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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 numlber 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.

7\ X *
. 5.17.21 V11 |“=j) Commerce Bank

Member FDIC


https://www.commercebank.com/PPPForgivenessVideo
https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en

PT \ X

8% Commerce Bank’

SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portal.

Customer Portal User Guide Table of Contents
Click on the corresponding topic below to navigate to that section.

« Logging Into the Portal

« Updating your Profile

« Dashboard View

« Starting your Forgiveness Application

e Personal Information

« Borrower Validation

« Business Connection

« Covered Period

« 3508S Form

« Application Type — 3508EZ Eligibility

« 35b08EZ Form

« 3508 Long Form

. Certifications (3508 Long Form/3508E7)

. EZ Form Certifications (3508EZ Form Only)
« Optional Demographic Information

« Final Review Prior to Submitting

* Inputs Submitted — What Comes Next?

 Supporting Documentation

« Reopening your Application

 Next Steps after Completing Application

« Electronically Signing Your Application

* Resetting your Customer Portal Password
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portal.

Logging in to the Portal

 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. Create a

oo

« 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.

Forgot your password?
We'll send you an email with a link to reset it. Forgot your password?

We'll send you an email with a link to reset it.

An email is on the way

We just sent a password reset email to the emall you provided. A link will be included
to set your new password

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

Welcome to your dashboard 0 Apolicant Hame
" TO-DO LIST YOUR PRODUCTS
‘ Upload Documents 1 3 n SBA T(a) - Paycheck ... ?
E Incomplete Applications >

HSBA 7la) - Paycheck ... *

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

e 2 pplicant Hame

Log Cut

+ Your name and email address will be pre-loaded. Make the changes and click
update to save.

Update Profile Info
Regional Settings:

Your Info: Selact Date, Time, and Number Format
English (United States) v
Last
I Enter Current Password:
hange Your Ema
- = Please confirm your password to save your changes.
fierr: Email Address:
|
ional Settings: Change Password
P \X
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portal.

Dashboard View

+ 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 subbmit, correspond
with your application processor, and view the status of your forgiveness application.

. . . , SBA 7(a) - Paycheck Protection Program v
+ After you submit your application, youll o £ H

be able to check the status of your ————» (R =i o sisem
Forgiveness Application here.

usD usb
Loan Amount Loan Amount Forglven
2R, Al , X
Y ’ Welcome to your dashboard
8% Commerce Bank '/elcome toyourdashboarc
I Dashboard
\/ {4
SBA PPP
.
. Up o >
- Ap >

« When youre ready, you'l select SBA PPP to get started. You'll come
back to the Dashboard later to upload your documentation.

0 IMessage Center

Forgiveness Resources
Tick hane ir mesage us dieddy of 10 opan o messges.

. SBA PPP Forgiveness FAQs « After you submit your application, you'll be able to
 Commerce Forgiveness Webinar FAQs use the Message Center to correspond with your
- SBA PPP FAQ for Lenders and Borrowers

application processor. Youll get an email
notification to let you know when you have a new
+ Check out the Forgiveness message.
Resources to find answers
to most of your questions
about PPP Forgiveness.
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portal.

Starting your Forgiveness Application

‘.‘\\ * Welcome to volir dashboard
.‘==! cOmmerce Ba"l&ﬂk Welcome 18] you .i.i,,}lf..n,,

I Dashboard

SBA PPP

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

Forgiveness Application - First Draw Apply
orgiveness Application - Second Draw Apply

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

THE PROCESS

APPLICATION

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

PERSONAL INFO

MNext

YOUR BUSINESS
Save and come back later

BORROWER VALIDATION

« As you proceed through the application, youll 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.

BUSINESS INFO

BUSINESS CONNECTION « At any time, you can click the corresponding link in the Navigation
Panel to return to a section you have already completed.
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Primary Contact Information

« 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

Tell us about yourself

We will use this information to contact you if we have questions during the application process.

Legal First Mame
« If any of the pre-loaded
information is incorrect,

Legal Last Mame

| © exit the Portal and contact
Primary Contact Number your Commerce BCIﬂk
| © representative.
Mobille [ Business
Business -
Emall Address
Save and come back later
Your Business
Q + Select the business for which you
. wish to submit a loan forgiveness
fourBusiness application by clicking Apply With
Which business is this forgiveness application related to? ThIS BUS|neSS
Hannah Baker Edit .
ﬁ * If you received a PPP loan for more
than one business, you would

complete a forgiveness
application for each business.

Apply With This Business
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.
PROMISSORY NOTE /

THE PROCESS

Principal Loan Date Maturity " Loan No Call / Coll Account Officer | Initials
. APPLICATIOM 04-20-2020 [04-20-2022 9001 982 / 0004 1234567 30781

References in the boxes above are for Lender’s use only and do not limit the applicability of this document to any particular loan or item

Any item above containing " * * *" has been omitted due to text length limitations.

@ resonamro » Double check the business legal name to make sure you are

completing the correct application.

P roumemes « Click the box to verify that you are an authorized representative
of the borrowing business. If you are not an authorized

@ orouERuLDATION representative, please exit the portal and contact your

Commerce Bank representative.

BUSINESS CONMECTION

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

COVERED PERIOD Q

Verify the Borrower Information
FORM 35085 ELIGIBILITY
Please provide the information requested in the editable fields below in arder to advance to loan forgiveness application. Do not include dashes or
spaces when entering.

FORM 35085 DETAILS Business Legal Name ("Borrower”)
Promissory Note Loan Mumber
CERTIFICATIOMNS 35085 I o

Promissory Mote Account Number

I've vlewed Commerce's SBA PPP Forglveness: What to Expact & Best Practices weblnar. If not, please access the link In the help tlle on the right. This
Is optional when using the 35085 application, but strongly encouraged for the full 3508

OPTIONAL DEMOGRAPHIC INFORMATION

a
bl

E-COMNSEMNT
1 attest that I am the Authorized Representative for this borrowing business.
REVIEW & SUIBMIT
Sawve and come back later

MNEXT STEPS
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

ell us how e connecte > business
Tell us how you are connected to the busines

We need to know a bit about the person representing the business.

Role

Authorized Representative Q I
Official Title

CFO I

MNext

Save and come back later

Notice Regarding Authorized Representatives

This application for an SBA Paycheck Protection Program loan must be completed, certified and
signed by an Authorized Representative of the Applicant.

