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Paycheck Protection Program Application Process 
 

Step 1: 
Visit www.sonabank.com. Click Learn More. Review the loan program details and Q&A. Click 
Apply Now.  

 

 
 

 
 

http://www.sonabank.com/
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Step 2: 

Click Don’t have an account? Sign up. Enter your email address and create a password.  
Confirm the password. Click SIGN UP.  You will receive a registration email that has a link to 
access your account should you need to return to your application at a later date.  
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Step 3: 

The Sageworks WELCOME screen displays.  Click SBA LOAN.  
 

 
 

 

Step 4:  
Business Info - Complete information across all 6 tabs of the application, starting the 
BUSINESS INFORMATION.  Use the NEXT button to advance through the application process.  
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Industry Code:  Start typing a few letters of your industry to display close matches and choose 
the option that matches your business most.  Please do not use 999999.   
 

 
 

Beneficial Owners: The application will instruct you to click SAVE before adding Beneficial 
Owners. 
 

 
 

The Add New Owner option will be enabled.  
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Beneficial Owners (continued): 
Choose Business or Person and enter the information of the first Beneficial Owner and/or 
Control Person.  Click Save and repeat until all Beneficial Owners have been entered.   
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Form 2483:  Click FILL OUT FORM to launch the SBA Eligibility Form 2483 and fill it out 
completely, then click SAVE and SUBMIT. 
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Click back over to the other open tab in your internet browser to continue with the loan 
application: 
 

 
 

 
Click NEXT. 
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Step 5:  
Personal Info – Complete the PERSONAL INFORMATION tab. Click SAVE, then NEXT 
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Step 6: 
Loan Information – Complete the LOAN INFORMATION tab. Click SAVE, then NEXT 
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Step 7:  

Additional Info – Complete CONTACT INFORMATION tab.  Click I agree to all terms and 
conditions. 
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Click AGREE. 
 

 
 

 

 

Click SAVE, then NEXT. 
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Step 8: 
Documents – Upload all of the appropriate documents. To upload documents, click the File box 
and browse out to where the documents are stored.  Click UPLOAD. All documents must be 
uploaded to proceed.  If a document does not apply to you, please upload a blank document.   
 

 
 

 
A success box will appear when each document has been uploaded successfully. Click CLOSE. 
 

 
 

Repeat until all documents have been uploaded.  Click SAVE, then NEXT. 
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Step 9: 
Submit And Sign – The Congratulations page will display. 
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Click F5 or the Refresh button on your internet browser. 
 

 
 

 
Click SEND FOR SIGNATURES AND SUBMIT 
**Before choosing “send” please ensure all emails for business and individuals are correct.  
Once sending documents, emails cannot be corrected.  The application would need to be 
withdrawn and customer will need to reapply.   
 

 
 
Click CONFIRM AND SEND FOR ESIGNATURE 
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Click CLOSE. 

 
 
 

The status will now show Awaiting signature. 
 

 
 
 

Check your email for the Adobe Sign e-signature link.  You will receive multiple emails (2 or 
more). Follow the instructions for each. 
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Click the Start button. To be guided through any boxes that require initials or a signature.  
Zoom in to see any field.   
 

 
 

The app will default to the Sign option.  To change to the keyboard option or an image of your 
signature, select a choice at the top. Otherwise, using a touch-screen device, leave as 
defaulted and use your finger or stylus to sign. Key in your name below the signature and click 
Apply. 
 

 

 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 

Page 18 of 20 

 

When all fields have been signed or initialed, click Finish. 
 

 
 
 
 

 
Click Tap to Sign 
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The following message will appear but just a few more steps to go.   
 

 
 
Click back over to the Online Application and Click F5 or your internet browser refresh button 
again.  
Click SUBMIT APPLICATION,  which has now been enabled by successful signatures.  
 

 
 

A success message will appear in the bottom right corner. 
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You’re all set.  Click Log Out to exit the loan application.  
 

 
 
 

 
Troubleshooting Tips: 
 
Q:  My application still states that it is awaiting signatures.  What should I do? 
A:  Ensure that someone has signed on behalf of the business and each person has signed 
separately.  Each person/entity receives a separate email.  
 
Q:  I cannot proceed from the Additional Info page and it keeps telling me I’m missing required 
information.   
A:  Review the Business Info, Personal Info and Loan Info screens to ensure all required 
information (fields with *) are completed. 
 
Q:  Not all of the documents apply to me but he application wants me to upload all of them.  
What should I do? 
A:  You cannot proceed without uploading all of the documents.  If one does not apply to your 
business or situation, please upload a blank document, such as a scanned pieced of paper that 
has N/A on it or a Microsoft Word document with N/A on it. 
 
Q:  I can’t find the email that had a link to my application.  How can I access to complete it? 
A:  Please visit the Payment Protection Plan Page of Sonabank’s website and choose “Apply 
Now”.  Log on with the ID and password that you originally registered with and choose the 
application that you’d like to edit. 
 

 
 

For additional information about the Payment Protection Program, please contact 
PPPLoanTeam@Sonabank.com. 

 

https://www.sonabank.com/loans/business-loans/paycheck-protection-program.html

