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General Information  

This User Guide provides borrowers with step-by-step instructions for accessing the PPP Forgiveness Platform and 
completing a PPP forgiveness application electronically.  

SBA PPP Applications and Instructions 

• Borrowers are encouraged to complete the applicable paper version of the SBA application so that the information can 

be easily keyed into the online application through our PPP Forgiveness Platform. Please be aware the order in which 

information is keyed into the online application may be slightly different than the paper application. However, the 

information is the same, and it will be helpful to have completed the paper application in advance.   

o SBA 3508S PPP Loan Forgiveness Application and Instructions 

o SBA 3508EZ PPP Loan Forgiveness Application and Instructions 

o SBA 3508 Standard PPP Loan Forgiveness Application and Instructions 

Features of the PPP Forgiveness Platform User Interface 

• Help Text can be displayed by clicking the button to the right of the field. Help text will open in a new window. 

Clicking the X in the top right corner of the help text will navigate you to back to the application page. 

• Fields shaded in gray cannot be edited directly and are either pre-populated based on your PPP Loan Application data 

or system-calculated based on other data fields.  The system-calculated fields will re-calculate if you change their input 

data fields.   

https://www.sba.gov/sites/default/files/2021-02/PPP%20--%20Forgiveness%20Application%20and%20Instructions%20--%203508S%20%281.19.2021%29-508.pdf
https://www.sba.gov/sites/default/files/2021-02/PPP%20--%20Forgiveness%20Applications%20and%20Instructions%20--%203508EZ%20%281.19.2021%29-508_0.pdf
https://www.sba.gov/sites/default/files/2021-01/PPP%20--%20Forgiveness%20Application%20and%20Instructions%20--%203508%20%281.19.2021%29-508.pdf
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• If you determine that you have to switch from the EZ Application to Standard or vice-versa, the Platform will save the 

data you have entered up to that point to minimize the need to re-enter your answers.     

• At any time prior to submitting the application, 

clicking on Save at the bottom of the page will 

save the application and allow you to visit the 

platform at a later time to finish and submit.  

• If you have submitted the initial application (prior to submitting for bank review) and need to make changes to your 

application, use the Back button at the bottom of the page.  

 

• Once you have submitted your initial application, you will see a graphic at the top of the PPP Forgiveness Platform 

displaying your application stage.  Application stages include Calculate, Upload, In-Review, Sign, and Process. 

 

 
o Calculate: Enter general application information and PPP forgiveness calculations. 

o Upload: Upload supporting documents and submit to South State Bank 

o In Review: South State Bank will review the application for accuracy (up to 60 days from receipt of 

completed application with supporting documents) 

o Sign: You will e-Sign your Forgiveness application and your application will be submitted to the SBA. 

o Process: SBA will review application and make a determination on Forgiveness (up to 90 days from 

submission. 

• When uploading documents, there are eight available document categories to help track and organize your supporting 

documents.  Not every document category may apply to your application.  Individual files can be up to 33MB and the 

following file types are accepted:  pdf, xls, xlsx, csv, doc, docx, jpg, jpeg, and png. 

System Requirements 
• The PPP Forgiveness Platform supports the following browsers: 

o Internet Explorer 11 

o Microsoft Edge 

o Google Chrome 

o While not officially supported, borrowers may attempt the application using a Safari browser for Mac. 

• System hardware and software requirements for signing electronically with DocuSign: 

https://support.docusign.com/guides/signer-guide-signing-system-requirements 

 
• The PPP Forgiveness Platform provides a better user experience when it is accessed by a PC or tablet instead of a 

mobile device.  If you experience difficulty while trying to navigate via your mobile device, please use a PC or tablet 

prior to contacting the main PPP Forgiveness support line at 844-238-9452. 

https://support.docusign.com/guides/signer-guide-signing-system-requirements
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Return to Table of Contents 

Access the PPP Forgiveness Platform – Application Not Yet Started. 

1. Log in to the Online PPP Application Platform. 

2. You will be required to provide the following information for authentication purposes: 1) Borrower (company) Tax ID, 2),  

Authorized Representative (your) email address, and 3) Borrower Original PPP Loan Amount (amount originally 

funded).  