An Authorized Representative is a person who has the power and authority to apply for and
sign the PPP loan application and other document(s) required for PPP loan on behalf of the
borrower; and who is authorized to sign and to make certifications for and on behalf of the

barrower and on behalf of each owner of 20% or more of the borrower’s equity.

9 5.17.21 V11
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Covered Period

+ Prior to selecting your application type, you will enter your preferred covered period. The
periog;l 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.

Let's look at your Covered Period

The Payroll & Benefit Costs are based on the covered period. The Covered Period begins on the date the loan was
originally disbursed. It ends on a date selected by you, the Borrower, that is at least 8 weeks following the date of loan
disbursement and not more than 24 weeks after the date of loan disbursement.

Covered Period Begin Date

Covered Perlod Bagin Date based on the PPF loan disbursement date

Please enter your Covered Perlod End Date. Per the updated forms, this date Is at least 8 weeks followlng the date of
loan disbursement and not more than 24 weeks after the date of loan disbursement.
a|

Save and come back later

« 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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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

THE PROCESS

@ :~rrucaTion

@ FERsONALINFO

Let's determine if you are eligible to use form 35085
The Economic Aid Act requires a simplified forgiveness application for loans of not more than $130,000. On January

@ vouRBUSINESS 19th, 2021, the SBA announced that a Borrower may use an amended version of Form 33085 for PPP loans of not
more than $150,000. Each PPP loan must have its cwn loan forgiveness application form

@  EORROWIER VALIDATION PEP Loan Amount and Funding Date

Paycheck Protectlon Loan Amount
@  BUSINESS CONNECTION

Date that the funds of your PPP loan were disbursed

‘ COVERED PERIOD
Covered Perlod End Date
' FORM 35085 ELIGIBILITY
You are eligible to use the 35085 form. While you could elect to use the full 3508 form, we
FORM 35085 DETAILS ctrmmals roee S, e de e EETIEE oo T e E o ted by the S + oroa
strongly recommend that you use the form 35085 as it was created by the SBA to greatly
simplify the forgiveness process.
CERTIFICATIONS 35085 Would you Ilke to use form 350857

Yos o Mo

OPTIONAL DEMOGRAPHIC INFORMATION

Save and come back later
E-CONSENT

REVIEW & SUBMIT
MNEXT STEPS
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

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

Select Yes or No for
uestion, ‘Has Borrower
together with aoffiliates, if

applicable) received First

Draw PPP loans of $2

million or more or Second

Draw PPP loans of $2

million or more?”

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.

12

Form 35085 Forgiveness Details

Lets gather the data that will be used to create the SBA’s PPP 3508 Forglveness Applicatlon
FPP Loan Amount and Funding Date

Paycheck Protection Loan &mount

Date that the funds of your PPP loan were disbursed {Covered Perlod Start Date)

Covered Perlod End Date

Has Borrower (together with affiliates, if applicable) received First Draw PPP loans of 52 million or more or

Second Draw PPP loans of $2 million ar more?
First or Second Draw loan amount of 52M or more?

Yes Mo

Additional information

MNAICS Code

Q
Full-time Equivalent Employee Details
Mumber of Employees at Loan Application
# of Emplayees at Forgl .Y
h | PPP loan amoun t?
Yes Mo
Amount of loan spent on payroll costs
usD I

Save and come back later
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

3508S Form
3508S Details

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.

Forgiveness Amount and Payroll Cost
Is the requested loan forglveness amount less than the full PPP loan amount?
Yoz w Mo

Enter the Requested Loan Forghveness Amount

usD I
Amount of loan spent on payroll costs

usD I

Save and come back laker
P7 \ X
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

3508S Form
SECOND DRAW ONLY — 3508S Reduction in Gross Receipts

+ 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.

Reduction in Gross Receipts details for your Draw 2 Paycheck Protection Program Loan

PPP 2.0 Rev Reductlon Provided In Orlg

Reduction in Gross Receipts
Please enter the Reduction In Gross Recelpts detalls related to your PPP Draw 2 loan below. If you have not done so already as part of the loan
originatlon request, you will be required to submit supporting documentatlon as part of this forglveness application.

Reference Quarter

Gross Recelpts Reference Quarter
Quarter 2020

Gross Recelpts 2020

Change In Gross Recelpts

Reduction of Gross Receipts Documentation

Please select "Yes" to confirm that you have submitted or will submit, as part of the forglveness applcation process, the documenatlon supporting the
25% reductlon In gross recelpts

‘e Mo

Save and come back later

l‘\\\

tm% Commerce Bank
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

3508S Form

Certifications for 35085

« 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 arent 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.

©

Certifications

The Borrower's eligibility for loan forgiveness will be evaluated in accordance with the PPP regulations and guidance issued by SBA through the date of this
application. SBA may direct a lender to disapprove the Borrower's loan forgiveness application if SBA determines that the Borrower was ineligible for the PPP
loan.

The Borrower has complied with all requirements in the Paycheck Protection Program Rules (Sections 7(a)(36), (7)(a)(37), and 7A of
the Small Business Act, the PPP interim final rules, and guidance issued by SBA through the date of this application), including the rules
related to: - eligible uses of PPP loan proceeds; - the amount of PPP loan proceeds that must be used for payroll costs; « the calculation
and documentation of the Borrower's revenue reduction (if applicable); and - the calculation of the Borrower’s Requested Loan
Forgiveness Amount. Information regarding these requirements may be found in the Form 35085 Instructions and the Paycheck
Protection Program Rules.

The information provided in this application is true and correct in all material respects. I understand that knowingly making a false
statement to obtain forgiveness of an SBA-guaranteed loan is punishable under the law, including 18 U.S.C. 1001 and 3571 by
imprisonment of not more than five years and/or a fine of up to $250,000; under 15 U.S.C. 645 by imprisonment of not more than two
years and/or a fine of not more than $5,000; and, if submitted to a Federally insured institution, under 18 U.S.C. 1014 by
imprisonment of not more than thirty years and/or a fine of not more than $1,000,000

The Borrower must retain all records necessary to prove compliance with Paycheck Protection Program Rules for four years for
employment records and for three years for all other records. SBA may request additional information for the purposes of evaluating
the Borrower's eligibility for the PPP loan and for loan forgiveness, and the Borrower's failure to provide information requested by SBA
may result in a determinatien that the Borrower was ineligible for the PPP loan or in a denial of the Borrower's loan forgiveness
application. The Borrower's eligibility for loan forgiveness will be evaluated in accordance with the Paycheck Protection Program Rules.
SBA may direct a lender to disapprove the Borrower's loan forgiveness application if SBA determines that the Borrower was ineligible
for the PPP loan

Save and come back later

« Click here to advance to the Optional Demographic Information section of this
reference guide.

