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3508 & 3508EZ Forgiveness Application Guide

Login To Your Account
• Open your Internet browser – please use Google Chrome (the application will not work on 

Internet Explorer)

• Log into the portal via email link (you will receive a registration email similar to the one below)

• For future logins, you can also access the portal here: 

https://psomaster-16fa5354b62-171164-17256699144.force.com

• If this is your first time logging in, you will be prompted to create a password. Your username is 
the email used to process your PPP application

• If you do not remember your credentials, please navigate to “Forgot password?” on the bottom 
left of the page to reset your password

https://psomaster-16fa5354b62-171164-17256699144.force.com/
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Screen Overview
• Navigation bar (left side of the screen) 

• Shows your progress through the application. It can also be used to revisit a previous 
section by clicking on the associated link

• Help Box (right side of the screen)
• These boxes provide you helpful information related to the questions in the application

• Next (green button, bottom of the screen)
• Takes you to the next section of the forgiveness application

• Save and come back later (blue button, bottom of the screen)
• You can always save and return to complete the application at a later time
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Stuck on a section of the app?
• If you are unable to click the Next button, go back and double check that you have:

• Responded to all fields. Fields with red lines or red asterisks must be answered

• Answered Yes or No to all response questions

• Checked any necessary checkboxes on a page
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• Upon log in, you will be directed to your Dashboard

• Use the Navigation Bar on the left side of the screen. Click on Apply Here to see your application 
options: 

• Forgiveness Application: 1st Draw Paycheck Protection Program Loan
• Forgiveness Application: 2nd Draw Paycheck Protection Program Loan

• Click on Apply for the specific Forgiveness option (depending on 1st or 2nd draw) to begin your 
application for loan forgiveness

• After clicking Apply you should see Your Business listed. This is the business (or businesses) that 
you used to secure the Paycheck Protection loan

• Click the Edit button to select your business; please confirm the information displayed is correct

• NOTE: PLEASE DO NOT CLICK Add New at the bottom of the page (green button); 
this will cause errors with your forgiveness application!!!

Apply for Forgiveness
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Covered Period and NAICS Code
• Select the appropriate answers to tell us about your Covered Period and NAICS Code

• If you’re unsure of your NAICS Code, the NAICS Lookup line has a built in tool that can help you 
figure out the proper code based off of a few keywords

• The Help Box to the right of the screen will provide information defining the “Covered Period”
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Determine your 3508EZ Eligibility
• Select the appropriate answers to the Qualification Options. This will determine whether a 

borrower submits the 3508 or the 3508EZ.

• The Help Box to the right will provide information helpful for determining 3508EZ eligibility

• If Borrower meets any of the two above criteria, a link to the 3508EZ form will appear:

• Selecting Yes will lead the 3508EZ application. The EZ application requires only a portion of 
the calculations required by the 3508 form.

• Selecting No will lead to a 3508 application. The 3508 is the most work intensive of all 3 
available forgiveness forms.
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Tell Us About Your Payroll Costs (Both Applications)
• Input Payroll Costs paid during the period covered by your Loan

• The Help Box to the right will provide information helpful for determining eligible expenses

• Note: the 3508 splits employee cash compensation between those making greater than and less 
than $100,000 (annually). The 3508EZ does not, and simply asks for a lump sum.
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Tell Us About Your Payroll Costs (Both Applications)
• Fill in your Compensation to Owners during the period covered by your Loan

• Be sure to read the explanation detailing compensation caps

• The Help Box to the right will provide information helpful for determining eligible expenses
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Headcount & Salary Information (For 3508 Applications Only)

• Select the appropriate answers to tell us about your Headcount and Salary information by filling 
out the required fields

• The Help Box on the right will give you information helpful for determining Headcount

• Clicking Yes to any of the questions will prompt you for additional information and ask about 
applicable “Safe Harbors.” For more information, refer to the Help Box on the right.

