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Thanks for your interest in a Small Business Administration (SBA) Paycheck Protection Program 
(PPP) loan with us. 

On March 30, 2021, President Biden signed legislation into law extending the PPP closing date from 
March 31, 2021 to May 31, 2021. 

We’re accepting new First or Second Draw loan applications from eligible business customers 
who have a Capital One business checking or savings account. This includes Second Draw loan 
applications from eligible Capital One customers who received their First Draw loan from another 
lender and requests for 2020 First Draw loan amount increases.

Please use this Capital One Borrower Loan Application Guide to help you navigate the online 
application portal for your PPP loan application.

SBA guidance may change over time, so please visit the SBA PPP website for the latest information.

https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program
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SBA OFFICIAL  PPP WEBSITE

CAPITAL ONE COVID-19  RESOURCES FOR BUSINESS CUSTOMERS

CAPITAL ONE BUSINESS CUSTOMERS PPP FAQS

Reference Links
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BE PREPARED
Make sure you have all of your required documents ready to upload to complete your loan application. 
Check out the Capital One Borrower Loan Application Document Checklist so you know what you may need to 
have on hand.
 
UPLOAD FIRST,  THEN CLICK SUBMIT
After submitting your application, you will be redirected to the Dashboard screen which is where you will upload 
the documentation needed to finalize your loan application. After you have uploaded all your
documents, select the blue Submit Documents button. Once this button disappears, you have completed the 
process.

SAVE EARLY AND OF TEN
The application has a timeout feature. If there’s no activity for 15 minutes, the application will automatically close and 
you may lose progress on anything that hasn’t been saved. So, it’s very important to save your progress frequently. 

You can also save your progress and exit the application at any time. When you sign back in to your Capital One 
account and return to your dashboard, you can pick up where you left off.

Loan Application Tips

https://ecm.capitalone.com/WCM/updates/pdfs/capital-one-sba-ppp-loan-application-readiness-checklist.pdf
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WHERE DO I  F IND GUIDANCE AND FAQS FROM THE SBA ABOUT PPP?
For the latest information and guidance from the SBA on PPP, please visit the SBA website.

You can also check out our business customer PPP FAQs page for more information—we update this page regularly.

CAN I  APPLY FOR A  SECOND PPP LOAN?
If you spend  the funds from your first PPP loan on eligible expenses according to the SBA guidelines, you may 
be eligible to apply for a second PPP loan. This loan is called a Second Draw loan, and was established as part of 
the Coronavirus Response and Relief Act signed into law on December 27, 2020.

There are certain SBA eligibility requirements you must meet in order to apply for a Second Draw loan. For more 
information about PPP Second Draw loans, please visit the SBA website. 

To see if you meet the Capital One eligibility requirements for a Second Draw loan, please 
check out our business customer PPP site.

WHAT INFORMATION WILL  I  NEED WHEN APPLYING?
For a comprehensive list of what’s needed to apply for an SBA PPP loan, please 
check out the Document Checklist. You’ll find information on eligibility, document requirements and more.

HOW DO I  START A  PPP LOAN APPLICATION?
1. Sign in to your Capital One bank account.
2. Select Apply Now on the Paycheck Protection Program card.
3. Select Start a New Application under the Capital One logo on the left side of the screen.

Getting Started

PPP Application Portal Dashboard Start New Application Dashboard

https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program
https://www.capitalone.com/updates/coronavirus/small-businesses/faqs/
https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program
https://www.capitalone.com/updates/coronavirus/small-businesses/
https://ecm.capitalone.com/WCM/updates/pdfs/capital-one-sba-ppp-loan-application-readiness-checklist.pdf
https://verified.capitalone.com/auth/signin
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I  HAVE SEVERAL BUSINESSES—WHICH BUSINESS DO I  NEED TO USE TO BEGIN THE 
APPLICATION PROCESS?
Your application must include the EIN and legal business name of a business that has an eligible Capital One 
business checking or small business savings account. You must include that business account information (e.g., 
account number, routing number) in the loan disbursement section of the application.

WHAT IF  ALL  OR PART OF MY LOAN IS  NOT FORGIVEN? 
If you receive partial or no loan forgiveness, you’ll be responsible for repaying any principal and interest amounts 
not forgiven.

CAN I  SUBMIT  MULTIPLE  APPLICATIONS?
Yes. You may submit multiple applications as long as they’re for unaffiliated legal entities in accordance with 
SBA guidelines. And remember: You may only have one PPP-related application in-flight with Capital 
One at a time. So, if you decide to apply for PPP loan forgiveness, you must complete that application and 
submit all supporting documentation for Capital One review before starting any other PPP loan application.

I  WANT TO REAPPLY FOR A  LOAN THAT WAS PREVIOUSLY DENIED.  WHAT SHOULD I  DO? 
To reapply for a loan, go to your dashboard and select Start a New Application. Follow the steps to complete and 
submit your loan application.