Member FDIC
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Determining Your Application Type

You can apply for forgiveness using the SBA Form 3508EZ if your PPP loan amount is more than $150,000 and you can answer yes to at least one of the
two questions below. Please review the guidance provided on this page and answer each question to determine if you are eligible to use this form.

Qualification Option 1

The Borrower did not reduce annual salary or hourly wages of any employee by more than 25 percent during the Covered Period compared to the most recent
full quarter before the Covered Period. (For purposes of this statement, “employees” means only those employees that did not receive, during any single period
during 2019, wages or salary at an annualized rate of pay in an amount more than $100,000.) AND The Borrower did not reduce the number of employees or the
average paid hours of employees between January 1, 2020 and the end of the Covered Period. Ignore reductions that arcse from an inability to rehire individuals
who were employees on February 15, 2020 if the Borrower was unable to hire similarly qualified employees for unfilled positions on or before December 31,
2020 (or, for a PPP loan made after December 27, 2020, the last day of the Covered Period). Also ignore reductions in an employee’s hours that the Borrower
offered to restore and the employee refused. See 85 FR 33004, 33007 (June 1, 2020) for more details.

Do you meet the criteria for Qualification Option 1 above?

Yes MNo

Qualification Option 2

The Borrower did not reduce annual salary or hourly wages of any employee by more than 25 percent during the Covered Period compared to the most recent
full quarter before the Covered Period. (For purposes of this statement, “employees” means only those employees that did not receive, during any single period
during 2019, wages or salary at an annualized rate of pay in an amount more than $100,000,); AND The Borrower was unable to operate during the Covered
Pericd at the same level of business activity as before February 15, 2020, due to compliance with requirements established or guidance issued between March 1,
2020 and December 31, 2020 (or, for a PPP loan made after December 27, 2020, requirements established or guidance issued between March 1, 2020 and the
ast day of the Coverad Period) by the Secretary of Health and Human Services, the Director of the Centers for Disease Control and Prevention, or the
Occupational Safety and Health Administration, related to the maintenance of standards of sanitation, social distancing, or any other work or customer safety

requirement related to COVID-19.

Do you meet the criteria for Qualification Option 2 above?

Yes No «

+ 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.

Based on your response above, you are eligible to use the 3508EZ form.

Would you like to use Form 3508EZ to submit your PPP Loan Forgiveness Application?

Yes o MNo

NY
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Let's gather information about your payroll costs

Payroll costs should apply to your selected covered period.

PPP Loan Amount Eligible payroll costs
The total amount of cash compensation eligible for forgiveness may not exceed an annual salary of
5100,000, as prorated for the Covered Period.

Enter total eligible cash compensation paid to

Covered Period Summary
employees during the Covered Period:

USD I [ )

Covered Period Begin Date based on the PPP loan disbursement date

Enter the total amount paid for employer contributions for employee insurance:

Covered Period End Date usD I

Enter the total amount paid by Borrower for employer contributions to employee retirement plans:

This section will be pre-populated from — **° |

your entrles on preVIOUS screens. Enter the total amount paid by Borrower for employer state and local taxes assessed on employee

compensation:

UsD I

Full-Time Equivalent Employees (FTE) Details

. . ) Employees at time of loan application

Lompensation to Owners

Enter any amounts paid to owners (owner-employees (with an ownership stake of 5% or more), a self-employed I o
individual, or general partners). For each individual owner in total across all businesses, this amount is capped at

(a) 520,833 (the 2.5-month equivalent of $100,000 per year), or (b} the 2.5-month equivalent of the individual's

applicable compensation in the year that was used to calculate the loan amount (2019 or 2020), whichever is Enter the employees at time of forgiveness application:

lower. I

Compensation to Owners

usD | This number is not included as part of
Enter the total number of individuals who received the IOGn forglveness Ond FTE redUCthﬂ
i:‘:\t: portion of the owner compensation amount CCIlCU|C1tIOﬂS Iﬂ the PPP |OGn

| o forgiveness application, but it is a
required field to complete to submit
your application.

17 5.17.21 V11
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Let's gather information about your loan forgiveness application

You may provide as many eligible mortgage & rent / lease costs as you would like to include in your
forgiveness request. You are not required to report payments that you do not want to include in the
forgiveness amount.

Eligible Mortgage & Rent [ Lease Costs

Were PPP funds utilized for payments of mortgage interest (not including any prepayment or payment Eligible Morteaze & Rent / Leasa Costs

T _ . . ) ) ) gible Mortgage ent / Lease Losts

of principal) on any business mortgage obligation on real or personal property incurred before February

15 0 ("busi < MY interest pav nts")

L, 2D (e e T P i | ‘Were PPP funds utllized for payments of mortgage Interest (not Including any prepayment or payment of

Yes Mo princlpal) on any business mortgage obligation on real or personal property Incurred before February 15, 2020
(“business mortgage Interest payments™)

‘Were PPP funds utilized for business rent or lease payments for real or personal property during the Yas o Mo
Covered Period, pursuant to lease agreements in force before February 13, 20207

Yas Mo How many different mortgage Interest payments wera covered with PPP funds?

Please provide the account number(:
account numbers by a semicolon (;)

) assoclated with your mortgage payment(s); please separate multiple

Save and come back later
Please provide the total Business Mortgage Interest Payments
usD
Were PPP funds utllized for business rent or lease payments for real or personal property during the Coverad
Perlod, pursuant to lease agreements In force before February 15, 20207

Yas o Mo

How many dlifferent rent or lease payments were covered with PPP funds?

