
SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Before you get started with your application, here are a few 
reminders:
• Have your Commerce Bank loan Promissory Note available to reference 

your loan number and account number.

• Gather all documentation to support how your loan proceeds were spent 
on payroll, utilities, mortgage interest and/or rent payments, or other 
eligible expenses, as applicable.

• For more information about the forgiveness process and documentation 
requirements, please watch the Commerce Bank SBA PPP Forgiveness: 
What to Expect and Best Practices Webinar.

• SBA guidelines require
• Form 3508S applicants to keep your employment/payroll 

documentation for four years and all other documentation for three 
years after your forgiveness application is submitted to the 
Commerce Bank

• Form 3508 or 3508EZ applicants to retain documentation relating to 
your PPP loan application and PPP forgiveness application for six 
years after the date the loan is forgiven or repaid in full

• Commerce’s Portal will not be available after the SBA approves your 
forgiveness application, so make sure you keep your own records of 
all your documentation.

• You can use any computer or mobile device to complete your application. 
If you use a mobile device, we recommend viewing the application in 
landscape mode.

• To have the best experience with the portal, use the Google Chrome
browser. Other browsers such as Apple Safari 10 or later on macOS and 
the latest version of Microsoft Edge when using Microsoft Windows 10 are 
also supported. The portal is not compatible with Internet Explorer.
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Click on the corresponding topic below to navigate to that section.
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• When you log in to the system for the first time, you will be prompted to create your 
password. You will use these credentials every time you log in.

NOTE: Please use the same log in credentials used for your loan origination to apply 
for forgiveness of the corresponding loan.

• If you forget your password, click the Forgot Password link, enter your email 
address, and we will send you an email with a link to create a new password.

• You will receive an email invitation to apply for PPP forgiveness from 
Commercial.Business@commercebank.com.

• Click the link in the email to begin your application. You do not have to complete the 
application in one attempt – you will have the option to save and return later at any 
time.

Logging in to the Portal

• Follow the link in your email to create a new password. 

5.17.21 V113



SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Updating Your Profile 

• From your dashboard view, you can also make changes to your profile by clicking on 
your name in the upper right-hand corner of the screen.

• Use the dropdown menu and select Profile if you need to make changes.

• Your name and email address will be pre-loaded. Make the changes and click 
update to save.
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• This is what you will see when you first log in. From this screen, you’ll have the ability 
to begin your forgiveness application, see a list of documents to submit, correspond 
with your application processor, and view the status of your forgiveness application.  

• When you're ready, you'll select SBA PPP to get started. You’ll come 
back to the Dashboard later to upload your documentation.

• After you submit your application, you’ll 
be able to check the status of your 
Forgiveness Application here.

• Check out the Forgiveness 
Resources to find answers 
to most of your questions 
about PPP Forgiveness. 

• After you submit your application, you’ll be able to 
use the Message Center to correspond with your 
application processor. You’ll get an email 
notification to let you know when you have a new 
message. 

Dashboard View
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Starting your Forgiveness Application

• Find the First or Second Draw Forgiveness Application and click the 
Apply button to begin your application. 

• You will be able to Save and come back later without losing your 
progress at any point.  

• As you proceed through the application, you’ll always see the 
Navigation Panel on the left-hand side of your screen. This shows 
which sections of the application are complete and which sections 
are remaining.

• At any time, you can click the corresponding link in the Navigation 
Panel to return to a section you have already completed.

• Select SBA PPP to get started. You’ll come back to the 
Dashboard later to upload your documentation. 

5.17.21 V116



SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Your Business

Primary Contact Information

• Select the business for which you 
wish to submit a loan forgiveness 
application by clicking Apply With 
This Business.

• If you received a PPP loan for more 
than one business, you would 
complete a forgiveness 
application for each business.

• Your name and contact details will already be loaded. You will need to enter a Primary 
Contact Phone Number and select Mobile or Business as the type. 

• Click these bubbles at any 
time for more information

• If any of the pre-loaded 
information is incorrect, 
exit the Portal and contact 
your Commerce Bank 
representative.  
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Borrower Validation
• Enter the loan and account number from your Promissory Note. You would have 

received your Promissory Note via email or at loan closing during the loan origination 
process.
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• Double check the business legal name to make sure you are 
completing the correct application.

• Click the box to verify that you are an authorized representative 
of the borrowing business. If you are not an authorized 
representative, please exit the portal and contact your 
Commerce Bank representative.

