
3508S Simplified PPP Loan Forgiveness 
Application Report/Tax Return Instructions
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Go to REPORTING, Step1 – Type PPP Payroll in Title, Step 2 – Click Search
Step 3 – Click on PPP PayrollCost –EmployeeDetail (highlighted in blue below)



Step 1, Put a check mark in Override Dates
Step 2, Put the date that PPP Loan was deposited into your bank account 
Step 3 – Put a date 24 weeks after loan was deposited 
Step 4 – Scroll down to bottom and click Run Report 
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Report will generate that shows detailed earnings by employee over the 24-week 
period with a grand total on the final page 



To download Tax Returns
Step 1 - Click on  DOCUMENTS
Step 2 - Click on TAX DOCUMENTS 
Step 3 – Click on blue link of tax documents for the tax periods (most likely for tax 
periods ending 09/30/2020 and 06/30/2020
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