Please provide the account number]
account numbers by a semicolon (;)

assoclated with your rent or lease payment(s); please separate multiple

Please provide the total Business Rent or Lease Payments

usD

7\ X *
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Let's gather information about your loan forgiveness application

You may provide as many eligible utility costs as you would like to include in your forgiveness request. You are not required to report payments that you do not want to include
in the forgiveness amount.

Eligible Utility Costs

Were PPP funds utliized for utllity costs for which service began before February 15, 20207

Eligible Utility Costs
Were PPP funds utllized for utiiity costs for which service began before February 15, 20207
Yes No

An ellglble nonpayroll cost must be pald during the Covered Perlod or Incurred durlng the Covered Perlod and pald on or before the next regular bllling date, even If the bllling date Is
after the Covered Perlod.

Total Payments for Electriclty

usD

Please provide your Electricity service account number(s); please separate multiple account numbers by a semicolon (;)

Total Payments for Gas

usD

Please provide your Gas service account number(s); please saparate multiple account numbers by a semicalon (;)

_,

Total Payments for Watel

usD

Please provide your Water service account number(s); please separate multiple account numbers by a semicolon (;)

Total Payments for Transportation

usD

Please provide your Transpertation service account number(s); please separate multiple account numbers by a semicolon {;)

Total Payments for Telephone

usD

Please provide your Telephone service account number(s); please separate multlple account numbers by a semicolon (;)
Total Payments for Internet

usD

Please provide your Internet service account number(s); please separate multlple account numbers by a semicolon ()

7 \X 8
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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
discrepancy in one of these fields, contact your Commerce Bank representative.

‘ LOAMN DETAILS

Additional Forgiveness Detai

HTHER NOM BAYROLL COST Let's review some details about your original Paycheck Protection Loan

PPP Loan Amount

ESTIMATED FORGIVEMESS CALCLILATION

Date that the funds of your FPP loan were disbursed

CERTIFICATIONS Covered Perlod End Date

]

The PPP Loan Forgiveness application form requires that you, the borrower
together with affiliates, confirm if you received PPP loans in excess of 52 million.

3S0BEZ CERTIFICATIONS
Did you the Borrower (together with Affillates, If applicable) recelve First Draw PPP loans of 52

Milllon or More or Sacond Draw PPP Loans of 52 Milllon or Mare?

OPTIONAL DEMOGRAPHIC INFORMATIO .
OPTIONAL DEMOGRAPHIC INFORMATION Yas Mo

Enter NAICS Code
E-COMSENT Q I

REVIEW & SUBMIT Save and come back later

MEXT STEPS

7\ X *
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Provide your Eligible expenses for Covered Operations Expenditures, Property Damage
Costs, Supplier Costs and Worker Protection Expenditures

You may provide as many eligible expenses as you would like to include in your forgiveness request. You are not required to report
payments that you do not want to include in the forgiveness amount

e
[

Amount of coverad operatlons expenditures pald or Incurred during the Cowverad Perlod

UsD I
Covered Property Damage Costs
Amount of coverad property damage costs pald or Incurred during the Coverad Perlod
usD I

Covered Supplier Costs

Amount of covered suppller costs pald or Incurred durlng the Covered Perlod

usD I

Dioes your suppller cost Include non-perishable suppller costs?

as Mo

Dioes your supplier cost Include perlshable suppller costs?

Yas Mo

Covered Waorker Protection Expenditures

Amount of covered worker protectlon expendltures pald or Incurred during the Covered Perlod
Sawve and come back later

Member FDIC
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.
Estimated Forgiveness Calculation

Let's review the data that will be used to create the SBA's PPA Forgiveness Application
Payroll and Nonpayrell Costs

Line 1. Payroll Costs:

usD

Line 2. Business Mortgage Interest Payments:
ust

Line 3. Business Rent or Leasa Payments:
Potential Forgiveness Amounts

usDr

Line &. Business Wtllity Payments Line 9. Add the amounts on lines 1 through 8:

usD USD 450,000.00

Line 5. Covered Operations Expendlturas: Line 10. PPP Loan Amount:

usD UsSD 684,600.00

Line &. Covered Property Damage Costs: Line 11. Payroll Cost 60% Requirement (divide line 1 by 0.60)
usD USD ¥750,000.00

Line 7. Covered Suppller Costs:
usD Forgiveness Amount

2. Covered Worker Protec Expendltures: o : . ; .
Line & Coverad Warker Pr tian Expenditures Line 12. Forgiveness Amount (enter the smallest of Lines 9,10 and 11}

usD USD 450,000.00

+ 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.

Member FDIC
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Let's gather information about your payroll costs

Payroll costs should apply to your selected covered period.

PPP Loan Amount
Eligible payroll costs
For each Indhidual employee, the total amount of cash compensation ellgible for forghveness may not excead an annual
salary of $100,000, as prorated for the Covered Perlod.
Covered Period Summary
Enter the total cash compensatlon for employees
making less than or equal to $100k. This will be {Box 1)
Covered Period Begin Date based on the PPP loan disbursement date from PPP Schedule A Worksheet Table 1:

usD I (5 ]

Covered Period End Date
Enter the total cash compensatlon for employees pald an annuallzed rate of greater than 5100k This will be (Box 4)
from PPP Schedule A Worksheet, Table 2:

. . . UsD I
This section will be
pre— populoted from Enter the total amount pald by Borrower for employer contributlons for employee Insurance:
your entries on usD |

previous screens.

Enter the total amount pald by Borrower for employer contributlons ta employee retiremant plans:

UsD I

Enter the total amount pald by Borrower for employer state and local taxes assessed on employes compensation:

UsD I
Compensation to Owners
Enter any amounts pald to owners {owner-employees (with an ownership stake of 5% or more), a self-employed
Individual, or general partners). For each Individual owner In total across all businesses, this amount Is capped at (a)
520,833 (the 2.5-month equlvalent of $100,000 per year), or (b) the 2.5-month equivalent of the Individual's applicable
compensatlon In the year that was used to calculate the loan amount (2019 or 2020), whichever |s lower.

Compensation to Owners
UsD I

Enter the total number of Individuals who recelved all
or a portlon of the owner compensation amount above

P \X
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Full-Time Equivalent Employees (FTE) & Salary Infermation

Let's gather information about your employee headcount and salaries.

