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Training Tip: Application Creation

Training tip

Important information for preparing
forgiveness applications on loans not funded
by Biz2Credit

* Loan Originator

* Check with the originator of the loan
regarding their requirements for forgiveness
application completion & submission

* The loan originator can work with
Biz2Credit, and the application cover letter
will be used to facilitate this process

» CPA Business Funding Portal Steps
+ Create a new client in the portal
+ Complete PPP forgiveness application

» Provide the application package to
original loan provider

New Client x

Business Name

Quantum Corp.

Contact Mame

Julie

Email Address

guantum.demo.environment@hg.cpa.com

Start with

o PPP forgiveness application

Phone Mumber
(123) 456-7899

PPP loan application

. bi22credit, @CPA.com
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Training Tip: Forgiveness Application Updates

Training tip:
» Biz2Credit funded applications must be
started from the original loan application

« To start a preparing a forgiveness

O p p | i C O ‘I‘i O n : Client Name Client ID Phone Numbaer Email Address Existing Clent Applications Action

« Choose your client > click on the ellipsis from the

. . , Contaet 2004 BIZASHEIN D (784) 723-0473 =) contoct2004@blotey.com o 2 3 L
dashboard > select ‘Start Forgiveness App &
Croated on Application Typs Busineys Noms Applicotion D Applsotion BIogs Acticn
+ Review important information on key | — o ?
Contoct Hid BIITHEOIES D (797) 987-9738 = contoctl804@blodev.com ° R R

forgiveness topics:

« Forgiveness applications are open (covered period
must be met prior to submitting forgiveness
application)

« All forms and functionality are now available

Clent 1704 BRZTISEI24 D (729) B72-8472 = cliwnei704@b2cdev.com o , ) o

Go Deeper:
« CPA Loan Portal How To Videos @ biz2credit K cracom

* FAQsin the CPA Loan Portal CPA Business Funding Portall



https://vimeo.com/showcase/7655915
https://www.cpaloanportal.com/#pppfaq

Join a best practice session

When: Thursdays, 2-3PM ET
Where: Reqister here

Stay informed

 Read the daily update emails

« Join the Bi-weekly AICPA Town Halls (Register here for
foday’s event.)

« Continue joining these semi-weekly webcasts

Use the resource hubs

« CPA.com/PPPResources
CPALoanPortal.com/Resource-Hub



https://cpacom.zoom.us/webinar/register/4316164468026/WN_xQvSzs8IQqKI8XCeJvyObg
https://future.aicpa.org/cpe-learning/webcast/aicpa-town-hall-series-cares-act-and-paycheck-protection-program-ppp

Customer Care Reminders

Underwriting (UW) Notes

Email notifications will be sent to alert you to underwriting
(UW) notes.

To access the new case notes either:
« click the “view application” option in the email, or;
* qaccess the note via the portal

Refer to the Shorthand Cheat Sheet

Important Reminders:
> Not all applications will have UW notes.
» Underwriters may not immediately respond.

Feb 25, 2021, 5:58:13 AM PPP MOCKDATA 225310 APP18381 Approved ? @
View UW Notes (1)
Feb 26, 2021, 1:45:47 AM PPP Business funnel 01253 APP18383 Upload docum........ r ﬁ
"

TEST

Client02

ase share below documents:- 1. Driver&#039;s License. 2. IRS Form 941.

1 'S

If you do not see UW notes in your Portal but would like
to know what additional information is needed, please:

v Check back the following day
v Email cpasupport@biz2credit.com with:
« CaoselD
* Legal Business Name
« Current Status
* Including if new information was uploaded

i
ayroll tax form) - Q1 2020
ther Real ID document (front and back)

Funnel Test

Please find attached requested document.

