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Send Emails Borrower Accesses 
Portal and Completes 
Application

Borrower Submits 
Application to Lender

Lender Reviews 
Information
• Lender could email 

Borrower for missing 
information/clarification

Lender Submits to SBA

Review Forgiveness 
queue

Forgiveness Portal
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Initial Steps

Forgiveness Queue

• Lender: Filter for Pending status loans
• Lender: Sort by Dates

Send Email

• Lender: Bulk email or send email 1 by 1
• UNIQUE URL’s specific to the Borrower



Forgiveness Queue
 Utilities > PPP Loans > 
Forgiveness menu

 Features
• Lists all PPP Loans in 

FUNDED Status
• Email

• Filter list by Status

• Sort by Last Emailed

• Search

 Lender GETTING STARTED 
Action Items

1. Lender: Filter for 
Pending status loans

2. Lender: Sort by 
different dates, use 
gearwheel 
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Forgiveness Queue Status’ explained

Pending
• Borrower has not 

entered information 
into Portal

• Same as “Not Set” 
within the loan > 
Forgiveness menu > 
General tab 

Data Entry
• Borrower hits Portal 

and first auto-save 
occurs

Submitted to 
Lender
• Borrower clicks on 

Submit within the 
Portal and the 
submission is 
successful

Ready for SBA
• Lender review is 

Complete
• Data ready to be sent 

to SBA 
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Start Here

Not Applying for 
Forgiveness

● Use this if 
borrower paid 
off, returned 
funds, or will not 
apply for 
forgiveness



Email

BULK EMAIL OR 

SEND PER-LOAN

UNIQUE URL’S SPECIFIC TO THE 
BORROWER
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Forgiveness 
Queue

Send in Bulk Generic Message

Per Loan

Customizable 
message

Manual setting of 
the Forgiveness 

Status

Email Options
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Email Borrower Receives (BULK Method)
◦Generic
◦Not customizable
◦Unique URL specific to the Borrower
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Email Borrower Receives (Per Loan)
◦Generic starter BUT 
Customizable

◦Unique URL specific 
to the Borrower

◦Sender is 
notifications@appm
ail.venturesgo.com

◦No Snippets

Did you know?  

● Email sent from within a Loan:  Borrower can reply back to the sender of 
the email (user that sent the email within Ventures)

● Email sent from within the Forgiveness grid:  Borrower cannot reply back 
(bounces back)
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mailto:notifications@venturesgo.com
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Borrower directed to  
Lookup Loan page

Required fields for the Borrower to 
complete:

• Loan #

and one of the 2 options below

• Last 4 digits of SSN; OR

• Tax ID of Primary Operating Company
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*Make sure your borrower is clicking on Lookup Loan button, instead of hitting Enter Key 



If the details DO NOT match 
the Lender’s loan record for 
the specific Loan # they will 
see a green message at the 
top of the screen stating:  
Could not verify your details.  
Please try again or contact 
your lender.

Stop If details MATCH, the 
Borrower will be presented 
with options for which “path” 
to choose:  

1) First borrower selects 
Yes or No if eligible for 
Form 3508S

2) If No, then selects
3508EZ or 3508

Go
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Borrower Application
 Your borrower will have 3 paths to choose from:

Instructions3508 EZ
• General
• Application: Calculation Form (EZ Form Calc)
• Demographics
• Generate 
• Upload Documents
• Submit

Instructions3508
• General
• Application: Schedule A (Schedule A Worksheet Calculator) 
• Application: Calculation Form
• Demographics
• Generate
• Upload Documents
• Submit

Reminder:  In the Forgiveness 
queue the status will change to 
Submitted to Lender ONLY when 
Borrower clicks on Submit 
without throwing ANY validation 
errors (missing documents; 
missing required text)
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 Instructions3508S
• General
• Demographics
• Generate 
• Upload Documents
• Submit



Lender Action Items

REVIEW INFORMATION EMAIL BORROWER IF 
ADDITIONAL INFORMATION IS 

REQUIRED

SUBMIT INFORMATION TO SBA 
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Did you know?  Data the Borrower plugs into the 
portal is real-time data and can be viewed in your 
loan.  As soon as they type anything on the portal 
and the portal auto-saves, the data is pushed back 
to your Ventures platform.



Monitor Forgiveness Queue for:

1.Loans where Applicant has started 
entering data classified as Data Entry.  TIP:  
Sort by when the emails were last sent to 
nudge them reminders.