This number is not

FTE Details included as part of
Enter total number of employees at loan application the loan
| © forgiveness and
FTE reduction
Enter the employzes at time of forgivenass application: COICU |CItIOﬂS |n the
| —< PPP loan
‘Was there a reductlon In the number of employees or the average pald hours between January 1, 2020 and the end of the fOFglveneSS
application, but it is
e a required field to
Enter the average number of FTEs durlng yaur chosen reference perlod. Detalls about the reference perlod are provided In the com plete to
FTE & Safa Harbor sectlon of thls page ~—— Subm|t your
| application.

Enter the average number of FTEs during the Covered Perlod with compensation at an annuallzed rate of <= $100k for all pay
perlods . This will be (Box 2) from PPP Schedule A Worksheet, Table 1

Enter the average number of FTEs durlng the Covered Perlod with compensation at an annuallzed rate of > 5100k for any pay
perlod . This will be (Box 5) from PPP Schedule A Worksheet, Table 2

Salary Details

Did you reduce salary or hourly wages durlng the Covered Perlod?

Mo

Save and come back later

P \X

2 51721V ";!;) Commerce Bank’

Member FDIC



T \X ®
i8% Commerce Bank

SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

3508 Long Form

- 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.

Let's gather information about your loan forgiveness application

You may provide as many eligible mortgage & rent / lease costs as you would like to include in your
forgiveness request. You are not required to report payments that you do not want to include in the
forgiveness amount.

Eligible Mortgage & Rent / Lease Costs

‘Wera PPP funds utilized for payments of mortgage interest {not including any prepayment or payment
of principal) on any business mortgage obligation on real or personal property incurred befare February
15, 2020 (“business mortgage interest payments”)
Yes No
‘Were PPP funds utilized for business rent or lease payments for real or personal property during the
Covered Period, pursuant to lease agreements in force before February 15, 20207 Eligible Mortgage & Rent / Lease Costs
Yes Na . - . - L o .
Were PPP funds utilized for payments of martgage interest (not including any prepayment or payment of principal} on any
business mortgage obligation on real or personal property incurred before February 15, 2020 (*business mortgage interest

payments”)

Yes No
Save and come back later

How many different mortgage interest payments were covered with PPP funds?

Please provide the account numberl{s) associated with your maortgage payment(s); please separate multiple account
numbers by a semicolon (;)

Please provide the total Business Mortgage Interest Payments

uso

Were PPP funds utilized for business rent or lease payments for real or personal property during the Covered Period,
pursuant to lease agreements in force before February 15, 20207

Yes ~ No
How many different rent or lease payments were covered with PPP funds?

Please provide the account number(s) associated with your rent or lease payment(s); please separate multiple account

numbers by a semicolan (;}

Please provide the total Business Rent or Lease Payments

uso

l‘\\\
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

3508 Long 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.

Let's gather information about your loan forgiveness application
You may provide as many eligible utility costs as you would like to include in your forgiveness request. You are not required ta report payments that you do not want to include
in the forgiveness amount
Eligible Utility Costs

Were PPP funds utllized for utility costs for which service began before February 15, 20207

Eligible Utility Costs
Were PPP funds utllized for utllity costs for which service began before February 15, 20207
Yes Mo
An ellglble nonpayroll cost must be pald during the Covered Perlod or Incurred during the Covered Perlod and pald on or before the next regular bllling date, even If the billing date Is

after the Covered Perlod

Total Payments for Electriclty

uso

Plzase provide your Electricity service account number(s); please separate multiple account numbers by a semicolon ()

Total Payments for Gas

uso

Please provide your Gas service account number(s); please separate multiple account numbers by a semicolon (;}

Total Payments for Water

uso

Pleasa provide your Water service account number(s); please separate multlple account numbers by a semicolon ()

Total Payments for Transportation

uso

Pleasa provide your Transportation service account number(s); please separate multiple account numbers by a semicolon (;)

Total Payments for Telephone

usD
Pleasa provide your Telephone service account number(s); please saparate multiple account numbers by a semicolon (;)
Total Payments for Internat

usD

Please provide your Internet service account number(s); please separate multiple account numbers by a semicolon (;)

7\ X *
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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
discrepancy in one of these fields, contact your Commerce Bank representative.

‘ LOAN DETAILS

Additional Forgiveness Detai

OTHER MO PAYROLL COST Let's review some details about your original Paycheck Protection Loan

PPP Loan Amount

ESTIMATED FORGIVEMESS CALCULATION
Date that the funds of your FPP loan were disbursed

PPP SCHEDULE A Covered Perlod End Date

]

The PPP Loan Forgiveness application form requires that you, the borrower

CERTIFICATIOMS i - . . . ce
= tagether with affiliates, confirm if you received PPP loans in excess of 52 million.

Did you the Borrower (together with Affillates, If applicable) recelve First Draw PPP loans of 52
Milllon or More or Second Draw PPP Loans of 52 Milllon or More?

OPTIONAL DEMCGRAPHIC INFORMATION as No
Enter MAICS Code

E-COMNSENT

REVIEW & SUBMIT Save and come back later

MNEXT STEPS

7\ X *
. 5.17.21 V11 |“=j) Commerce Bank

Member FDIC



T \X ®
i8% Commerce Bank

SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Provide your Eligible expenses for Covered Operations Expenditures, Property Damage
Costs, Supplier Costs and Worker Protection Expenditures

You may provide as many eligible expenses as you would like to include in your forgiveness request. You are not required to report
payments that you do not want to include in the forgiveness amount

e
[

Amount of coverad operatlons expenditures pald or Incurred during the Cowverad Perlod

UsD I
Covered Property Damage Costs
Amount of coverad property damage costs pald or Incurred during the Coverad Perlod
usD I

Covered Supplier Costs

Amount of covered suppller costs pald or Incurred durlng the Covered Perlod

usD I

Dioes your suppller cost Include non-perishable suppller costs?

as Mo

Dioes your supplier cost Include perlshable suppller costs?

