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CIVISTA PPP PORTAL — APPLICATION USER GUIDE 

 

 

 

We will be using the Civista PPP Portal for all PPP loan originations, whether for a First Draw PPP Loan or a Second Draw       
PPP Loan, as well as PPP forgiveness requests.  

ACCESSING THE CIVISTA PPP PORTAL 
RETURNING PPP CUSTOMER LOGIN: 
For existing PPP customers, the login criteria will be: 

• Business TIN,  
• Authorized Signer’s Email, and  
• Authorized Signer’s SSN.  

Once login criteria is entered, check the “I’m not a 
robot” confirmation, and then click the “Find My 
Account” button. 

***This same login screen will be used by New PPP 
Customers, once they have originated their initial 
application.  
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After login, existing PPP Customers will be given the 
option to choose if they are entering the portal to 
work on a PPP Forgiveness Application or PPP 
Second Draw Loan.  

 

 

 

 

 

 

 

 

NEW PPP CUSTOMER LOGIN: 
You will receive an email from ppp@civista.bank. This email will provide an acceptance link. The below screen will 
populate after clicking this link. Users will only use this link to generate their initial application, after which the “Existing 
Customer” login screen will be used.  

On this screen, enter your company’s legal business 
name and zip code. 

Once login criteria is entered, check the “I’m not a 
robot” confirmation, and then click the “Find My 
Company” button. 

If your company can’t be found in the lookup, then hit 
“click here to proceed”.  
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VERIFYING BUSINESS INFORMATION  
NEW PPP CUSTOMERS: 
For new PPP Customers, the portal will generate limited business information — if it could be located through various 
record look-ups. Please provide any missing data and correct any pre-populated information that is incorrect.  

RETURNING PPP CUSTOMERS: 
Customers should review their business information to ensure 
accuracy. If changes are needed, click the drop down arrow to 
make updates.  

It’s important to note that businesses in the restaurant/ 
hospitality industry, will need to verify the Business Industry 
field. This will ensure the proper loan amount is calculated. As 
a reminder, this applies to businesses whose NAICS code starts 
with 72. See the SBA’s application for full rules.  

APPLICATION SELECTION:  
NEW PPP CUSTOMERS:  
If you are applying as a new PPP customer with Civista, you 
will have the option to choose whether you are applying for a 
PPP First Draw Loan or a PPP Second Draw Loan. If you 
received a PPP Loan, from another lender in 2020, then you 
will be applying for a PPP Second Draw Loan.  

 

 

 

 

 

 

 

RETURNING PPP CUSTOMERS:  
As a returning PPP customer your application will automatically populate as a PPP Second Draw Loan. 

APPLICATION INFORMATION:  
Fields in this section are directly tied to required fields on the SBA’s application. If you have questions, there are helpful 
hints to the right of each field. The SBA’s application also has instructions attached, which should be consulted if there 
are questions on what is being required.  
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BUSINESS CHECKING ACCOUNT NUMBER: 
PPP loan proceeds must be initially deposited into a Civista business checking account. Entering a non-Civista business 
checking account number will delay the funding process.  

 

NEW PPP CUSTOMERS: 

APPLICANT OWNERSHIP:  
If no owners own more than 20% of the company, or if the organization is a non-profit or church, then “0 – None” would 
be selected from the dropdown menu.  

 

PERSON COMPLETING:  
If the application is being completed by an authorized representative, who isn’t an owner, a “no” selection should be 
made.  
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OWNERSHIP INFORMATION:  
There will be information sections for each owner, owning 20% or more of the company. The number of sections will be 
based on the applicant’s previous answer.  

AUTHORIZED REPRESENTATIVE INFORMATION:   
New PPP Customers will be required to complete the information section for the Authorized Representative. This is the 
individual who is completing and will be signing for the PPP Loan. It is important to note that the email address entered 
will receive status updates on the file and notification when it is time to complete the Esign process. The SSN entered 
here will also be used on the login screen when returning to make updates to the application. See the Returning 
Customer Login section of this document.  

RETURNING PPP CUSTOMERS:  
Please verify that the prefilled information is correct. 
If any updates are needed, click the down arrow to 
make changes, then click “save”  
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COMPLETING THE APPLICATION:  
Once all of the required fields in the application have been filled, borrowers will be required to check the certification 
boxes. It is recommended that each of the certifications be reviewed, by clicking the blue hyperlinks.  

 

NEW PPP CUSTOMERS:  
It’s important to note that new PPP customers will only have the option to click “Next”. All information in the application 
must be completed, but the borrower can come back to make revisions as necessary, up until the time the application is 
submitted to the bank for review.  

RETURNING PPP CUSTOMERS:  
The option to save an application in process is available and it is recommended that it be used throughout the process. 
Clicking the “Next” button will take borrowers to the supporting documents upload page.  

SUPPORTING DOCUMENTS:  
Specific documents are required for each borrower and varies based on loan type (first or second draw), the reference 
period for payroll, and loan size. Please be sure to review the SBA’s application for full details on required supporting 
documents.  
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It’s important to note that there are limitations to the types and size of documents that can be uploaded to the portal. 
These are not our requirements, but requirements that have been made by the SBA. Unsupported documents can’t be 
uploaded into the portal.  

 

  



Civista PPP Portal – Application User Guide 

8 
 

There are separate folders for payroll, revenue and, in some cases, organization documents. To aide in the verification 
and SBA submission process, the classification of documents is important and will help to expedite the process. Also, the 
naming of documents will carry over into the portal. Please ensure documents are accurately named prior to upload. 
This will further aid in the verification process.  

Note: New PPP Customers, in addition to the payroll and revenue documents, new PPP customers will be required 
to supply documentation to meet Know Your Customer (KYC) rules, as required by the SBA. Required documents 
will include: 

• Articles of Organization or Articles of Incorporation,  
• government issued photo ID’s for all owners of 20% or more, and  
• a photo id for the authorized signer.  

To edit or review the application hit the “Back” button. This will allow you to see the application page that was 
completed. If changes are made, borrowers will be required to check the certification boxes again and hit “Next”. 

SUBMITTING FOR REVIEW: 
Borrowers will be required to click the “Submit for Review” button for their application to move forward in the process 
and onto the bank for verification.  

Congratulations your application has been 
submitted to the bank for verification. Once 
submitted, borrowers will not be able to 
make changes to the application or add 
additional supporting documents. 

If changes are needed, please contact the 
PPPforgiveness@civista.bank inbox or Help 
Hotline at 844.541.0300 

NEXT STEPS:  
IN REVIEW: 
During this stage the bank will verify the 
application and supporting documents 
submitted by the borrower. If updates or 
additional documentation is required a 
notification will come from portal, which 
will include the updates needed.  

SBA SUBMISSION: 
Once the bank completes verification, the application will be submitted to the SBA for approval. Unlike the previous 
round of PPP lending, approval is not instantaneous, with the SBA stating it could take 24-48 hours.  
 
 

mailto:PPPforgiveness@civista.bank
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SIGN: 
After the SBA approves the loan request, borrowers will receive an email notification and the Esign process can be 
completed. There will be a link in the email, which will bring borrowers back into the portal to access the documents.  
***If not previously entered, borrowers will need to enter their checking account number on the funding document in 
the Esign package. Not providing this information will delay the loan funding process.  
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