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PAYCHECK PROTECTION PROGRAM
FORGIVENESS APPLICATION GUIDE

Bank First created this step-by-step guide to help you through the PPP Loan Forgiveness Application. All borrowers are 
required to submit a Forgiveness Calculation Form and a PPP Schedule A Form to Bank First. Also included with the application 
is a Schedule A Worksheet, which must be retained, and an optional PPP Borrower Demographic Information Form, for which 
the veteran/gender/race/ethnicity data collected will be used for program reporting purposes only.

Below is a guide of what you can expect to see when completing your Forgiveness Application. Note, any hyperlinks you 
select will not work with Internet Explorer. We recommend using Google Chrome. 

STEP 1.  You will receive an email from “noreply@bankfirstwi.bank” where you will see your lender’s name and contact 
information listed in the top left corner. Click on the hyperlink (be sure to bookmark for future reference)

Note: Internet Explorer

STEP 2. Click on “START THE PPP FORGIVENESS PROCESS”.



STEP 3.  The first time you log in, you will need to verify that the number listed is your cellphone number. If yes, please verify 
and continue. 

If no, then follow the instructions on this screen to register your cellphone number.

STEP 4.  Enter the 6-digit code sent to you via text message.



STEP 5.  Follow the on-screen steps to submit your forgiveness application. If you wish to add authorized users to help you 
with the application process, you will do it on this screen.  You can add anyone you wish to help you with the process by 
clicking on the word “New”.  Anyone you authorize on this screen can enter in application information or upload documents to 
your forgiveness portal.  Please be careful when adding users, as you are responsible for anything entered into the application 
or uploaded as supporting information.



STEP 6.  Make sure your contact information is correct. Please note you are again notified of who your lender is for this loan, 
as well as their contact information if you have questions.  As you go through the application fields, you will notice a blue 
circle with a question mark in it.  If you hover over these, you will see tips as to what is needed in those fields. Anything in gray 
that is not correct cannot be changed by you, please notify the bank contact person listed on the screen.



STEP 7.  Follow the series of questions to determine if you are eligible to use the EZ version of the application or the standard 
version.  Even if you qualify for the EZ version, you need to choose if you want to use it or not. You are not required to fill out 
the demographic information but can if you wish (this section is optional).



STEP 8.  Continue answering the questions below:



STEP 9.  Complete the Schedule A worksheet. You will notice there are several options for completion of the Schedule A 
worksheet.  You can choose which option suites your needs. 

















STEP 10.  Supporting Files. This screen will have a list of documents that you need to upload to the system.  Each document 
is explained in detail and is uploaded to secure portal managed by the bank.  Any document types including (.pdf, .xlsx, .docx, 
.xls, or .doc) will be accepted.  Everything on the document list to upload is dynamic and changes based on your answers to 
the questions throughout the forgiveness portal.



STEP 11.  Review and Sign. The completed Forgiveness Application is created which you can open and save if you wish.  You 
will not click in the signature method and move to electronically sign the application to submit to Bank First for review.  Please 
remember, as of July 6 the SBA has not opened up to begin accepting the forgiveness applications for funding.  Bank First will 
hold your information until the SBA announces that the portal is open and will submit accordingly.  All questions should be 
directed to the contact listed on the screens in your forgiveness application (your “Lender” or Relationship Banker).

Please enter your PERSONAL information for this section so that Docusign can authenticate you for signature:





DocuSign will ask you several out-of-wallet questions, which are required for authentication purposes.  When you have 
answered them correctly, you will be able to click next to sign. Click I agree and continue to begin the signature process.



After following the prompts to sign and initial the required areas of the application, click Finish at the top of the screen to 
complete the process.  The bank will be notified of the completed application and you can save off a signed version if you 
would like for your records.

Please remember, as of July 6 the SBA has not opened up to begin accepting the forgiveness applications for funding.  Bank 
First will hold your information until the SBA announces that the portal is open and will submit accordingly.  All questions 
should be directed to the contact listed on the screens in your forgiveness application (your “Lender” or Relationship Banker).