Yas Mo

Covered Waorker Protection Expenditures

Amount of covered worker protectlon expendltures pald or Incurred during the Covered Perlod
Sawve and come back later

Member FDIC
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Estimated Forgiveness Calculation
Let's review the data that will be used to create the SBA's PPA Forgiveness Application

Payroll and Nonpayroll Costs

Line 1. Payroll Costs:

UsD

Line 2. Business Mortgage Interest Payments:

usD Adjustments for Full-Time Equivalency (FTE) and Salary/Hourly Wage Reductions

Line 3. Business Rent or Lease :'C‘I}'TTE":E: Line 9. Total Salary/Hourly Wage Reduction (enter the amount from PPP Schedule A, line 3): Note:if this number is 0, then you have indicated that no

usD

employees have had a salary reduction in excess of 25% or you meet the Safe Harbor requirements.

usD
Line & Business Uitllity Payrments Line 10. Sum the amaunts on lines 1 through 8, then subtract the amount enterad in line 9:
usD usD

Line 11. FTE Reduction Quotient {enter the number from PPP Schedule A, line 13):
Line 5. Covered Operatlons Expendltures:
usD

Potential Forgiveness Amounts
Line 6. Covered Property Damage Costs:
usD Line 12. Modified Total (multiply line 10 by line 11)

usD

Line 7. Covered Suppller Costs:

Line 13. PPP Loan Amount:

usD usD

Line 14 Payrall Cost 60% Requirement (divide line 1 by 0.60)-

Line 8. Covered Worker Protection Expendltures:
usD

usD

Forgiveness Amount

Line 15. Forgiveness Amount (enter the smallest of lines 12, 13, and 14):

USD 600,000.00

+ 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.

Member FDIC
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.
PPP Schedule A
Based on the Information that you entered, here Is a summary of your "Schedule A of the PPP Loan Forghveness Application.

PPP Schedule A Worksheet, Table 1 Totals

Line 1. Enter Cash Compensation (Box 1) from PPP Schedule A Worksheet, Table 1:

UsSD 350,000.00

& 2. Enter Average FTE (Box 2) from PPP Schadule A Worksheet, Table 1:

Nen-Cash Compensation Payroll Costs uring the Covered Period
LIne &. Total amount pald by Borrower for employer contributions for empl ayes Insurance:
USD 30,000.00
Line 7. Total amount pald by Borower for employer contrlbutions to employee retirement plans:
USD 20,000.00
LIne 8. Total amount pald by Borrower for employer state and local taxes assessad on employee compensation:
USD 50,000.00
Compensaticon to Cwners

Line 9. Total amount pald to owner-employees (seif-employed Indlvidual [general partners:
UsD 100,000.00

otal Payroll Costs
Line 10. Payroll Costs {add lines 1, &, 6, 7, 8, and 9):
UsD 600,000.00

Full-Time Equivalency (FTE) Reduction Calculation

Line 11. Average FTE durlng the Borrower's chosen reference perlod:
Line 12. Total Average FTE (add lines 2 and 5):

Line 12. FTE Reductlon Quotlent (dlvide Iine 12 by line 11) or enter 1.0 If FTE Safe Harbor |s mat
100

7\ X *
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Certifications

The dollar amount for which fargiveness is requested (which does not exceed the principal amount of the PPP loan): - was used to pay business costs that are aligible for forgiveness (payroll costs to retain
employees; business mortgage interest payments; business rent or lease payments; business utility payments; covered operations expenditures; covered property damage costs; covered supplier costs; or
covered worker protection expenditures); - includes payroll costs equal to at least 60% of the forgiveness amount; and - for any owner-employee (with an ownership stake of 5% or more) or self-employsd
individual/general partner, does not exceed 2.5 months’ worth of compensation received during the year used to calculate the PPP loan amount, capped at 520,833 per individual in total across all businesses.

Tunderstand that if the funds were knowingly used for unauthorized purposes, the federal government may pursue recovery of loan amounts and for civil or criminal fraud charges.

The Berrower did not reduce salaries or hourly wages of any employee by mare than 25 percent for any employee during the Covered Period compared to the most recent quarter before the Covered Period. For
purposes of this certification, the term “employee” includes only those employees that did not receive, during any single period during 2019, wages or zalary at an annualized rate of pay in an amount more than
5100,000

The Berrower has accurately verified the payments for the eligible payroll and nonpayroll costs for which the Borrower is requesting forgiveness.

1 have submitted to the Lender the required documentation verifying payroll costs, the existence of obligations and service (as applicable) prior to February 15, 2020, and eligible business maortgage intarest
payments, business rent or lease payments, business utility payments, covered operations expenditures, covered property damage costs, covered supplier costs, and covered worker protection expenditures.

The tax documents I have submitted to the Lender are consistent with those the Borrower has submitted /will submit to the IRS and /or state tax or workforce agency. I also understand, acknowledge, and agree
that the Lender can share the tax information with SBA's autharized representatives, including authorized representatives of the SBA Cffice of Inspector General, for the purpose of ensuring compliance with
PPP requirements and all SBA reviews

If this application is being submitted for a Second Draw PPP Loan, the Borrower used all First Draw PPP Loan amounts on eligible expenses prior to disbursement of the Second Draw PPP Loan.

The information provided in this application and the information provided in all supporting documents and forms is true and correct in all material respects. I understand that knowingly making a false
staternent to obtain forgiveness of an SBA-guaranteed loan is punishable under the law, including 18 USC 1001 and 3571 by imprisonment of not more than five years and/or a fine of up to $250,000; under 15
USC 645 by imprisonment of not mare than two years and/or a fine of not mere than 55,000; and, if submitted to a Federally insured institution, under 18 USC 1014 by imprisonment of not mare than thirty
years and/or a fine of not more than $1,000,000.

lunderstand, acknowledge, and agree that SBA may request additional information for the purposes of evaluating the Borrower’s eligibility for the PPP loan and for loan forgiveness, and that the Borrower's
failure to provide information requested by SBA may result in a determination that the Borrower was ingligible for the PPP loan or a denial of the Borrower’s lean forgiveness application.
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Additional Form 3508E7 Certifications

In addition, the Authorized Representative of the Borrower must certify by selecting "Yes" to at least ONE of the following two items:

wer did not reduce the number of emp
from an Inabllity to rehire Individuals

to restore and were refused).

Do you certlfy that you meet the criterla for Optlon 1 above?