 
 
 
3. Click Find My PPP Loan when data has been entered. 

 
 

 

 

 

 

 

 

https://southstatebank.expressbankloan.com/2/#/match
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4. Click on Start Request to start your PPP Forgiveness application.  The platform will default your selection to the 3508S 

if your PPP Loan Amount is $150,000 or less and to the 3508EZ if greater than $150,000.  You will have the option to 

change to the 3508 Standard or 3508EZ once you have started your application or later in the process, if necessary. 

 

 
 

Return to Table of Contents 
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Access the PPP Forgiveness Platform – Application In-Progress on 
or before 2/22/21. 

1. Log in to the Online PPP Application Platform. 

2. You will be required to provide the following information for authentication purposes: 1) Borrower (company) Tax ID, 2),  

Authorized Representative (your) email address, and 3) Borrower Original PPP Loan Amount (amount originally 

funded).  

 
 
 
3. Click Find My PPP Loan when data has been entered. 

 
 

  

https://southstatebank.expressbankloan.com/2/#/match
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4. You will see your PPP Forgiveness application but it will display “New” because all in-process applications must be 

updated to capture answers to the new questions that are included in the latest SBA 3508/EZ/S forms.  Click on Details 

to open the application. 

 
 

 
Return to Table of Contents 
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Confirm Business Information 

1. Log in to the Online PPP Application Platform or continue from 

above. 

2. Confirm your business information is accurate. Business 

Name, Phone, Industry, and Address will be presented. 

 
 
 
 
 
 
 
 

 
3. Click the downward carrot symbol on the right to expand the Business Information details.  Business Industry may be 

blank or may show as Default.  Click into that space to reveal the NAICS code and industry list.  Enter the first 2-3 digits 

of your NAICS code to narrow the list and click on your industry to add it to your application details. 

 

  
  

https://southstatebank.expressbankloan.com/2/#/match
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4. Confirm all other address and contact details are accurate, then Scroll down to click Save & Collapse.  Continue 

with your Application. 

 

 
 
 
 

Return to Table of Contents 
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3508S Application Step-by-step Guide 

1. Log in to the Online PPP Application Platform or continue from above. 

2. Confirm your business information. 

3. The 3508S Application type is selected by default if your PPP Loan Amount is $150,000 or less.  The SBA 3508S 

instruction document can be found here: 3508S Application and Instructions.  If you are not eligible to use the 3508S 

Application click the following link to jump to the 3508EZ Application step-by-step guide or the Standard Application 

step-by-step guide.  If a) the application process was started prior to February 22, 2021 using the EZ or Standard 

Application type, b) your PPP Loan is $150,000 or less, and c) your application had not been submitted to the SBA for 

processing then your application has been switched to the 3508S and returned to the Saved status.  

  

 

https://southstatebank.expressbankloan.com/2/#/match
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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4. Enter the most recent annual sales used when filing your most recent tax return and enter the number of employees 

you currently have.  New as of March 1, 2021: Enter the End of Covered Period date of your choosing between 8 weeks 

and 24 weeks from the Start of Covered Period / Loan Disbursement Date.  Note: there are no longer questions related 

to designating an Alternative Payroll Covered Period. 

 

5. The 3508S Application asks whether the Borrower, together with it’s affiliates, has PPP loans totalling greater than $2 

million.  If your answer is Yes then the 3508S application may not be used and the system will navigate to the Standard 

Application selection. 
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6. New as of March 1, 2021: Enter the Amount of Loan Spent on Payroll Costs and the Requested Loan Forgiveness 

Amount.  Please note the SBA Application Instructions provide detailed guidance for determining the Requested 

Forgiveness Amount.  If your Amount of Loan Spent on Payroll Costs entered is not at least 60% of the Requested 

Loan Forgiveness Amount then you will receive the error in red text below.  If your Requested Loan Forgiveness Amount 

entered is less than the PPP Loan Amount then the Estimated Forgiveness Gap (Remaining Loan Balance) field will 

automatically calculate and display an amount. 

 

 
 

If you have any questions regarding your Estimated Forgiveness Gap (Remaining Loan Balance) please consult with your 

financial or legal professional or call South State Bank for assistance at 844-238-9452. 
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7. At the end of the application, you will confirm the Primary Authorized Representative (your) information.  If any 

corrections are required please call South State Bank for assistance at 844-238-9452.  Once updated and confirmed, 

enter your Social Security Number first and then click Save & Collapse.   

