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We’re here to help!
This How-To Apply Guide will take you through all the steps you need to take to apply for PPP Loan Forgiveness.

What You Need to Know

When to apply

The portal is open and you are now able to apply for 

Forgiveness.  Please contact sba-ppp@nbtc.com if you 

need the link to access the portal.

Adding additional users

If you need to add an additional person to assist 

in the completion of the application, please send an 

email to sba-ppp@nbtc.com with the entity name(s) 

and individual contact information for the additional 

person.

Helpful Tips and Requirements

      The Enter and Save feature allows you to 

enter your information, save it and return later.
 

      If you’re unable to advance screens when 

selecting Next, check for required fields. 
 

      After entering data into a field, click Tab to 

advance off the last field entered.
 

      The portal works best when launched in a 

Google Chrome® browser.

Important Reminders

      There are three applications available: 

3508S, 3508 EZ and 3508.
 

      You will be routed to the appropriate application based 

on your answers to qualifying questions.
 

      Once you submit the application, you cannot go back in and 

edit until the Northern Bank Credit Analyst re-enables you.
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Login and Dashboard

Login1

You will be routed to the Dashboard2

Select Marketplace from left side of Dashboard3

Click Apply4
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Review Business and Ownership 
Information and Confirm

Review the information displayed 

Note: If multiple entities are tied 

to you, all will be displayed

1

Click Apply with this Business2

Tell Us About Yourself — 

review information on business owner

3

Click Next4
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Form 3508S Eligibility

In this section, you’ll be required to identify whether you are eligible to use Form 3508S.

Read the eligibility questions and mark the required question 

field(s) as Yes/No then click Next to move to the next page.
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Form 3508S Forgiveness Details

Fill out the below required fields before you proceed to the next page: 
n   Number of employees at the time of the Forgiveness Application 

n   Enter your calculated Forgiveness Amount
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Certification for 3508S
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On the same page, the Certifications will load (as shown below) where 

you will need to check the appropriate checkboxes before clicking Next.
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E-Consent

In this section, you can indicate your consent to electronic signature of your application. This is optional.

Optional Demographic Information

The Principal Name and Position fields in this section are non–editable and it is ok for you to continue.
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Review & Submit

Review all of the details that were entered on this screen. If everything looks correct, create 

a new unique password matching the password criteria and click Submit Application.
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Application Submitted (final screen)
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We’re here to help  
whenever you need us!

If you have questions or need help with the portal, contact a Forgiveness Rep at sba-ppp@nbtc.com.