Yes No

Item 2

The Borrower was unable to operate between February 15, 2020, and the end of the Covered Perlod at the same level of business activity as before February 15, 2020 due to
compillance with requiremants established or guldance Issued between March 1, 2020 and December 31, 2020 (or, for a PPP loan made after December 27, 2020, requirements
established or guldance Issued before the last day of the Coverad Perlod), by the Secretary of Health and Human Services, the Director of the Centers for Disease Control and
Preventlon, or the Gccupational Safety and Health Administration, related to the malntenance of standards of sanitatlon, soclal distancing, or any other work or custorner safaty
requirement related to COVID-19.

Do you certlfy that you meet the criterla for Optlon 2 above?

Yes MNo

Save and come back later
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Optional Demographic Information

+ 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 youd like to submit optional
demographic information, you can complete page 5 of this form and upload it through the
Optional Placeholders Dashboard.

PPP Borrower Demographic Information Form (Optional)

Disclosure is voluntary and will heve no bearing on the loan forgiveness decision

Frincipal Narme

---------

Race (more than 1 may be selected)

0 optiens selected -

Ethriicity

Save and eome back laber

Electronic Signature

 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.

O

Electronic Signature

The Borrower's ellgiblilty for 1oan fi will be In accordance with the PPP regulathons and guldance [ssued by SBA through the date of this appilcation. SEA may direct a lender to disapprove the Bormower's loan
forgheness appilcation If SBA determines that the Borrower was Ineliglble for the PPP loan.

By typing my name below, I recognized that thls may be treated as an electronlc signature and certify to submitting accurate Information

Save and come back [ater

3 51721V "g;‘v Commerce Bank’
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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 dll 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.

©

Does everything look right?

Let's double check what you've entered. Once you submit this, we'll process your application and get back to you In 2-3 business days with the detalis on your forgiveness amount.

Personal Info £

e This edit
button will
take you
back to
correct
any errors.

iness Connection
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

O

Your inputs were submited! What's next?

1. Select "Go to Dashboard” to view any immediate documents that are required to be
uploaded to support your application.

2. Woe will contact you if there are any additional docurments required to further review your
application.

3. Woe will reach out to you once we are able to proceed with processing the application
with the SBA.

Go to Dashboard

7\ X *
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

v/ TO-DO LIST

LY
. Upload Documents 28) >

w
v

! Incomplete Applications

Optional - Loan Forgiveness Calculation

B SBA 7(a) - Paycheck Protection Program (526100.00)
DRAG & DROP
Provide any additional supporting documents for your loan aor browse

forgeness cacuEten « 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.

QOptional - Other Document Placeholder (if needed)

B SBA 7(a) - Paycheck Protection Program (526100.00)
DRAG & DROP

Provide any additional supporting documents for your PPP or browse
Forgiveness application.

7\ X *
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

+/ TO-DO LIST

,
. Upload Documents

! Incomplete Applications

+ Youll see a notification and description for the document that needs to be replaced.
+ Upload the replacement document.

(a) - Paycheck Protection Program ($8000.00)

Provide any additional supporting documents for your PPP DRAG&DROP

Forgiveness Loan or browse

l- INCORRECT DOCUMENT
Returned: [i§ ForgivenessAFAQs.pdf.i‘

The file provided does not match what was requested.
Please submit your payroll tax records.

€ Retumed 6/30/2020

« 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.

Created Date : 7/1/2020, 10:22 PM

History:

Message Center

Please type yo

Click here to message us directly or to
open your messages.

37 5.17.21 V11| wewmsn  + =

<
©
Ic
¥
i
[}
[}




Pl \ X

ins Commerce Bank

\-f/

SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Created Date : 7/1/2020, 10:22 PM

History:

Good afternoon Michael,

This is a test message.

Message Center

Click here to message us directly or to
open your messages.

« 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.

fa‘i\' Commerce Bank' Welcome to your dashboard
wa?

Memiber FONC Thanks for visiting. Upload documents, check the status of your application, anc

I Dashboard ' TO-DOLIST

SBA PPP E Upload Documents

g Incomplete Applications
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Reopening Your Application

+ Click Apply next to Paycheck Protection Program Forgiveness.

SBA 7(a) - 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-fil.

+ 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.

Your inputs were submited! What's next?
1. Select "Go to Dashboard” to view any immediate documents that are required to be uploaded to complete your application.
2. We will email you if there are any additional documents required to further review your application.

3. We will reach out to you once we can proceed with processing the application with the SBA.

Go to Dashboard
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Next Steps

+ Once you have uploaded your documents, you can login to view the status of your
application, view messages fromm 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.

Need Help?

+ 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.

@ Commerce Bank

Forghveness Request

Message Center

Oick hare to Mg s o rectlly of Do Dpan Jour mEmges.

P \X
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Commerce Bank has added you as a Signer to "New e-SignPackage” o inbox

OneSpan Sign <signersmesigniive

tome «
Hi Borrower Name,
Cemmerce Bank has added you as a Signer 10 "New e-SignPackage

Please review and complete "New e-SignPackage”

GO TO DOCU%MENTS

Thank you
The OneSpan Team

+ 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.

7\ X *
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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

O OneSpangig

Sign up | Gueast login

For assistance, call 1-855-MYESIGN

Ey opt Out

Electronic Disclosures and Signatures Consent

Must be accepted and agreed to before starting the signing process.

@ Decline

w Language

Consent

Mot accepted «

]

Thizg iz a consent Document. You must read it and click the Accept button at the end of the Decument.

42

| agree that any documents signed in connection with this consent may be executed in one or
more counterparts, all of which shall be considered one and the same document. The
documents signed in connection with this consent shall become effective when one or more
counterparts shall have been signed by each of the parties. Delivery of an executed counterpart
of a signature page to the documents connected to this consent in electronic format shall be
effective as delivery of a manually executed counterpart of the documents. Any signature
executed and delivered as provided above shall have the same legal validity and enforceability
as a manually executed signature or use of a paper-based recordkeeping system to the fullest
extent permitted by applicable law, including the Federal Electronic Signatures in Global and
National Commerce Act, or any similar state law based on the Uniform Electronic Transactions
Act, and the parties hereby waive any objection to the contrary.

The application for PPP loan forgiveness must be signed by an Authorized Representative of the
borrower.

IF YOU ARE NOT THE AUTHORIZED REPRESENTATIVE: please contact your Commerce Bank
representative during business hours to correct your affiliation to the borrower.