Additional Documents sent
IRS Form 941 (quarterly payroll tax form) - Q1 2020

RS Form 941 (quarterly payroll tax for

Verifer-Screen (2)pdt L

characters:5000

characters:4960 -
Send Reply
o T o



https://www.cpa.com/sites/cpa/files/2021-04/UW-Notes-Shorthand-Cheat-Sheet-4-13-21.pdf
mailto:cpasupport@biz2credit.com

Customer Care Reminders

CPA Resources to Support Forgiveness Engagement with Clients

AICPA Services Matrix

Download here

Engagement Letter
Download here

AICPA Professional Liabilj

Paycheck Protection Program Loan
Necessity Assistance Services.

@ AICPA

SAMPLE ONLY — CONSULT WITH AN ATTORNEY BEFORE USE: Certain courts view

PPP loan forgiveness

This sampl
| engagement letters as contracts, and local laws and regulations applicable to engagement letter
accordance wit
ot | vary odics, regulatory agencies, state
[ = ‘boards of accountancy and professional organizations also have requirements that may prohibit |

Loan Necessity

individuals and entities subject o {
engagement letter provisions that |

established by
. . Consolidated 4 Paycheck Protection Pr engagement letter, an attorney sho
«t documentatiog] Questionnaire Assistance regulations.
{relationship with entity?
S e r\/ ‘ C e S a rl X P ¥ As the nature 8 . T;“‘ 'f:; "l"d g 4 scope of the services also does not include sesponding to o assisting with inquiries or audits of
K " B . the client, a ¥ chent and clearly ceseg [Date] your PPP loan from either your lender o the S|
s of May 27 ix advisory or It’s an audit/attest/ ecommended. « Describe the engagemel

The rules, regulations and guidance related to this engagement and the preparation and