• Questions may reference the Schedule A Worksheet. To view a copy of the worksheet, and 
worksheet instructions visit: https://www.sba.gov/sites/default/files/2021-01/PPP%20--
%20Forgiveness%20Application%20and%20Instructions%20--%203508%20%281.19.2021%29-
508.pdf

https://www.sba.gov/sites/default/files/2021-01/PPP%20--%20Forgiveness%20Application%20and%20Instructions%20--%203508%20(1.19.2021)-508.pdf


IN
ST

RU
CT

IO
N

S

Last Updated April 2020

3508 & 3508EZ Forgiveness Application Guide

Headcount & Salary Information (For 3508 Applications Only)

• Select the appropriate answers and fill out the required fields
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Headcount Details (For 3508EZ Applications Only)
• Select the appropriate answers to tell us about your Headcount and Salary information by 

filling out the required fields

• The Help Box on the right will give you information helpful for determining Headcount
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Nonpayroll Costs (Both Applications)
• Input your Nonpayroll Costs by completing the required fields

• The Help Box on the right will provide information helpful for determining Nonpayroll Costs
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Additional Forgiveness Details (Both Applications)
• The next screen will display the details of your selected Paycheck Protection Loan

• Confirm that you (together with your affiliates) did not receive a PPP loan of $2 million or more
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Estimated Forgiveness Calculation (For 3508 Applications Only)

• Review the data you entered and confirm it is correct

• If something is incorrect you can use the Navigation bar on the left to return to a previous 
section to update
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Estimated Forgiveness Calculation (For 3508EZ Applications Only)

• Review the data you entered and confirm it is correct

• If something is incorrect you can use the Navigation bar on the left to return to a previous 
section to update
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PPP Schedule A (For 3508 Applications Only)
• Review the data you entered and confirm it is correct.

• If something is incorrect you can use the Navigation bar on the left to return to a previous 
section to update.
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PPP Schedule A (For 3508 Applications Only)
• Review the data you entered and confirm it is correct

• If something is incorrect you can use the Navigation bar on the left to return to a previous 
section to update
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Certifications (Both Applications)
• Please read and acknowledge each statement on the Certifications page

• Note: You must click the checkbox next to each Certification to move to the next step
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EZ Certifications (For 3508EZ Applications Only)
• You must make a selection for each of the EZ certifications
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E-Consent (Both)
• Complete your electronic signature

• Both full name and initials are required to proceed
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PPP Borrower Demographic Information Form (Optional)
• The following is optional and will have no bearing on the forgiveness amount

• At your discretion, fill out the Demographic Information Form
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Review and Submit (Both Applications)
• Do a final check of all your entries before submitting your application

• If any information is incorrect on the screen, click the Edit button in the right hand corner of that 
section

• Once updated, click the Next button on that page which will return you back to the 
“Review and Submit” page
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Review and Submit (Both Applications)
• Please review the information entered before submitting your application
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Next Steps
• A message will appear to confirm that your application has been submitted, and will prompt you 

to begin uploading your documents

• Click the Go to Dashboard button to upload your documents

• For a checklist of required documents, visit the “Loan Forgiveness” section at:
https://www.asbhawaii.com/business/sba-ppp#Forgiveness

https://www.asbhawaii.com/business/sba-ppp#Forgiveness
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Upload your Documents
• On the Dashboard page, click on the arrow to Upload Documents

• The number next to the arrow shows how many documents remain to upload
• Note: If you have multiple businesses this is the number of required documents for all

businesses

• You can Drag & Drop files or click the browse button to use the folder explorer to upload 
documents
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Upload your Documents
• Once a file has been uploaded it will appear with a check box next to the name and the Drag & 

Drop icon will be updated with a Replace icon which can be used if the wrong file was selected 

• If you run out of placeholders and have additional documents, feel free to submit using the 
Additional Documents tab
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All Caught Up…We’ll Notify You Soon
• All Caught Up! will appear once you have uploaded all your required documents

• We will reach out if there are any additional documents or steps you need to take to process 
your forgiveness application

Any other questions?

Feel free to contact us at asbcareshelp@asbhawaii.com

Mahalo!

mailto:asbcareshelp@asbhawaii.com
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