• Select Yes or No from the dropdown regarding viewing of the 
Commerce’s SBA PPP Forgiveness webinar.
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Business Connection

• On this screen, tell us how you, the person completing the application, are connected 
to the business. Enter Owner or Authorized Representative in the Role field and 
provide your Official Title.
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Covered Period
• Prior to selecting your application type, you will enter your preferred covered period. The 

period must be a minimum of 8 weeks (56 days) and a maximum of 24 weeks (168 
days).

• Your Covered Period Begin Date will be pre-populated in the system. Enter your Covered 
Period End Date and click Next.
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• Advance to the next slide for 3508S instructions.

• If your loan amount is greater than $150,000 or you do not qualify to use the 3508S, 
navigate to the Application Type instructions to determine whether you will use the 
3508EZ or the 3508 Long Form.
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3508S Form
• If your loan amount was $150,000 or less and you meet the eligibility requirements, 

you can select that you would like to use the simplified SBA Form 3508S. This form 
requires fewer calculations and less documentation.

Form 3508S Eligibility
• Eligible borrowers with loan amounts $150,000 or less can elect to use the 3508S 

Form. To proceed with the 3508S form, select Yes and click Next.
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https://www.sba.gov/sites/default/files/2021-02/PPP%20--%20Forgiveness%20Application%20and%20Instructions%20--%203508S%20%281.19.2021%29-508.pdf
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3508S Form
3508S Details
• On the 3508S Details screen, the PPP Loan Amount and Funding Date section and the 

NAICS code field will be pre-populated.

5.17.21 V1112

Full-time Equivalent 
Employee Details – Enter 
your Number of Employees 
at Loan Application and at 
Forgiveness Application.

Forgiveness Amount and 
Payroll Cost – If you would 
like your full loan amount 
forgiven, Select No and 
enter the amount of loan 
spent on payroll costs. To 
qualify for full forgiveness, 
60% or more of your loan 
should have been spent on 
payroll.

If any of the pre-populated 
information is incorrect, 
contact your Commerce 
Bank representative.

Select Yes or No for 
question, “Has Borrower 
(together with affiliates, if 
applicable) received First 
Draw PPP loans of $2 
million or more or Second 
Draw PPP loans of $2 
million or more?”



SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

3508S Form
3508S Details
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Forgiveness Amount and Payroll Cost – If you would like to apply to have less than your full 
loan amount forgiven, Select Yes.

• Enter your Requested Loan Forgiveness Amount and your Amount of loan spent on 
payroll costs. To qualify for full forgiveness of your requested amount, 60% or more of 
your Requested Loan Forgiveness Amount should have been spent on payroll.
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3508S Form
SECOND DRAW ONLY – 3508S Reduction in Gross Receipts
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• A program requirement for borrowers using the 3508S Forgiveness Application form is 
providing a proof of reduction in gross receipts of 25% or more.

• If you entered the reduction in gross receipts information at origination you will see a 
summary of your entries with a calculated percent change in gross receipts. (See 
example below)

• If you did NOT supply this information at loan origination and the answer to question one 
is No, you will need to supply the information and documentation to qualify for 
forgiveness.
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3508S Form

Certifications for 3508S
• These are the certifications required by the SBA in order to receive loan forgiveness. 
• Before your application is submitted to the SBA, it will go through Commerce Bank’s 

review process. You must upload the required supporting documentation to the 
portal after you finish the application. 

• Make sure to review the certifications carefully, as there could be legal penalties for 
false statements. 

• If you aren’t able to check all of the boxes, contact your Commerce Bank 
representative to discuss next steps.

• Upon review, if you are able to make the representations and certifications, check all 
the boxes and click Next. 
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• Click here to advance to the Optional Demographic Information section of this 
reference guide. 
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Application Type – 3508EZ Eligibility
• You can apply for forgiveness using the 3508EZ if you are not eligible to use the 

3508S and you can answer Yes to at least one of the two questions below.

• If you can answer Yes to at least one of these two questions, a question will appear 
asking if you would like to use the 3508EZ to apply for forgiveness. To proceed with 
the 3508EZ, select Yes and click Next.

• If your answer to both questions is No, click here to proceed to the 3508 Long Form
instructions.
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3508EZ Form
• Reference SBA Form 3508EZ and Instructions to assist you in completing the following 

sections. 

• Payroll, Headcount, and Compensation to Owners – Complete all sections. You won’t be 
able to leave any fields blank, so enter zeros if needed. Please refer to SBA guidance in 
the boxes to the right of the data entry fields.

