PPP Platform User Guide

Getting Started

The following information outlines the process of using the Alpine Bank PPP workflow.
Below are some tips to help set you up for success when you are getting started with this platform.

Always log in using Google Chrome browser

Online Application — Applying for 2nd Draw

Draw 2 is only if the user is applying for a second PPP loan.

1. User logs into the online application.

Welcome back!
l Log in to continue.

Email

portalncino+sallyf@gmail.com %

Password

Forgot password?

Mew Customer? Sign Up

2. To apply for Draw 2, the user clicks Marketplace. The user clicks Apply to apply for Paycheck
Protection Program Draw 2 Loan.

Dashboard

‘ Marketplace

Paycheck Protection Program 1st Draw Loan Apply

This product is to be used ONLY if you are applying for your FIRST Paycheck Protection Program loan. If you already have a Paycheck Protection Program loan and
want to apply for a second, please use the Paycheck Protection Program 2nd Draw Loan. If you are looking to increase an existing Paycheck Protection Program
first draw loan as allowed under the Economic Aid Act, please reach out to your financial institution directly

Paycheck Protection Program 2nd Draw Loan Aoy

“This product is to be used ONLY if you are applying for your SECOND Paycheck Protection Program loan. If you DO NOT have a Paycheck Protection Program loan
and want to apply, please use the Paycheck Protection Program 1st Draw Loan. If you are looking ta increase an existing Paycheck Protection Program first draw
Ipan as allowed under the Economic Aid Act, please reach out to your financial institution directly.

Paycheck Protection Program Forgiveness Aoy

Select Paycheck Protection Program Forgiveness ONLY if you are applying for a FORGIVENESS ON YOUR 1ST LOAN.

3. The first thing the user must do is confirm the business for which they are applying for Draw 2.
They click Apply With This Business. The user may Edit information if necessary.



@
Your Business

Which business would you like o apply with?

—
m Fields Flower Shop

Corporation

Retail

1900 Elm St
Apply With This Business

Dallas, Tx 75201
Add New

Save and come back later

In the Personal Information route, the user will quickly confirm their personal details. If any
information has been updated from the time the original PPP loan was created, the end user has
the ability to update that information here. Then, the user clicks Next.

w

Tell us about yourself

We need to know a bit about the person representing the business.
How are you related to this business?

Owner @,

Ownership Percent

100.000 %

Official Title

CEO

Soclal Security Number (SSN)
........... ® @ Why do we need this?

Contact Information

Mobile Phone Number

8089899939

Residential Address

2000 Main St

City
Dallas

State Zip Code
X : 75201

Save and come back later



5. The useris directed to complete the PPP Round 1 Attestation. If user chooses No the loan will not
progress. Then the user clicks Next.

By certifying "Yes" below, you are acknowledging that you have recieved a First Draw Paycheck Protection Program Loan, and will have used the full loan amount by
the time of disbursement for the Second Draw.

PPP Round 1 Certification

Yes .

Save and come back later

6. Inthe Payroll Calculation route, the user will answer the questions. In Section A, the user will
complete only one field. Then the user clicks Next. If user answers Yes to first question, they must
adjust the Number of months payroll costs to report.

Let's determine your eligibility

Help us determine the tarms of the loan thal best meet your needs
Do you have less than 12 montrs of payroll costs but were In operslon on Feoruary 15, 20207 (If your business cid not begin opereing Ut afier February 15, 2020, you are not ssgioie)

No

Number of menths of payrofl costs to regort?

2

Section A:

Complete only one field in section A

Payrol far the last 12 months Esa “What should | muan my payrall casts halp taxt

USD  230,000.00

1099 payrol for the last 12 months - (12019 o 2020 RS form 1086, line 5

UsD 000

Sole Propy (2019 0r 2020 IRS g ine 31)

USD 000

Section B:

Federal income taxes wihhsld over the last 4 guarter period (IRS Form 841, line 3, Form 844, line 2)

UsD 000

Section C:

Did any indwidual employes. = 2 pe in excass of $100,000 over the d-quartsr period reflected in the IRS Fom 8415 submitted?

Total number o individuals receiving compensation i sxcess of $100,000: (includes w-2. 1088 or sole prop)

000

Total compensation paid 1o these Iaviduals over the 4 quarter period: (includss W-2, 1088 of sole prop)

UsD 000

Section D:

Do any of your emplayees hava a principal placs o r

Total compensation paid to emglayes(s) with  princioal place of residence outside of the United States over the 4 quarter period reflected above?
USD og0
Section E:

To the best of your hnowledge, doas any of the eompansation identfied in IRS Farm 841 Include qualfied sick andior family lsave wages allowed under saction 7001 of the Familas First Caronavinus Response Act2

Provide total amount of quakfied sick andor famiy laave wages 7001 af the Families Responss Azt

USD 000

1. Next, the user completes the Eligibility route. If the user answers Yes to question 1, 2, 4 or 5, they

will not qualify for the loan. If the user answers Yes to question 7, they should answer Yes to
question 8 and enter their Franchise Code. As always, the tile on the right provides guidance on
how to answer the questions. Then the user clicks Next.



