Is the information on this application safe and secure? 

A: To protect your personal information from unauthorized access and use, we use security measures that comply 
with federal law. These measures include computer safeguards and secured files and buildings. We also restrict 
access to nonpublic personal information about you to those employees who need to know such data. 

Q: How quickly will my application be processed? 

A: We are working as quickly as possible to process your application for the SBA Paycheck Protection Program. As 
we are experiencing high volumes of applicants for this program, we ask that you exercise patience.  Please be 
assured that we will contact you if we have any questions or require further information to process your 
application.  

Q: Can I check the status of my loan application? 

A: As your application moves through the various loan application stages, a Banker will contact you via phone 
and/or email with next steps and to provide loan status. 

Q: Can I save my application and come back to it? 

A: Yes, you can. If you need to gather additional information or need more time, you can save your application in-
process and return to complete the application at your convenience. 