‘work product 1
gtion client review client sk | « Describe the scope an [Client Name] submission of your Application and O: re (Optional if services related to the
- - advice should t scope, as applicable B Questionnaire are included in the scope) are governed by federal regulations. Such federal
fidagement letter - AUP engagement letter resulting from | + Describe the engagem [Client Officer or Authorized Client regulations are subject to change, and therefore, may affect advice provided by us as part of this
foorrower (client/ 1) ot be peovided crompleted 4 [Client Address] e gement. These efects may be mateial. Vou are sesponsible for undersianding all
n a \ oa 4 \ forgiveness requirements and estrictions applicable to your PPP loan. You are encouraged to
Boagement letter (lender) - ALIP engagement letter (lender) ifi:“ b | o Describe the engagemel seek the advice of your own legal counsel before and during the entirety of the loan forgiveness
ofessional ) ’
example 1 - Benort example 1 e | « Describe the applicable Dear [Cliont Name]: process.
What is th T tationship with entity? ] ‘ ‘ independence + Describe the client's ret [CPA Firm] (‘firm.” we," “us,” or ¢ Our services are dependent upon the accuracy, completencss and timeliness of the
hat CP; b ided f ot 151 ongoing or current service reiationsnip with entily. le 2 B 2 A with the professional services des( representations and information that we receive from you. We will use financial information
What CPA service is being provided for example Report example 2 Tnstructiol o Describethecea 5l ;
PPP loan forgiveness (Section 1106 of the fborrover 2 /i o1 Conditions Addendum’ and S8 provided by you to assemble your draft Application and Questionnaire (Optional if services
CAnEs s 79 It's a client advisory services  It's a tax advisory or It's an audit/attest/ o3 N . . ‘This sample er o Indicate when services Agmrm:nll'), coufm;::undenm 1e(rz‘er to the Questionnaire are included in the scope). We will not verify or audit this
<) (CAS) elient preparation client review client Lexample 3 (lender) Renort example 3 (lender) u —— | nature and limitations of the services rmation. Inaccurate, incomplete or untimely representations may result in an inacurate
Eexample 4 (lender) - Report example 4 (lender) ‘will be governed by the terms of this, mbm:ssmn of your Application and ionnaire (Optional if services related to the
« Discuss responsibilities iects Questionnaire are include ceope) by you and/or a decision by the SBA that s ez to
a " " . N Due to rapid | [Engagement Objectives, Scope and 4 7 ¥¢
Nene: - Entity self-certification letter - Entity self-certification letter - Entity self-certification letter Jment to engagement - Attachment to engagemen | your interests.
ok I ol x expenses eligih o Asach the CPA figly You have received a loan from a lef
- CPA is providing no service terplaz tamplate lerpiz Bt AUP report guidance regar incorporate such by reff (“SBA") under the Paycheck Proteet ‘This engagement s limited to the professional services outlined above. You may request that we
. ) endence: must comply - Independence: already o SBALomi Relief, and Economic Security Act at form_additional services not contemplated by this engagement letter. If so, we will
CPA s performing a transaction advisory - Engagement letter and written - Engagement letter and written - Engagement letter and written ICPA Code Sections maintained | You have requested that [CPA Firm] communicate the scope and estimated cost of these additional services in an amendment to this
(Consutting) engagement: communication option* communication option* communication option+ 1001,1.297.010 and S2A Locny Program Loan Forgiveness Applicati letter or a separate engagement letter to reflect the scope of such obligations and the obligations
 Assisting client with calculations and - Independence not required + Independence not required - Independence: must comply 020 16 perform AUP o SBALoan} also assist you in the collection 48 of both parties.
documentation gathering with AICPA Code Section 1.295 H + Guidsackl] submitted with your Applicatin aad| CPA Firm Responsibilies
- Allows for client self-gertification to perform existing assurance EdQ for Le dditionally, e will assist you i We will perform our services in accordance with the Statement on Standards for Consulting
i i n has additional resources reiating to the PPP at aicps org/sha. « Guidance PPP Loan Necassity Questiomairel Services issued by the American Institute of Certified Public Accountants (“AICPA”). Such
* Performed under CS Section 100 making updates to the contents of tis respurce to inoorporate fuure changes. Center. to and requested by the clie vices do not constitute an audit, review, or any other attestation service as those services are
- Documented understanding of engagement process, ACPA Professions! Stanciards, ioerecommendations. . SBAPacl We will not be solely responsible | defined in AICPA literature applicable to such engagements. Accordingly, these services will not
e | (Optional if services related to the § result in the issuance of a written communication to third parties by [CPA Firm] regarding
- Communication of results generally intended oot e N « Risk Alert financial data or internal controls, expressing an opinion or conclusion or obtaining or providing
for client use only JBnproved cisapproved ar cthenvics acted an by an AICPA senicr commitee ft Applicariog _ any form of assurance.
Brstonding thet the stalf and pubiiher ae not engaged nenderinglegal Program. s sample Terms and Conditions Adde

» Does not fall within the scope of peer review

1 PPP loan forgiveness servics

atrix

«The sample engagement letter is being provided courtesy of the AICPA Member insurance Program, and you will be directed to a different site. T

information is produced and provided by CNA

1 "é‘ AICPA

aicpa-cima.com

e

e scceuntig and

BEs: Al such information is provides
ers and reports used
particular engagements.

[Engogement
Fuiabily tor

st CPaa a0 The

without

canty of any kind.Practit
dering of professionl ser
formest

Varge

provisions and is available in the Policyholdé
2 SBA lenders must obtain completed Loand
affliates, received PPP loans with an origind

‘The Firm, in its sole professional judgment, reserves the right to refuse to take any action that
could be construed as making management decisions or performing management functions,
which include, but are not limited to, signing any Application or Questionnaire (Oprio
services related to the Questionnaire are included in the scope) on behalf of [Client Name].

Our engagement does not include any procedures designed to detect errors, fraud, or theft.
Therefore, our engagement cannot be relied upon to disclose such matters. In addition, we are
not responsible for identifying or communicating deficiencies in your internal controls, unless
otherwise specified in the scope of this Agreement. You are responsible for developing and
implementing internal controls applicable to your operations.