If questions (1), (2), (4) or (5) are answered “Yes”, the loan will not be approved.
1. Is the Applicant or any owner of the Applicant presently suspended, debarred, propesed for debarment, declared ineligible, voluntarily excluded from
participation in this transaction by any Federal department or agency, or presently involved in any bankruptcy?
Please Select Yes or No
No v
2. Has the Applicant, any owner of the Applicant, or any business owned or controlled by any of them, ever obtained a direct or guaranteed loan from SBA or
any other Federal agency that is (a) currently delinquent, or (b) has defaulted in the last 7 years and caused a loss to the government?
Please Select Yes or No
No B

3.1s the Applicant or any owner of the Applicant an owner of any other r have common (including a any
other business? If yes, list all such businesses (including their TINs If available) and describe the relationship on a separate sheet identified as addendumA.

Please Select Yes or No

No B
4.1s the Applicant (if an Individual) or any individual owning 20% or more of the equity of the Applicant presently Incarcerated or, for any felony, presently
sublect to an indictment, criminal Information, arraignment, or other means by which formal criminal charges are brought in any jurisdiction?

Please Select Yes or No

No £

5. Within the last § years, for any felony involving fraud, bribery, embezzlement, or a false statement in a loan application or an application for federal financial
assistance, o within the last year, for any other felony, has the Applicant (if an individual) or any owner of the Applicant 1) been convicted; 2) pleaded guilty; 3)

or form of parole or pr (including probation Judgr
Please Select Yes or No
No :
6. 1s the United States the principal place included in the Applicant's payroll calculation above?
Please Select Yes or No
No &

7.1s the Applicant a franchise?

Please Select Yes or No
No -

8. 1f yes to question 7, is the franchise listed in SBA's Franchise Directory? If yes, enter SBA Franchise Identifier Code Below:

Please Select Yes or No

[ J

2. The user completes the additional information. User has the ability to choose multiple purposes on
the purpose of this loan.

We'll need to gather some more information from you before we can submit your loan.

Number of Employaes
1

PFP First Draw SBA Loan Numbar
12345

SBA Size Standard (For haip ragarding SBA Size Standard, ploase see the halp taxt Iscated at the upper right side of the page.)

No more than 500 emgl {or 300 i =

Please selact the purpose of this loan. If olher, please describe below. (select all that apply)

v
Qther {explain):
Date of Estabiishment
1111989 @

oY

3. The user enters their Reduction in Gross Receipts. The Reference Quarter must match the Quarter
2020. As always, the tile on the right provides guidance on how to answer the headcount
questions. Then the user clicks Next.



Reduction in Gross Receipts of at Least 25%
Please select the correspanding quarter of each year.

Reference Quarter

Q12018 H

Gross Receipts 2013

USD  125,000.00

Quarter 2020

@1 2020

A

Gross Receipts 2020

USD  80,000.00

Save and coma back later

Reduction in Gross Receipts Help

Applcant experionced at roceipts,
,000, e Applicant y quarter meeting ths

Forlaans of §

e i
the 25°% gross recalpts reduction at the timo of application.

H botoro sosking

ientifes the

provided. For all loans, the appropriate rofaronco quator dopends on how long the Applcant has
been in aperation;

2019,
any quarter of 2020 wer al leas! 25% lower than either the third o fourt quasters of 2015,
. nd third quarters of 2019 butin

icant
any quarter of 2020 were alleast 25% lower than the fourth quarter o 2019,

. 18, 2020, Asplcanis
must demensirate thl gross receipts in the second, third, orfourth quartar of 2020 were al least
25% lower than the first quarter of 2020.

oooooo od e

s, reduced by retums and

Al cther tems,

Il taxes, may not be
"

4. In the Beneficial Ownership route if there are multiple owners, any over 20% will need to complete
their portion of the application once the fields are completed by the initial submitter. For any Non-
Profit or Church, will need to input at least 1% to qualify for the loan. The user will receive an email
to complete their portion of the application (the application will not be completed until all
Beneficial Owners complete their portion). If none, they can Skip.



Beneficial Ownership

Ounership percentage, regardless of Business Types of Non-Profits or Church Affilialed, require at least 1% ownership to be considered Owners. Ownership
percentages of less than 20% are considered Non-Owners.

First Name Last Name

Draw @A One Ben Own
Email

000

Mabile Phone Number
3039847987

Role
Owner

Role on Loan

Beneficial Owner

Removel

Save and come back later

5. User must check every Certification in order to move forward then click Next.

Certifications

- Including any enifty rassarch er for
ik tank

o ebruary 15. 2020, 1 8nd was sither an sig o saie propy P o plop pai
safarias and payrol taxes or paid independart condractors, as reparlad on Formis) 1038-MISC.

- g the Agplicant.
. reduction time perios, Fer lsans greater than §150.000, 10 the.
ross receipts. For less. 9 loan forgenass for Payehesk o
S84 raquest
. fa) y ple's Fiap China o1 Fegion of Hang Kang,
China e the Hong K o halde, directy or
captal o prefi intevest in a pany or pi o a5 & membe af ap Ghina.
. & First Draw Payeack Prograrm L . wil have used e Fist Dran

Payehack Prolection Program Lon only fr elible expenses.

