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Log Into Your Account

• Navigate to your email inbox with your browser, Chrome is the preferred internet                                                    
browser (the application will not work in Internet Explorer)

• Open the email you received from ASB with a link to the online portal, and click “Log In to Get 
Started”

• Log in using the Email and Password you used to create your account. If this is your first time 
logging in, the system will ask you to create a password. If you forgot your password, click the 
“Forgot Password?” prompt and follow the instructions to create your password
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• After logging in you will be directed to your Dashboard

• To start a new loan or forgiveness application, navigate to the “Apply Here” tab on the left side of 
your screen

Online Portal Dashboard
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Selecting Application Type

• Next, select the type of application you would like to begin 
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Selecting Business

• Next, choose the business that you are submitting an application for. To do this, select the “Edit” 
button



IN
ST

R
U

C
TI

O
N

S

Last Updated April 2020

Online Portal – Quick Start Guide

Proceed Through Your Application

• Complete the application. Input information about your business, personal information, payroll 
costs, and other figures as prompted. Once you have completed a page in the application, scroll 
to the bottom of the page and click the green “Next” button to proceed to the next page
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Common Portal Questions

• What is a Control Person?

• On the first page of an application, you are required to fill out information about your 
business. There is a section that asks for Control Person Information (see below). A Control 
person is a person with significant managerial control or influence over your business 
(e.g., Chief Executive Officer, Chief Financial Officer, Managing Member, General Partner, 
etc.) , including the person who controls the bank account in which the PPP funds will be 
deposited.
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Unable To Proceed

• If you are unable to click the green “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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Review Your Application

• The last page of the application gives you an opportunity to review your application in its 
entirety prior to submission

• Before your click “Submit” at the bottom of the page, double check the information you entered 
into the application to ensure it’s accuracy. Once you are certain the information on your 
application is accurate, click the green “Submit Application” bottom at the bottom of the page
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Prepare To Upload Documents

• Once you have submitted your application, you will be prompted to return to the dashboard to 
upload your documents

• Navigate back to the dashboard. You will now be prompted to upload supporting documentation 
for your application. You can do so by dragging and dropping files into the box labeled “Drag & 
Drop” or by clicking “Or Browse” and selecting the file you would like to upload

• Refer to the Document Checklists on our website for 1st Time PPP Borrowers and 2nd Time PPP 
Borrowers to understand what documents you need to upload

https://www.asbhawaii.com/sites/default/files/documents/business/SBA-PPP_First-Time-PPP-Borrower.pdf
https://www.asbhawaii.com/sites/default/files/documents/business/SBA-PPP_Second-Time-PPP-Borrower.pdf
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Uploading Documents

• Once you have successfully uploaded a document, a gray checkbox will appear on the left side of 
that document placeholder
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Downloading Documents

• From time to time, ASB will send you documents via the Online Portal. When we do send you 
documentation, you will receive the following email from asbcareshelp@asbhawaii.com

• Click on the blue “Upload Documents” link in the email to be taken to the Online Portal where 
you can access your documents

• Once in the Online Portal, click the right arrow under the “Download Documents” tab (see 
below) to be able to view and download the documents sent to you

mailto:asbcareshelp@asbhawaii.com
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All Caught Up

• Once you have submitted all supplemental documentation, you have completed your application 
and you will see the following screen
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All Done

• Congratulations! An ASB Teammate will reach out to you if your application requires any 
additional information or supplemental documentation. Mahalo!