2.Loans where Applicant has completed 
their Application (status classified as 
Submitted to Lender Status)
◦ To access the loan click on the 

hyperlinked Reference Name

Forgiveness 
Queue
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Quick Start > 
Forgiveness
 Within the loan click on Quick Start > 
Forgiveness menu:
 
➔ Review information provided by 

Borrower
➔ Need to follow-up with the 

borrower?  Send an email 
within the loan to the Borrower

➔ Did you know?  The email sent 
from this pop-up gets added to 
Notes for future reference

TIP: Loan needs to be in FUNDED     
status to access the Forgiveness menu
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Uploaded 
Documents
 Looking for the uploaded Borrower 
Application Documents?  Visit:  
Documents > Store tab

All Forgiveness documents are 
stored under Code:  BP1-Borrower 
Application 

Attention Ventures DocStorage+ 
users:  You will have more options to 
select from than what are shown on 
this page

FYI:  BP-1-Borrower Application code will 
be auto-created by Ventures for 
DocStorage+ and BMI users
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Submit to SBA
 Please review the Forgiveness Path - SBA 
Submission Flow workbook for next steps!
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TIPS

Chrome

• Use Chrome when working in any of the Ventures environments

Logo

• Want to add your Logo to the Forgiveness page your Borrower is redirected to?  
• Site Administrator action:  Within Administration > Organization select the Default Organization by clicking on its hyperlink
• Click on Document Settings and upload your Logo

Uploaded 
Documents

• All documents will land in the Documents > Store tab
• Ventures will auto-create category code BP1-Borrower Application for Ventures DocStorage+ users and for BMI Web instances 

linked with Ventures
• If you do not have a Document Storage solution – no problem!  Docs will still be uploaded to this area for you to download

TIPS
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TIPS

Starting 
Application 

for Borrower

• To start an Application on behalf of your Borrower go to Quick Start > Forgiveness
• You will only have the option to choose 3508S or 3508EZ or 3508 (you’re selecting the path for them)
• Select an option and tabs will open for you
• Within the General tab, set the Forgiveness Status to Data Entry

Organization 
website

• Add your Organization website address to the Borrower Portal for questions borrower may have
• Within Organization vCard (Administration > Organizations > click on hyperlinked Org Name > click on vCard for the Org
• Add address to the Website field

Borrower 
URL’s

• Please DO NOT share/copy the URL onto another borrower’s application.

TIPS
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Questions
Where does the email in the Forgiveness Queue populate from?

The emails in the Forgiveness queue will populate from these areas in this order:

1)  Servicing Contact (General > General tab > edit the vCard for the Servicing Contact)
2) Linked Borrower User Contact from an Application that came thru the Ventures PPP Portal
3) Primary Owner of the Primary Operating Company (edit the vCard for the owner with greater ownership)
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Questions
I have already collected documents from our Borrower on several applications.  Can I upload those to the 
‘lite’ DocStorage+ module?

Unfortunately, the ‘lite’ version of our DocStorage+ does not allow for new documents to be Added outside of 
the portal.  Should you worry?  Definitely not.  You can manually attach your documents to your SBA 
submission similar to how you do with your ETRAN submissions.

Interested in learning more about DocStorage+?  Email us at support@venturesgo.com
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Questions
How do I send a custom 
email to a borrower?

If the Borrower has already 
started their data entry via 
the Portal you can send a 
custom email from within 
the loan (Forgiveness menu > 
Email & Upload tab).
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Questions
How do I send an INITIAL custom email to the 
borrower?

If the Borrower has not started their data entry 
and are in Pending/ -Not Set- status, go to the 
Forgiveness menu within a loan 

1. You will be prompted to select the 3508S, 
3508EZ, or 3508 form (select an option)

2. DO NOT CLICK SAVE!!!!!

The Email tab will become visible and you can 
follow the instructions from page 22 to generate 
your custom email.  

IMPORTANT:  DO NOT CLICK SAVE at any time in 
the Forgiveness menu to allow the borrower to 
select which Form they will use from the Portal.

Watch video HERE!!!!

https://www.screencast.com/t/U0rbnWj8nq
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Click on Web Help Access our Knowledge 
Base Articles

Email 
support@venturesgo.com

Call  us at 877-284-5706 Live chat with us

Questions

https://ventures.happyfox.com/
https://ventures.happyfox.com/
mailto:support@cdcloans.com