CAN I  WITHDRAW A LOAN APPLICATION? 
Yes—to withdraw an application, please send a formal request via email to PPPWithdrawal@capitalone.com that 
meets the below requirements

• Make the email subject line: APP WITHDRAWAL
• Include the following in the body of the email:

 • First and last name
 • Business name
 • Application ID number
 • Loan amount
 • Date application was submitted
 • A brief sentence formally requesting the application withdrawal 

We’ll process your withdrawal as quickly as possible. Typically, requests are completed within 1 business day, but 
may take longer due to changes in volume or other factors.

mailto:PPPWithdrawal%40capitalone.com?subject=
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CAN A NON SIGNER COMPLETE THE APPLICATION OR DOES IT  NEED TO BE A SIGNER?
The same individual must complete and sign the application, including serving as the

• Authorized representative that signs the application,
• Primary Contact on the application AND 
• Signatory for the Promissory Note. 

The authorized representative on the application needs to sign in using their credentials. This individual 
doesn’t need to be an authorized signatory on the Capital One business bank account, but we’ll rely on their 
representation that they are authorized to complete the application on behalf of the business. 

The application also asks for a government-issued ID. Please make sure the name on the government-issued ID 
and name on the application are the same.

Signing In

MY PASSWORD ISN’T  WORKING.
If you’ve forgotten or need to reset your password, visit our website and select Forgot Username or Password? 
Then, follow the instructions.

If you’re still having trouble, visit the Capital One Support Center.

https://www.capitalone.com/
https://www.capitalone.com/support-center/contact-us/
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Please note: We’ll use the information you provide in the Personal Information section of your application to contact 
you about the status of your application. So, please provide the best e-mail address and phone number to reach you as 
your application is processed.

IMPORTANT: While filling out the application, make sure the amounts you enter match your supporting 
documents; incorrect entry or omission of required data may delay your application. Please reference these 
standards as you input information into the digital application.

• Business Phone Number is a required field.
• For all Phone fields (e.g., business, personal), please use a 10-digit phone number with no dashes and no
country code. For example, 1234567890.

• For all addresses, Street, City, State and 5-digit Zip are required.
• All State values must use capitalized two-digit state codes. 
Check out the list of two-digit state codes at the end of this guide.

I  F ILLED OUT A  PART OF MY APPLICATION,  BUT NEED TO MAKE A  CHANGE.
You can make changes to your application at any time while filling it out. However, once you submit your application, 
you can no longer make changes. So, please ensure your entire application is correct before submitting.

I ’M A   SOLE PROPRIE TOR AND DON’T  HAVE ANY EMPLOYEES.  WHEN I  SELECT 0  IN 
THE NUMBER OF EMPLOYEES F IELD,  I  CAN’T  ADVANCE TO THE NEXT PAGE OF THE 
APPLICATION.  WHAT SHOULD I  DO?
If you’re a sole proprietor with no employees, select 1 in the Number of Employees field.

CAN I  USE  A  FOREIGN DRIVER’S  L ICENSE IF  I  HAVE A  U.S .  SOCIAL  SECURIT Y NUMBER? 
OR SHOULD I  UPLOAD AN ADDITIONAL ID?
We encourage applicants to include IDs issued from the U.S.

I  DON’T KNOW MY NAICS CODE. HOW DO I  FIND IT ? 
Use the search function within the application and select the code that best represents your business. Please 
consult with your tax advisor if you cannot make that determination on your own.

THE NAICS DROPDOWN DOESN’T SHOW MY NAICS CODE. WHAT SHOULD I  DO? 
Start typing your NAICS code in the dropdown and more codes will populate in the list.

WHAT AMOUNTS SHOULD I  INCLUDE IN THE PAYROLL FIELDS IN THE APPLICATION?
The total of the amounts in the payroll fields is used to determine your loan amount. However, you can only include 
amounts in payroll that are substantiated by documents that you provide to us. You aren’t required to claim an 
amount for every payroll field. If you cannot provide documentation to substantiate an amount, you should leave 
that field blank or enter 0. 

Filling Out the Application
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I  GE T  AN ERROR MESSAGE THAT SAYS,  “YOU CAN’T  MODIFY A  ROUTING NUMBER FOR 
THE APPLICATION WHICH IS  ALREADY SUBMIT TED.”  BUT,  I  HAVEN’T  SUBMIT TED THE 
APPLICATION YE T.
You may get a routing number error message for a few reasons:

• If you’ve already saved and continued from that page in the application, you won’t be able to edit your
routing number—this is for your security. To edit, please give us a call at 1-855-422-7663.

• If you’re about to save and continue to the next page, you may get a message that your routing number
cannot be changed after you select Save & Continue. So, make sure your routing number is correct before 
moving on with your application.