An Authorized Representative is a person who:

= has the power and authority to apply for and sign the PPP loan forgiveness application and
other document(s) required for PPP loan forgiveness on behalf of the borrower, and

= is authorized to sign and to make certifications for and on behalf of the borrower and on
behalf of each owner of 20% or more of the borrower’s equity.

NS
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Eyoptout  Bj Download 4 Download All Files @ Decline ~ Language

SBA Form 3508- Schedule A test

My signatures 0/ 1 « ]

Please review and sign this Document by scrolling and clicking on the "Click to Sign™ or "Click to Initial" boxes.

% Paycheck Protection Program
S Loan Forgiveness Application Revised June 16, 2020 Expiration Date: 10/31/2020

Busi Legal Name (“Borrower™) DEA or Tr if applicable

Business Address Business TIN (EIN, 55N) Business Phone

Primary Contact E-mail Address

SBA PPP Loan Number: Lender PPP Loan Number:
PPP Loan Amount: § PPF Loan Disbursement Date:
Employees at Time of Loan Application: Employees at Time of Forgiveness
EIDL Advance Amount: Application:
EIDL Application Number:
Payroll Schedule: The frequency with which payroll is paid to employees 1s:
Weekly Biweekly (every other week) Twice a month Monthly Other
Covered Period:
Alternative Payroll Covered Period, if applicable:
If Borrower (together with affiliates, if applicable) received PPP loans in excess of $2 million, check here: %

9 Forgiveness Amount Calculation:
s
o“‘) 11 I

Member FDIC
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Please review and sign this Document by scrolling and chicking on the "Click to Sign™ or "Click to Inifial™ boxes.

The tax documents I have submitted to the Lender are consistent with those the Borrower has submitted/will submit to the IRS
and/or state tax or workforce agency. I also understand, acknowledge. and apree that the Lender can share the tax information
with SBA’s authorized representatives, mcluding anthorized representatives of the SBA Office of Inspector General, for the
purpose of ensuring compliance with PPP requirements and all SBA reviews.

I understand, acknowledge, and agree that SBA may request additional information for the purposes of evaluating the Borrower’s
eligibility for the PPP loan and for loan forgiveness, and that the Borrower’s failure to provide information requested by SBA may
result in a determination that the Borrower was ineligible for the PPP loan or a denial of the Borrower’s loan forgiveness
application.

If the Borrower has checked the box for FTE Reduction Safe Harbor 1 on PPP Schedule A, the Borrower was unable to operate
between February 15, 2020 and the end of the Covered Period at the same level of business activity as before Febmary 15, 2020
due to compliance with requirements established or guidance issued between March 1, 2020 and December 31, 2020, by the
Secretary of Health and Human Services, the Director of the Centers for Disease Control and Prevention, or the Occupational Safety
and Health Administration, related to the maintenance of standards of sanitation. social distancing, or any other work or customer
safety requirement related to COVID-19.

The Bomower's eligibility for loan forgiveness will be evaluated in accordance with the PPP regulations and guidance issued by
SBA through the date of this application. SBA may direct a lender to disapprove the Borrower's loan forgiveness application if
.-.SBA determines that the Borrower was ineligible for the PPP loan.

. Signing Date
X Click to Sign
Date
Signer's Name Signer's Title
Print Name Title o

SBA Form 3508 (06/20)
Page 2

a

Confirm

Please click OK fo confirm your signatures to this document or click
Cancel to review it again before submission I

Cancel E oK
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Electronically Signing Your Application

« After signing click Exit to log out of the signing portal.

Thank you for using eSignLive!

(@) OneSpangfig

You have completed signing all the documents required in the
eSignPackage

What next?

If you wish to review your documents now, click on "Close” below.

%

Thank you for using eSignLive!

Close Exit
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User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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.

Signing completed - the documents from "SBA PPP Forgiveness Application” are available for download.
3> Inbox x

OneSpan Sign =signers@esignlive.com= 2:14 PM (0 minutes ago)
to me, Louis «

Hi John Smith,
Everyone has signed "SBA PPP Forgiveness Application”.

You can securely download the completed documents here:

DOWNLOAD COMPLETED DOCUMENTS

Please make sure you download and keep the decuments for your records. These documents will no longer be accessible when Louis Musso archives "SBA PPP Forgiveness Application”.

Thank you,
The OneSpan Team

4, Reply @, Reply all ®» Forward

- Welcome Sign up | Guest login
o Onequ ngh?’w For assistance, call 1-855-MYESIGN

B Download ¥ Download All Files

Electronic Disclosures and Signatures Consent

Must be accepted and agreed to before starting the signing process. Consent
Accepted I

P \X
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

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?

Welcome to the Commerce Bank SBA PPP Forgiveness Portal

Loginto continue.

Ema
A
3551

Forgot password?

Log In

New Customer? Sign Up

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

Forgot your password?

We'll send you an email with a link to reset it.

Ema

e

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 Portall.

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.

ig::‘l Commerce Bank

Create a Password

a Create a Password
—_— |

o Passwords should be at least
@ 8characters
@ 1lowercase letter
@ 1uppercase letter
@ 1number
@ 1specialcharacter ('# 5% -_=+ <3}

Create a unique password and use it for this site only.

Retype Password

© . |

Privacy Policy |

l‘\\\

2 Commerce Bank
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SBA PPP Loan Forgiveness: Quick Reference Guide

User guide for Commerce Bank's SBA PPP Loan Forgiveness Application Customer Portall.

Clearing your Browser Cache and Cookies

1. On your computer, open Chrome.

2. At the top right, click [:] ﬂ
w B W RO :

L Ctrl+T
W Wi Ctrl+N
W in Ctrl+Shift+N

Histary
Downloads Ctrl+)

e page as.. Ctrl+s

Google .

Create shorteut...

Clear browsing data..  Ctrl+5Shift=Del
Extensions

Task manager Shift+Esc

Google Search I'm Feeling Lucky Developer tools Ctrl+Shift=1

B3 Managed by your organization

Click More tools and then Clear browsing data.

Select a Time range. To delete everything, select All time.

Check the boxes next to Cookies and other site data and Cached images and files.
Click Clear data.

o Ok w

Clear browsing data

Basic Advanced

Timerange  Alltime - 4— ﬂ

O Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites
Cached images and files

Frees up 319 MB. Some sites may load more slowly on your next visit

Cancel Clear data 4—6
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