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Overview
®

This document provides step-by-step instructions for completing the forgiveness section of the Union Bank
PPP (Paycheck Protection Program) Loan Portal.1,2,3 The following topics are included in this guide:
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1

Union Bank is an SBA lender facilitating the PPP program on behalf of the SBA. As a borrower, it is your obligation to understand and comply with
the eligibility requirements for the specified program. For the most recent details, visit SBA.gov and Treasury.gov.
2

Paycheck Protection Program loan forgiveness is not guaranteed and is subject to authorization by the SBA. As a borrower, it is your obligation to
understand and comply with the eligibility requirements for the specified program.

3

Union Bank does not provide tax, legal or accounting advice. The material presented is for informational purposes only, and is not intended to
provide, and should not be relied on for, tax, legal or accounting advice. You should consult your own tax, legal and accounting advisors before
engaging in any transaction.
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Requesting PPP Loan Forgiveness
•

Log in to the Union Bank PPP Loan Portal by visiting www.unionbank.com/ppp and click the Log In button. The
Welcome Back page will appear to enter your email and password associated with your loan or application.

•

After entering the last 4 of your TIN, a One-Time Passcode (OTP) will be emailed to you. You must enter the
OTP within 30 minutes, or the system will time you out.
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•

Once logged in, your dashboard will appear. To apply for Loan Forgiveness, select SBA PPP loans on the left
side of the screen. Select Get started in the Request loan forgiveness for an existing PPP loan box.

•

The Paycheck Protection Program Forgiveness Requests page will list all of your PPP loans. Select
Initiate Forgiveness on This Loan for the loan you are requesting forgiveness.
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•

•

An Overview page will display information about your business. This information will be used to confirm your
eligibility for SBA Form 3508, 3508EZ, or 3508S and calculate your covered period. Your PPP loan disbursement
date is the start date of your covered period. If the amount of your PPP Loan is $150,000 or less, you may qualify
for streamlined processing. Select "Yes" to use Form 3508S for streamlined forgiveness processing. Otherwise,
select "No" to use Form 3508 or 3508EZ. You will also need to determine your eligibility for FTE/salary reduction
exemption. Please read each question and answer yes or no.

The Confirm Your Forgiveness Form Selection page will appear. Please confirm your answers and the
application you are eligible for. For more information on forms 3508 and 3508EZ and their differences, see the
instruction boxes on the right.
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•

Next, you’ll need to provide your Forgiveness Request Details. Please download the Instructions and
Non-Payroll Worksheet from the links on the right to complete all the required fields. You will need to
upload the Non-Payroll Worksheet to complete your application. If eligible, you may be forgiven for nonpayroll expenses up to the value of the loan. Non-payroll expenses are capped at 40% of the total
forgiveness value. This is a view of the 3508EZ screen. The 3508S or 3508 screens may vary.

•

The next page displays your estimated forgiveness amount based on the information you entered in the
previous screen. Please review your initial estimated forgiveness amount and click Next to proceed.
Please note that if you’re eligible, your forgiveness amount may be for the lesser of i) estimated
forgiveness amount or ii) PPP loan amount or iii) payroll cost 60% requirement.
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•

On the Business Details page, please confirm if the information is correct or make any necessary corrections and
then click the Next button.

•

The next page will ask if any covered individuals(s) directly or indirectly hold a Controlling Interest(s) in the
company is a Government Official or is the Spouse of a Government Official. Please select Yes or No.
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•

Next is the Demographic Information Form. This form is optional, but helps us better understand our clients.

•

In the final stage, you can review all of the information to be submitted. To make any changes, click Edit to
navigate to the previous stage. If everything is correct, select Submit.
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•

The next screen will verify if your request was successfully submitted. You may now return to the
Dashboard.

• On the dashboard, document placeholders will appear under the To-Do List, prompting you to upload
any necessary documents. Please review the documentation checklist for a list of information that is
needed. To upload documents, select the drop-down arrow under Upload Documents and drag and
drop, or browse and select any relevant documents to place into the appropriate placeholders. Please
note that some placeholders may not be applicable to your application.
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Managing Documents
Changing and Uploading a Document
•

When your application is submitted, document placeholders will appear under the To-Do List on the dashboard,
prompting you to upload or reupload any necessary documents. To upload documents, select the drop-down
arrow under Upload Documents and drag and drop, or browse and select any relevant documents to place into
the appropriate placeholders. Documents are displayed with descriptions and information on acceptable
documents types.

•

If a document needs to be reuploaded during the same session that it was originally uploaded, select
Replace, and reupload the document. After you logout from a session you will be unable to replace a
document.

•

If any previously uploaded documents have been rejected, or if a new document needs to be uploaded, you
will receive an email notification instructing you to log in to the dashboard. These documents will also
appear under the To-Do List with detailed rejection reasons, allowing you to replace/provide new, correct
documentation.
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•

Once you’ve logged in, you will see the document updates in the placeholder with the rejection and reason. This is
where you will reupload a document.

•

When your application is submitted, if any documents are rejected, document placeholders will appear under
the To-Do List on the dashboard, prompting you to reupload any necessary documents. To upload
documents, select the drop-down arrow under Upload Documents and drag and drop, or browse and select
any relevant documents to place into the appropriate placeholders. To view previously uploaded documents,
use the toggle button at the bottom of the Upload Documents page.
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Status Tracking & Tasks
•

You can track the status of the application on the Dashboard page by going to the Status Tracking & Tasks box
on the right side of the page and selecting Click Here to Track.

•

You can view the status of your application by reviewing the Stage and “Lender Status” fields. These stages
will change as the application moves through the lender review process. Once the lender review is
complete, the “SBA Status” will no longer state “Pending receipt” and will update you on the status of the
application with the SBA.
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Loan Forgiveness Approval & DocuSign
•

If your Forgiveness application is approved, you will receive an email with a link to sign your approval document.
To sign the document, click Review Document. The status of your forgiveness will also appear when you log in to
the PPP loan portal.

•

A browser window to DocuSign will open. Mark the checkbox to agree to the use of electronic records and
signatures and select Continue.
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•

Fields requiring an initial or signature are highlighted. Once all fields are filled out, click Finish at the bottom of the
document or the upper right-hand corner of the screen.

•

A pop-up will appear, giving you the option to download, print, or create a DocuSign account. You have the
option to create or skip creating an account.
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•

Once complete, a window with the message You’re All Done! will display.

•

You will receive an email with a link to the Completed Documents once signatures are complete. Click on
the link to download and save a copy of your signed documents. For the security purposes, the email link will
expire in 30 days.

1

Union Bank is an SBA lender facilitating the PPP program on behalf of the SBA. As a borrower, it is your obligation to understand and comply with
the eligibility requirements for the specified program. For the most recent details, visit SBA.gov and Treasury.gov.
2

Paycheck Protection Program loan forgiveness is not guaranteed and is subject to authorization by the SBA. As a borrower, it is your obligation to
understand and comply with the eligibility requirements for the specified program.

3

Union Bank does not provide tax, legal or accounting advice. The material presented is for informational purposes only, and is not intended to
provide, and should not be relied on for, tax, legal or accounting advice. You should consult your own tax, legal and accounting advisors before
engaging in any transaction.
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