 

 

 

 

8. Review/certify the eSign Consent Agreement and PPP Loan Forgiveness Borrower Certifications.   
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9. For more information on the eSign Consent Agreement and PPP Loan Forgiveness Borrower certifications, click the 

blue hyperlinks. You will have the option to email a copy to yourself.  

 

 
 

10. Once you have checked both certification boxes, double-check all information provided in the application. 

11. Depending on whether you are working your application for the first time or if you are making changes to one that was 

submitted to South State Bank already, you will either see a Next or Submit button at the bottom of the scren.  Click to 

move to the supporting document upload step of the process.   

 

 

12. If the Social Security Number you entered does not match our records you will receive an error to Please check the 

form for invalid fields when you click Submit.  
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13. You may try entering your Social Security Number again or you may call South State Bank for assistance at 844-238-

9452.  After 3 unsuccessful tries entering your Social Security Number your application will be locked out and you will 

need to call South State Bank at 844-238-9452 so your application can be unlocked. 

 

 
Click the following link to jump to the Upload Supporting Documentation section. 

 
Return to Table of Contents 
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3508EZ Application Step-by-step Guide 

1. Log in to the Online PPP Application Platform or continue from above. 

2. Confirm your business information. 

3. The 3508EZ Application type is selected by default if your PPP Loan Amount is greater than $150,000.  The SBA 

3508EZ instruction document can be found here: 3508EZ Application and Instructions.   

a. You may switch to the 3508S application if you meet the qualification requirements. Click the following links: 

3508S Application step-by-step guide or Switching to the 3508S Application. 

b. You may switch to the 3508 Standard application if you do not meet the 3508EZ qualification requirements 

Click the following link to jump to the Standard Application step-by-step guide. 

 

 

 
 
 

https://southstatebank.expressbankloan.com/2/#/match
https://www.sba.gov/sites/default/files/2021-02/PPP%20--%20Forgiveness%20Applications%20and%20Instructions%20--%203508EZ%20%281.19.2021%29-508_0.pdf
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4. Two qualification questions will follow to confirm the EZ application will apply for your business.  You must answer Yes 

to at least one of these questions.  If you cannot answer Yes to at least one question, the Standard Application must be 

used.  
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5. Enter the most recent annual sales used when filing your most recent tax return and enter the number of employees 

you currently have.  New as of March 1, 2021: Enter the End of Covered Period date of your choosing between 8 

weeks and 24 weeks from the Start of Covered Period / Loan Disbursement Date.  Note: there are no longer 

questions related to designating an Alternative Payroll Covered Period.   

 
 

6. The 3508EZ Application asks whether the Borrower, together with it’s affiliates, has PPP loans totalling greater than $2 

million.  If your answer is Yes then the 3508EZ application may not be used and the system will navigate to the Standard 

Application selection. 
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7. Complete the additional questions below.  Please note the SBA Application Instructions provide detailed guidance for 

determining the Calculation Form amounts.  New as of March 1, 2021: you may enter non-payroll eligible costs for 

covered operations expenditures, covered property damage costss, covered supplier costs and covered worker 

protection expenditures, if applicable. If not applicable to your application, enter 0.  As a reminder, the Forgiveness 

Amount and Estimated Forgiveness Gap (remaining loan balance), if any, are automatically calculated. 

 

 
 
 
If you have any questions regarding your Estimated Forgiveness Gap (Remaining Loan Balance) please consult with your 
financial or legal professional or call South State Bank for assistance at 844-238-9452. 
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8. At the end of the application, you will confirm the Primary Authorized Representative (your) information.  If any 

corrections are required please call South State Bank for assistance at 844-238-9452.  Once updated and confirmed, 

enter your Social Security Number first and then click Save & Collapse.   

 

 

 

 

9. Review/certify the eSign Consent Agreement and PPP Loan Forgiveness Borrower Certifications.   
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10. For more information on the eSign Consent Agreement and PPP Loan Forgiveness Borrower certifications, click the 

blue hyperlinks. You will have the option to email a copy to yourself.  

 

 
 

11. Once you have checked both certification boxes, double-check all information provided in the application. 

12. Depending on whether you are working your application for the first time or if you are making changes to one that was 

submitted to South State Bank already, you will either see a Next or Submit button at the bottom of the scren.  Click to 

move to the supporting document upload step of the process.   