- workers and for rent, wiliiss, . coveted property costs,
" ' for unsuthenzed purposes. the federal o
aud
- for payrol costs,
osts, covered supgler sests, for M requies B documentatian
veritying the number of tor
8 Program Loan.
= huierad grant fram SEA.
- Tha Presidan, tha Vice Prasident.the head of sn Exsculive deparimant, or a Member of Cengrass, or the spouse of such parsen . i heid & cantrollng inferest in
the Appilcant wih Hanprois, and Venues Act
5 ser, saction 6 of the Sescurlies Exchangs Act o 1334 (15 U S.C. 78l
. areign Agents
. t providadin
malaw, 18 US.C. 1001 and 3871 ot mare than lve years andior & fine of up to §250,000; Under 15 L.S.C. 845 by imprisanment of netmare
han o y under 18 U.S.C. 1014
. |ungerstand. acknowledge, It
tha SBACHfce of Insps for SBALoan

6. User will E-Consent to the application by completing fields and then click Next.



Elecironic Signature

The SBA does allow all PPP lenders to accept scanned copies of signed loan applications and decuments containing the information and cerlifications. Additionally,
lenders may also accept any form of E-consent or E-signature that complies with the requirements of the Electronic Signatures in Global and National Commerce Act
(PL. 106-229).

By typing my name below, | recognize that this may be treated as an electronic signature and certify to submitting accurate information,

Roger Rabbit

By typing my initials bolow, | recognize that this may be troated as an elestronia signature and used to initial eortifications on the Payehack Pratoction Program Loan

Application.

Save and come back later

7. User will review the information on the Review & Submit route. They can Edit if necessary. Once
reviewed the user can Submit Application.



Does everylhing look right?

Lafs doushe chick wtal you've entered. Dece yus subest ifis, wall process your appécaion and gal you & credi decksion in 1.2 days

e E
o Hama T Iatcation Numiser

FadsFowarShos 9893

Empinpens Febsiortip Type
Comaratan
HAICE Levinsp Dol Binivasa 2

424530 - FIOWDI, Nursery 100k, and FIONSIS SUPEIes METCRan! Wholpsalers

Sarg Asian
1500 Eim 5t
Dalas, Tx 75201

=
et
wnar
Frsitartia s
2000 Main 5t
Dallis, TX 75201
£
Payrall Calcukaiio
‘ayrall Caleulation =y
i Buirans Lass than 12 Moot Wb i B Lt 72
Na 2
12 Mt Pt 1080 Pt 12 Mzt
U=0 220,000.00 usD oo
ot ot I Find incorme Tanss Wit + TP
uspooo
Emeingan Comg v 1008 T Emshryais Dot 000
oog
Soal Coom i <1008 v 4 TR Erplspets Prreiodl Raakler Ok U
uso oo ™
Yotal e Rasidnss Exsabde U Form 84 SckiFum Las 001
uso oo Mo
Sotal SeFase Lo Wages 700
usoooo
Eligisiity =
Fephean presarty sisparsisd Susamad Apskant ey kain
Na
[— [ T——
Na M
[e—r—
Mo
- Fravs st S84,
Mo Mo
[P — PP Fint O S8 Lean st
" 12345
EErr— P of Laan
HNomore than 500 emplayees (or 300 employees. i applicabie)
P ol Laan Over Ote Extutsntmant
1111993
[E——— s Fazess 20
o 201 USD 12500000
o Prazes 2130
wusD B0,000.00
Carfficasons 7

8. The application has been submitted and the user will land on the Next Steps page. The user will
click Go to Dashboard to upload documents.



The first step of your application is complete. We now need to move on to uploading supporting
documents.

1. Please click the Go to Dashboard button te upload the your supporting documentation in the Upload Documents section of the "TO-DO-LIST".

2. Once you've uploaded all required documentation, we will begin processing your Application. Failure to upload required documentation may delay the
processing of your Application.

3. It may take several weeks to process your Applications. We will contact you if we need additional information or decumentation.

Go to Dashboard

9. The user will be on their TO-DO LIST where they will upload documents. The user will click the

caret next to the Upload Documents number to display the placeholders.

v/ TO-DOLIST

LY
. Upload Documents

+ TO-DOLIST
3
. Upload Documents 8

Drivers License

ﬂ Draw One
| DRAG & DROP |

Please upload a picture of your non-expired Drivers License. et i i

Social Security Card

B Draw One

Please upload a picture of your Social Security Card. DHAG & DRDF.’

or browse

Copy of Voided Check - Draw One,Inc 4

B Paycheck Protection Program 1st Draw Loan ($72000.00) H
| DRAG & DROP |

or browse

Form 941 Q1 - Draw One, Inc
B Paycheck Protection Program 1st Draw Loan ($72000.00) H H
| DRAG & DROP |

or browse

Form 941 Q2 - Draw One, Inc R TP
B Paycheck Protection Program 1st Draw Loan ($72000.00)
DRAG & DROP
" orbrowse

Form 941 Q3 - Draw One. Inc
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