I  JUST RECEIVED AN ERROR MESSAGE THAT SAYS,  “BASED ON THE INPUTS PROVIDED, 
THE CALCUL ATED LOAN AMOUNT IS  >  $10 MILLION.”  UNDER THE PAYCHECK PROTECTION 
PROGRAM, THE MAXIMUM LOAN AMOUNT IS  $10 MILLION.  WHAT DO I  DO?
This error message will appear if the dollar amounts you input into section A.1 Payroll Costs produces an expected 
loan amount of greater than $10 million. 

To address this, you may input dollar amounts in the Payroll Costs section that are less than amounts shown on 
the documentation you submit. 

Please use the dropdown field Other Form of Payroll Documents to input these lower dollar amounts in order to 
calculate a loan amount of $10 million or less. Also, please provide supporting documentation. All documentation 
provided must clearly substantiate the inputs entered for Payroll Costs.

I ’VE FILLED OUT THE PAYROLL CALCULATION SCREEN. WHAT DOCUMENTATION DO I  NEED 
TO PROVIDE?
Once you submit the application and get to the dashboard, please provide all requested documentation to 
substantiate your payroll inputs. This should include either third-party payroll summary documents or company-
prepared payroll summary documents—this must tie to the information provided in the application. For more 
information, check out the Capital One Borrower Loan Application Document Checklist.

HOW DO I  KNOW THAT MY APPLICATION WAS RECEIVED? 
After you submit your application, a confirmation message will show on your screen. You can verify that your 
application was submitted successfully by checking that it’s not listed in the Incomplete Applications section of 
the dashboard.

I ’ VE  SUBMIT TED MY APPLICATION.  IS  THERE ANY THING ELSE  I  NEED TO DO?
Yes. Your application is not final until all required documentation is uploaded—please upload any required 
documents after you’ve submitted your application. Then, once you’ve uploaded and submitted all your documents, 
your application will be complete. We’ll reach out if any additional information or documentation is needed.

https://ecm.capitalone.com/WCM/updates/pdfs/capital-one-sba-ppp-loan-application-readiness-checklist.pdf
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Uploading Required Documents

Keep in mind that the list of required documents in your online application portal is based on how you filled 
out your application. For more information on document requirements based on entity type, be sure to 
check out our document checklist. 

WHERE AND HOW DO I  UPLOAD REQUIRED DOCUMENTS? 
After submitting your application, you will be redirected to the Dashboard screen which is where you will upload 
the documentation needed to finalize your loan application. Your Dashboard screen will show a list of required 
documents based on the information you provided in your application.

Follow these steps to upload your documents:
1. Select Go to Dashboard
2. Open the Upload Required Documents feature by selecting the chevron (“>”) icon.
3. Drag and drop your documents into the relevant placeholder.
4. Select the blue Submit Documents button to complete your application.

Once you have uploaded your documents and select the blue Submit Documents button, this button will disappear, 
confirming you have completed the process.

Please note: You must upload all your documents prior to selecting Submit Documents or you will be locked out of the 
system and will need to contact us to get it reactivated.

Here’s a more detailed explanation:
On the Dashboard screen, you will see a to-do list with a bubble indicating the number of documents you need to 
upload. The Submit Documents button will be visible and enabled, but do not select this yet. You must upload all 
your documents prior to selecting Submit Documents. 

I ’M SEEING AN ERROR MESSAGE WHEN I  TRY TO UPLOAD DOCUMENTS.
There are a few reasons you might receive an error message when uploading documents:

• The document is password protected. Please make sure any password requirements or security features are
removed before uploading.

• The document type is not a supported file type. Please make sure the document is one of the following file
types: .png .pdf .jpg .jpeg .xls .xlsx .txt .csv .gif .tiff .bmp.

• The document naming for documents being uploaded -  Please do not include any special characters in the
document file name, including but not limited to: # ! $ % = ;

• The document is too large. Please make sure each document is less than 20 MB. Documents over this
size must be either reduced in size or split into multiple documents. Keep in mind, documents may not be 
zipped and uploaded.

https://ecm.capitalone.com/WCM/updates/pdfs/capital-one-sba-ppp-loan-application-readiness-checklist.pdf
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HOW DO I  KNOW WHAT DOCUMENTS I  NEED TO UPLOAD? 
Select the chevron “>” next to the number of documents we will need you to upload to finalize your loan 
application. You will have the option to Drag & Drop or Browse to upload those documents.

HOW DO I  FINALIZE MY DOCUMENT UPLOADS? 
Once you have uploaded all required documents, you should then click the Submit Documents button. A warning 
will appear asking you to confirm that all documents have been uploaded. 

If you have additional documents to upload, select Back to Dashboard. If you have finished uploading your 
documents, select Submit Documents. Once you select Submit Documents, this button will disappear and you will 
no longer be able to access your application. 
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State Codes for Reference