 

13. If the Social Security Number you entered does not match our records you will receive an error to Please check the 

form for invalid fields when you click Submit.  
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14. You may try entering your Social Security Number again or you may call South State Bank for assistance at 844-238-

9452.  After 3 unsuccessful tries entering your Social Security Number your application will be locked out and you will 

need to call South State Bank at 844-238-9452 so your application can be unlocked. 

 

 

 
 
Click the following link to jump to the Upload Supporting Documentation section. 

 
Return to Table of Contents 
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Standard Application Step-by-step Guide 

1. From the initial application screen, select the Standard Application type.  The SBA Standard instruction document can 

be found here: 3508 (Standard) Application and Instructions  

a. You may switch to the 3508S application if you meet the qualification requirements. Click the following links: 

3508S Application step-by-step guide or Switching to the 3508S Application. 

b. You may switch to the 3508EZ application if you meet the qualification requirements Click the following link 

to jump to the 3508EZ Application step-by-step guide. 

 

 

https://www.sba.gov/sites/default/files/2021-01/PPP%20--%20Forgiveness%20Application%20and%20Instructions%20--%203508%20%281.19.2021%29-508.pdf
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2. Enter the most recent annual sales used when filing your most recent tax return and enter the number of employees 

you currently have.  New as of March 1, 2021: Enter the End of Covered Period date of your choosing between 8 

weeks and 24 weeks from the Start of Covered Period / Loan Disbursement Date.  Note: there are no longer 

questions related to designating an Alternative Payroll Covered Period. 

 
 
3. The 3508 Standard Application asks whether the Borrower, together with it’s affiliates, has PPP loans totalling greater 

than $2 million.  If your answer is Yes then there are additional SBA reporting requirements that South State Bank will 

contact you regarding. 
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4. Complete the following fields based on calculations form the Schedule A worksheet of the paper application to 

determine eligible payroll costs. 
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5. New as of March 1, 2021: Choose the applicable FTE Reference Period . 
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6. Total Payroll Costs will be calculated by the platform.  

Confirm this information matches your records. 

 

 

7. Complete the following fields based on calculations form 

the Schedule A worksheet of the paper application to 

include mortgage interest payments, rent or lease 

payments, utilitiy payments, (new as of March 1, 2021) 

covered operations expenditures, covered property 

damage costs, covered supplier costs, and covered 

worker protection expenditures, if applicable.  If not 

applicable to your application, enter 0. 

 
If you have any questions regarding your Estimated 
Forgiveness Gap (Remaining Loan Balance,) please consult 
with your financial or legal professional or call South State 
Bank for assistance at 844-238-9452. 
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8. At the end of the application, you will confirm the Primary Authorized Representative (your) information.  If any 

corrections are required please call South State Bank for assistance at 844-238-9452.  Once updated and confirmed, 

enter your Social Security Number first and then click Save & Collapse.   

 

 

9. Review/certify the eSign Consent Agreement and PPP Loan Forgiveness Borrower Certifications.  For more information 

on the eSign Consent Agreement and PPP Loan Forgiveness Borrower certifications, click the blue hyperlinks. You will 

have the option to email a copy to yourself. 

 

 
 
 
 
 
 



 

Version 1.4  28 

 

 

10. For more information on the eSign Consent Agreement and PPP Loan Forgiveness Borrower Certifications, click the 

blue text. You will have the option to email a copy to yourself.  

 

 
 

 
11. Depending on whether you are working your application for the first time or if you are making changes to one that was 

submitted to South State Bank already, you will either see a Next or Submit button at the bottom of the screen.  Click 

to move to the supporting document upload step of the process.   

 

 

12. If the Social Security Number you entered does not match our records you will receive an error to Please check the 

form for invalid fields when you click Submit.  
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13. You may try entering your Social Security Number again or you may call South State Bank for assistance at 844-238-

9452.  After 3 unsuccessful tries entering your Social Security Number your application will be locked out and you will 

need to call South State Bank at 844-238-9452 so your application can be unlocked. 

 

 
Click the following link to jump to the Upload Supporting Documentation section. 

 

 
Return to Table of Contents 

 

  

file:///S:/EEES%20Shared/PPP%20Forgiveness/Borrower%20Instructions%20-%20PPP%20Forgiveness%20Application%20Platform.docx%23SupportingDoc
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Upload Supporting Documentation & Submit for Bank Review  

1. In the upload documents section, you will be asked to add 

supporting documentation to your application.  Your application 

is not considered complete until supporting documentation has 

been uploaded. 