This number is not included as part of 
the loan forgiveness and FTE reduction 
calculations in the PPP loan 
forgiveness application, but it is a 
required field to complete to submit 
your application.
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This section will be pre-populated from 
your entries on previous screens.

https://www.sba.gov/document/sba-form-3508ez-paycheck-protection-program-ez-loan-forgiveness-application
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3508EZ Form
• Eligible Mortgage & Rent/Lease Expenses – If you used PPP funds for eligible mortgage 

and rent/leases expenses and answer Yes, additional questions will appear to gather 
supporting details. Please refer to SBA guidance in the boxes to the right of the data entry 
fields.
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3508EZ Form
Eligible Utility Costs - If you used PPP funds for eligible utility expenses and answer Yes, 
additional questions will appear to gather supporting details. Please refer to SBA guidance 
in the boxes to the right of the data entry fields.
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3508EZ: Additional Forgiveness Detail
• All forgiveness application forms require that you, the borrower together with 

affiliates, confirm if you received PPP loans of $2 million or more. Select Yes or No.
• All other fields, including NAICS code, should be pre-populated. If there is a 

discrepancy in one of these fields, contact your Commerce Bank representative.
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3508EZ Form
Eligible Non-Payroll Costs - If you used PPP funds for eligible non-payroll expenses, enter 
those expenses here. Complete all sections. You won’t be able to leave any fields blank, so 
enter zeros if needed. Please refer to SBA guidance in the boxes to the right of the data 
entry fields.

SBA PPP Loan Forgiveness: Quick Reference Guide
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3508EZ – Estimated Forgiveness Amount
• This is a summary of the information you provided about how you used your loan 

proceeds, including your estimated loan forgiveness amount.
• We recommend you print this screen for your records.

SBA PPP Loan Forgiveness: Quick Reference Guide
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• If you need to make any changes to the information you entered, you can 
return to the previous sections by clicking through the Navigation Panel on 
the left-hand side of your screen.

• Make sure to verify that everything is correct before clicking Next to advance.
• Click here to advance to the Optional Demographic Information section of 

this reference guide. 
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3508 Long Form
• If you don’t qualify for the 3058S or 3508EZ Forms or elected not to use them, you should 

complete the 3508 Long Form. Reference SBA Form 3508 and Instructions to assist you in 
completing the following sections. Use the 3508 Schedule A Worksheet and Schedule A to 
assist you in completing the following sections.

• Payroll and Compensation to Owners – Complete all sections. You won’t be able to leave 
any fields blank, so enter zeros if needed. 
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This section will be 
pre-populated from 
your entries on 
previous screens.

https://www.sba.gov/document/sba-form-3508-paycheck-protection-program-loan-forgiveness-application
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3508 Long Form
• Headcount Details – If you answered yes to the questions about reducing headcount, you 

must answer additional questions regarding qualifications for Safe Harbor. Refer to SBA 
guidance on Safe Harbor in the boxes to the right of the data entry fields.

• Salary Details – If you answered Yes to the question about reducing salaries, you must 
answer additional questions regarding qualifications for Safe Harbor. Refer to SBA 
guidance on Safe Harbor in the boxes to the right of the data entry fields.

This number is not 
included as part of 
the loan 
forgiveness and 
FTE reduction 
calculations in the 
PPP loan 
forgiveness 
application, but it is 
a required field to 
complete to 
submit your 
application.
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3508 Long Form
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• Eligible Mortgage & Rent/Lease Expenses – If you used PPP funds for eligible mortgage & 
rent/leases expenses and answer Yes, additional questions will appear to gather 
supporting details. Please refer to SBA guidance in the boxes to the right of the data entry 
fields.



• Eligible Utility Costs - If you used PPP funds for eligible utility expenses and answer Yes, 
additional questions will appear to gather supporting details. Please refer to SBA 
guidance in the boxes to the right of the data entry fields.

SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 
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3508 Long Form
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3508 Long Form: Additional Forgiveness Detail
• All forgiveness application forms require that you, the borrower together with 

affiliates, confirm if you received PPP loans of $2 million or more. Select Yes or No.
• All other fields, including NAICS code, should be pre-populated. If there is a 

discrepancy in one of these fields, contact your Commerce Bank representative.
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3508 Long Form
Eligible Non-Payroll Costs - If you used PPP funds for eligible non-payroll expenses, enter 
those expenses here. Complete all sections. You won’t be able to leave any fields blank, so 
enter zeros if needed. Please refer to SBA guidance in the boxes to the right of the data 
entry fields.

SBA PPP Loan Forgiveness: Quick Reference Guide
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3508 Long Form – Estimated Forgiveness Amount
• This is a summary of the information you provided about how you used your loan 

proceeds, including your estimated loan forgiveness amount.
• We recommend you print this screen for your records.

SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 
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• If you need to make any changes to the information you entered, you can 
return to the previous sections by clicking through the Navigation Panel on 
the left-hand side of your screen.

• Make sure to verify that everything is correct before clicking Next to advance 
to review your Schedule A.
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3508 Long Form – Schedule A Review
• This section is your full Schedule A. Review it carefully as this will be included as part 

of your official application to the SBA for loan forgiveness. 
• If there are any errors, use the Navigation Panel to return to a previous section and 

correct your entries.
• We recommend you print this screen for your records.
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Certifications – 3508EZ and 3508 Long Form
• These are the certifications required by the SBA in order to submit a loan forgiveness 

application. 
• Before your application is submitted to the SBA, it will go through Commerce Bank’s 

review process. You must upload the required supporting documentation to the 
portal after you finish the application.

• Make sure to review the certifications carefully, as there could be legal penalties for 
false statements. If you are not able to check all of the boxes, contact your 
Commerce Bank representative to discuss next steps.

• Upon review, if you can make the representations and certifications, check all the 
boxes and click Next.
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EZ Form Certifications - 3508EZ Form Only
• If you completed the 3508EZ form, you must answer Yes to at least ONE of the two 

items to certify to your eligibility to use the EZ form.
• If you are unable to answer Yes to ONE of these items, please go back and complete 

the 3508 Long Form application.
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Electronic Signature

Optional Demographic Information

• This is the electronic signature page for your application submission through the portal. By 
entering your name, you are verifying the contents of your Loan Forgiveness application are 
accurate. Once your application has been reviewed by Commerce, you will receive 
additional instructions for e-signing the application form for submission to the SBA.

• This section is optional.
• Enter the demographic information of the PPP Borrower’s Principal by selecting from the 

drop-down menus. 
• If there are multiple Borrower’s Principals for whom you’d like to submit optional 

demographic information, you can complete page 5 of this form and upload it through the 
Optional Placeholders Dashboard.
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https://www.sba.gov/sites/default/files/2020-06/PPP%20Loan%20Forgiveness%20Application%20%28Revised%206.16.2020%29-fillable_0-508.pdf
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Final Review Prior to Submitting
• This is your last opportunity to review the information provided before submitting your 

application to Commerce to begin the review process and subsequent submission to the 
SBA.

• Check all of the information and verify accuracy. If an error is found after your submission, 
the bank may reopen the application for your review and correction, however when the 
application is reopened, some of the original data related to this application may not be 
retained and will need to be reentered.

• If you see an error, use the edit button to navigate to the original entry and make your 
correction.

• If all the information is correct, scroll down to the bottom and click Submit Application.

• This edit 
button will 
take you 
back to 
correct 
any errors.
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Inputs Submitted – What Comes Next?
• Once you complete and submit your inputs, you will see the following confirmation.

• Borrowers using the 3508S Form are not required to upload supporting documentation, but 
optional placeholders are available should you choose to submit documentation such as 
additional Optional Demographic information or the 3508D. Your application is ready for 
review by the Commerce team.

• For Borrowers using the 3508EZ or Full Form, return to your Dashboard to upload your 
supporting documents to the document placeholders created based upon your 
application inputs. Your application is not fully complete and available for review by the 
Commerce team until you upload your supporting documentation.
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Supporting Documentation – Document Upload
• Borrowers using the 3508S Form are not required to upload supporting documentation, , 

but optional placeholders are available should you choose to submit documentation 
such as additional Optional Demographic information or the 3508D. You should retain all 
employment documentation for four years and all other documentation for three years 
after your loan forgiveness application is submitted to Commerce Bank.

• For Borrowers using the 3508EZ or Full Form, return to your Dashboard to upload your 
required supporting documents to the document placeholders created based upon your 
application inputs. You’ll now see Upload Documents in your to-do list. 

• The following types of documents can be uploaded: PDF, PNG, JPEG, DOCX, DOC, or XLSX.   
ZIP files cannot be uploaded.

• Note: Once you upload documentation to all non-optional placeholders, your application 
is considered complete and will be queued up for Commerce to begin our review.

• Click here to drag your file 
and drop into the Portal or 
select Browse to find your file 
in your library and upload.

• The required supporting 
documents will be listed for 
you.
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Supporting Documentation – Documentation Request
• Once Commerce begins reviewing your application, we may reach out for additional 

information or clarification. 
• If you receive an email requesting an additional or revised document, follow the link in the 

email to log back into the portal.
• Once in the portal choose Upload Documents.