We are not an SBA lender. The SBA lender to which your Application ad Ouestionnaire
(Optional if services related to the Que: 1 in the scope) is submitted controls
the loan forgiveness process, and we with, or influence upon, this process.

Updsted Januar
Paged


https://future.aicpa.org/resources/download/ppp-sample-engagement-letters
https://future.aicpa.org/resources/download/paycheck-protection-program-loan-forgiveness-services-matrix

Resource Hubs

Visit either resource hub for information to help guide you through the
second round of PPP

CPA.com/PPPResources

) CPALoanPortal.com/Resource-Hub
Important Resources & Information

v Helpful Portal resources for you and your clients, such as:
« How-To Videos
 Access to FAQS (also found at: CPALoanPortal.com/#PPPFAQ)
« Required Documentation Guide
« ACH Tutorial and Detailed Guide

v Semi-weekly webcast resources, such as:
« Webinar replays

« Access to on-demand training clips and slides (only found at
CPA.com/PPPResources)

v" PPP Information, such as:
« Recent news arficles
« AICPA resources
« SBA Paycheck Protection Program (PPP) FAQs
 PPP Summary after Economic Aid Act

B bi22credit, @CPA.com
CPA Business Funding Portal



Reference the FAQs at CPALoanPortal.com/#pppfaq

v FAQs sorted by topic area
« PPP Technical Accounting Topics
« The CPA Business Funding Portal
« PPP Applications
* PPP Forgiveness

v New FAQs added for forgiveness ———

FAQS

FAQs

PPP Forgiveness

Q.

Q.

How is the CPA Business Funding Portal different from the PPP Forgiveness Tool?

What third party services does the CPA Business Funding Portal integrate with?

How can | know if lenders will accept the electronically generated PPP forgiveness forms created by the Portal?

Can you override the system if we disagree with a calculation or line item in the PPP forgiveness application?

Can | create and submit a PPP loan forgiveness application on the CPA Business Funding Portal?

How do | create a forgiveness application in the CPA Business Funding Portal?

How do | use the AICPA FTE calculator for PPP loan forgiveness applications?

Can the CPA Business Funding Portal be used to apply for forgiveness for loans funded through a lender other than Biz2Credit?

Does the CPA Business Funding Portal support the payment of agent fees for PPP loan forgiveness applications?

What documentation is required for forgiveness applications of loans less than $150,0007

What documentation is required for forgiveness applications of Schedule C filers?




Qur Customer Care Teams

: Frequeni CSR Help items:
Customer Service Managers Yodlee & DecisionLogic link re-send requests

+ Assistance when no underwriter notes (UW) available & “More
Information Needed"” status

Email Support Available: 8am — 8pm ET Withdraw requests

cpasupport@biz2credit.com «  General application status inquiries
» DocuSign link re-send requests

Biz2Credit Funding Specialists

Frequent FS Help items:
* Yodlee alternative verification method requests (ex. DecisionLogic)
Assigned to applications in queue to « Loan amount discrepancies

facilitate funding process

SpeCK]l RGC]U@STS Reach out to these specific contacts:
» Technical lssues (e.g. Login)

Assistance with other inquiries CSRs « Email: techhelp@biz2credit.com
and FSs cannot help with.



mailto:cpasupport@biz2credit.com
mailto:techhelp@biz2credit.com

Customer Service & Communication Plan

Service Inquiries about the Portal
email address on your portal

CPA Business Funding Portal
Support
cpasupport@biz2credit.com

Technical Issues (e.g. Login)
techhelp@biz2credit.com

Check for frequent emails from
cpa@biz2credit.com that
highlight Portal updates and
processing information for CPAs

View resources and videos on
your CPA Business Funding Portal
dashboard

Join us twice a week in these
live update webinars

~600

inquiries answered
every day.

§ biz2credit @ ceacom
CPA Business Funding Portal


mailto:techhelp@biz2credit.com
mailto:cpasupport@biz2credit.com
mailto:cpa@biz2credit.com
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