 

 

2. You are presented with document folders to allow you to 

categorize documents as you upload them to the system. 

 
3. To upload a document, click on the carat to 

the right of the document category to expand the 

section.  You will have the option to drag files from 

your PC, or select Browse to select a file individually.  

Multiple documents may be uploaded to each 

category. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4. Click Browse to open the file explorer and select your document.  Click open to begin upload. When your document is 

uploaded, a confirmation of document upload is presented at the bottom of the file upload category. 
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5. Continue this process for the remainder of your 

documents, categorizing each document in the 

appropriate section.  Once you have uploaded all 

supporting documentation, click Submit for Review.  You 

will not be able to make changes inside the 

application after submitting for review, so please 

double-check your work. 

6. Congratulations! You have submitted your PPP 

Forgiveness Application to South State Bank for Bank 

Review.  The Bank will review your application for SBA 

submission within the next 60 days. Click Exit Securely to end 

your session. 

7. If you realize you have uploaded incorrect documents or 

miscategorized documents, please contact South State for 

assistance at 844-238-9452. 

8. If, during bank review, it is determined that additional 

documents are required to submit your application to the SBA, 

you will receive an email from the Bank with additional 

information. 

 

 

 

 

 

 

 
 

Return to Table of Contents 
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Responding to Additional Documentation Requests from South 
State 

1. If the Bank has requested more information or additional documentation, you will receive an email from South State 

Bank PPP Loans [PayrollProtectionProgram@expressbankloan.com] 

 

 
 

2. The email will contain a message from South State Bank regarding any additional detail or document requests. 

3. Log in to the PPP Forgiveness Platform by clicking the status page link in the email or visit the platform to sign in.  

You will then be able to upload additional documents in the same method as the original upload and re-submit  your 

application. 

 

Next Steps 

1. If your application is validated by the Bank to be sent to the SBA, you will receive emails to begin the DocuSign 

process and sign the application electronically.  The Bank has up to 60 days from receipt of your application to 

complete the decision. For more information on DocuSign, view the DocuSign Instructions Guide. 

2. If your application is denied, you will receive an email from the Bank indicating the application was denied.  Contact 

South State Bank at 844-238-9452 for more information. 

Return to Table of Contents 

 

Technical Troubleshooting 

PPP Forgiveness Platform 

• If unable to access the PPP Forgiveness Platform, please contact South State at 844-238-9452. 

• If you receive an error response of “Unable to verify company information” while logging in to the PPP Forgiveness 

Platform, one of the three required fields for accessing the PPP Forgiveness Platform has been entered incorrectly.   

• Please double check and re-enter the Primary Authorized Representative’s email address, the Business Tax 

Identification number, and the original PPP loan amount. 

• This error message will also display if an additional Authorized Representative, not the Primary, attempts to access the 

PPP Forgiveness Platform to start an application.  Only one Authorized Representative can submit an application. 

mailto:PayrollProtectionProgram@expressbankloan.com
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• Throughout the application, if any pre-populated data fields don’t match your records please contact South State for 

assistance at 844-238-9452. 

• The PPP Forgiveness Platform has an upload file limitation of up to 33MB.  If your file exceeds this limitation it will need 

to be compressed or split into two documents in order to upload to the platform. 

DocuSign 

• For general DocuSign help, view our DocuSign Instructions Guide 

• Entering an incorrect Access Code three times will trigger a lockout in DocuSign.  If this occurs, please contact South 

State for assistance at 844-238-9452. 

 

• For the PPP Forgiveness Application process, you will be able to access DocuSign via email or through the PPP 

Forgiveness Platform.  If you are unable to locate an email from DocuSign, log in to the application platform and you 

will be taken to a screen that will begin the DocuSign process. 

 
Return to Table of Contents 

 

 



 

Version 1.4  34 

 

 

Appendix 

SBA PPP Forgiveness Payment Notice 

• The SBA will provide a PPP Forgiveness Payment Notice at the time they remit payment to South State Bank.  The 

notice will include details such as your PPP Loan Amount, Forgiveness Request Amount and Forgiveness Amount 

Remitted.  You can view the notice by logging into the PPP Application Platform and clicking the blue Download button. 

•  

https://southstatebank.expressbankloan.com/2/#/match
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• An example notice is provided below. Should you have any questions regarding your PPP Forgiveness Payment Notice, 

please contact South State at 844-238-9452. 

 

 