• You’ll see a notification and description for the document that needs to be replaced.
• Upload the replacement document. 

• If you receive an email notifying you there are questions about your application, 
log into the portal and navigate to the Message Center on your dashboard.

• Review any messages from your application processor and submit your response.
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Reopening Your Application
• If you need to make a correction in your forgiveness calculation or data inputs after 

submitting your application, your application reviewer may contact you through the 
message center to reopen your application.

• Important:  If your loan is currently under review for bank approval or pending SBA 
review, messages may not be submitted. Contact your Commerce Bank 
representative if the message center is unavailable.

• Once the Reviewer has reopened your application, click on SBA PPP on the left side of 
the dashboard screen as if you are creating a new application request.
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Reopening Your Application
• Click Apply next to Paycheck Protection Program Forgiveness. 

• Proceed through the application by clicking Next through the various sections of the 
application. The personal identifiers/certifications and business loan information will not 
be pre-filled, but the other forgiveness application data you previously entered (payroll 
costs, covered period, etc.) will pre-fill.

• Make any necessary changes as you proceed through the application. Once you reach 
the final review screen, click Submit to re-submit your application.

• Once the application is resubmitted, the following will appear outlining next steps in your 
application process.
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Next Steps

Need Help? 

• Once you have uploaded your documents, you can login to view the status of your 
application, view messages from Commerce, and complete any next steps as 
needed. You will receive an email alerting you to any new messages or tasks.

• After your forgiveness application is reviewed by Commerce, you will receive a 
message with additional requests and instructions, including providing your 
electronic signature via OneSpan for submission to the SBA.

• If you have another business you need to submit a forgiveness application for, click 
on the SBA PPP tab on the left-hand side of your dashboard to start a new 
application.

• For questions about Commerce Bank’s SBA PPP Forgiveness Customer Portal, contact 
Customer Support at 833-304-0350. Representatives will be available Monday-
Friday 8am-5pm CDT.

• For questions about information preloaded into the Portal, contact your Commerce 
Bank representative directly.

• For specific inquiries about your forgiveness application, use the Message Center in 
the Portal or contact your Commerce Bank representative.
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Electronically Signing Your Application
• All contacts in your application will receive an email from OneSpan Sign

signers@esignlive.com.
• The primary contact will get an email notification that Commerce has added them 

as a Signer.

• All other application contacts will get an email notifying them that Commerce has 
added them as a Reviewer. Reviewers can click the Go to Documents button to 
view the documents but will not be responsible for signing.
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Electronically Signing Your Application
• The link will open in your default web browser on your PC and take you to the Electronic 

Disclosure and Signature Consent.  
• Please read the Electronic Disclosure and Signature Consent form.
• After reading carefully, please scroll to the bottom and click Accept
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Electronically Signing Your Application
• After reviewing and accepting the Electronic Disclosure and Signature Consent form 

you will be taken your documents to complete the signature process.

• Review the application for accuracy and completion. 
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SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Electronically Signing Your Application
• After verifying the information in the document please click the yellow Click to Sign

box to electronically sign the document.

• Click OK to confirm your signature and complete the signature process. 
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User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Electronically Signing Your Application
• After signing click Exit to log out of the signing portal.
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User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Electronically Signing Your Application
• After Signing is complete you will receive an email with a purple button Download 

Completed Documents.  You will have 15 days to download the documents.

• Once you get to the download page click Download All Files and the Electronic 
Disclosure and Signature Consent form and the Signed Application will be 
downloaded in a Zip file to your local PC.  
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User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Resetting Your Password in the Customer Portal
1. Clear your browser cache and cookies.  For instructions, advance to the next page.
2. Launch the PPP Forgiveness Portal in Chrome:  https://commercebanksba-

community.force.com/
3. Click Forgot Password?

4. Enter your Email address. 
5. Click Reset Password.
(Continued on next slide)  

3

4

5

6. Open the password reset email and click the Reset your password button or copy 
the link provided.
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SBA PPP Loan Forgiveness: Quick Reference Guide
User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Resetting your Password in the Customer Portal
7. Type a new password that meets the guidelines listed on the screen.
8. Re-type the password. 
9. Click Login and your Dashboard page will launch.

7

8
9
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User guide for Commerce Bank’s SBA PPP Loan Forgiveness Application Customer Portal. 

Clearing your Browser Cache and Cookies
1. On your computer, open Chrome.
2. At the top right, click 

3. Click More tools and then Clear browsing data.
4. Select a Time range. To delete everything, select All time.
5. Check the boxes next to Cookies and other site data and Cached images and files.
6. Click Clear data.
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