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Language Change 

This platform is available in Spanish and English. The preferred language can be changed on the portal’s 

main screen and directly in the customer’s profile when access has been made through the platform.  

Main Screen:  

 

Through the customer’s profile: See instructions at Customer Profile Options 
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Portal Self-Registration 

1. Access the platform and select the Sign Up option.  
 

 
 

2. Once the Sign Up option has been selected, the following screen will be displayed to complete the 
fields. The fields with * are required to continue the process. For the Mobile field, the format to be 
used is +1 787-111-1111 (plus sign, numeral 1, space, area code, followed by the telephone 
number). The telephone number must include the dashes.  
 
 

 
 

 
3. Once the fields have been completed, click on Sign Up.   

 
4. The system will display a message confirming that the registration process has been completed. 

The customer must click on Accept. If a different message is displayed, call for assistance. 
 

5. You will receive an email to create your password.  
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6. To create the password, you must open the email and click on the Access Here option.  

 
7. Once the Access Here option has been selected, a screen will be displayed to create and 

confirm your password.  

 
 

8. Once the password has been created, click on Change Password.  
 

9. The system will display the following screen:   
 

 
 
 
 

10. You will receive an authentication code at the mobile number you entered during the registration 
process. The code must be entered in the Verification Code field.  
 

11. After entering the code, click on Verify.  
 

12. If the verification process is successful, the system will display the portal’s home screen.  
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Invite Link Registration 

1. After talking to your Relationship Officer, you will receive an email with the username to enter the 
platform.  
 
 

 
 

2. Open the email and click on Access Here. 
 

3. Once the Access Here option has been selected, a screen will be displayed for you to create and 
confirm your password.  

 
 

4. Once your password is created, select Change Password.  
 

5. The system will give you access and display the portal’s home screen.   
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System Access (Log in) 

1. Visit the page and enter the Username (from the email) and Password. Then click on Log In. 
 

 
 

2. The mobile phone you registered will receive an authentication code, which must be entered in the 
Verification Code field.  
 

 
 

3. Then click on Verify.  
 

4. The system will give you access and display the portal’s home screen.  
 
 

First access after registration via the Invitation Link: 

1. Go to the main screen, enter your Username (from the email) and Password. Then select Log 
In.  

 

2. A screen will be displayed for you to register your mobile phone number. Enter the mobile 
number and click on Register. 

 

3. The system will text a six-digit code to the registered number. Enter that code in the field and click 
on Verify. 

 

4. The system will give you access and display the platform’s home screen.  
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Reset Password 

1. If you don’t remember your password, select the Reset Password option.  
 

 

2. Enter the Username (from the email). 
 

3. You will receive an email: 
 

 
 

4. Access the email and click on Reset Password.  
 

5. The system will display the following message:  
 

 
 

6. Click on the Reset Password option.  
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7. Create and confirm your new password.   
 

 
 

8. Once the password has been created, the Change Password option must be selected. 
 

9. The system will display the home page.  
 

Submitting a Credit Application  

1. On the Home screen, select Apply Now.   
 

 
 

2. The first step is to select the business for which the application will be made. Then click on Next. 
If the business does not appear on the list, you will need to click on the Add New Business option. 
 

 
 

3. If the Add New Business option has been selected, complete the fields related to the business to 
be included. If a business has been selected from the list, the system will display a screen to confirm 
the business information. All fields with * are required.  
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4. Once the information has been entered, click on Next. 
 

5. In the following screen, enter the information of the application being made. All the fields with * are 
required. 

 
NOTE: In the How much does your business need to borrow? field, enter the requested amount. 
Each product has limits. The limits according to the type of request are the following:  
 

Type of Application Amount Region  

Commercial Term Loan From $10,000 up to $1,000,000 PR, VI, FL 

SBA Commercial Term Loan From $10,000 up to $500,000 PR, VI, FL 

Reserve Line From $5,000 up to $250,000 PR 

SBA Reserve Line From $5,000 up to $250,000 PR 

Credit Line From $5,000 up to $250,000 VI, FL 

SBA Credit Line From $5,000 up to $250,000 VI, FL 

 
6. Once the fields have been completed, click on Next.  

 
7. The system will display the screen to enter the applicant’s personal information.   

 



 
 

 
 

 

USER GUIDE 

9 

  
8. Once the information has been completed, click on Next. If you want to continue with the application 

at another time, select Save and Continue Later.  
 

9. Once the Next option has been selected, the system will display the Others Involved screen. If 
the application has additional signers, the Add New Involved Party option must be selected. By 
selecting this option, the system will display the screen to enter the information for the additional 
signer. Once the information has been entered, the additional applicant will receive an invitation 
via email to access the platform and enter the personal information. If an additional signer will not 
be required, select the Next option.  
 

 
 

10. The next screen to be displayed is Collateral Information. If the answer to the first question is 
Yes, additional questions will be displayed according to the type of collateral selected.  

 
 

11. Once the questions have been answered, select the Next option.  
 

12. The system will display a summary of the application. Mark each checkbox that appears at the end 
of the screen and click on the E-Sign Consent and Borrower Agreement links. By selecting these 
boxes, you will be: 
 

➢ Providing consent for the Credit Inquiry   
➢ Confirming that the E-Sign Consent document was read  
➢ Confirming that the Borrower Agreement document was read  
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13. Once the boxes are marked, select Submit.  
 

14. The system will display a message confirming that the application was submitted. The message 
includes the application number and the contact information for the First Commercial Service 
Center. 
 

 
 

15. You will receive an email confirming that your application was submitted, and which documents 
must be submitted within 30 days. The pending documents will be listed in the To-Do List 
section. The email will also provide the link to upload the documents to the platform (Manage 
Documents).  
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USER GUIDE 

12 

Credit Application Status 

1. Access the platform using your credentials.   
 

2. On the home page, the status of the request will appear under the My Applications section. 
 

3. According to the application’s phase, that phase will be highlighted.  
 

  

  



 
 

 
 

 

USER GUIDE 

13 

Upload Documents 

1. On the Home screen, the pending documents related to the submitted application will appear 
under the To-do List section.  
 

 
 

2. To upload a document, drag and drop the document or click on Upload Files and add the desired 
document(s).  
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Cancel the Application  

The platform provides the option to cancel an application that has not been submitted. If you want to cancel 

a submitted application, contact the First Commercial Service Center during operation hours.  

To cancel an application that has not been submitted, you must:   

1. Access the platform with your credentials, and on the Home page, select the Withdraw option that 
is displayed next to the pending application status.  
 

 
 

2. The system will display a message asking you to confirm your wish to withdraw the application. To 
continue, select the Withdraw Application option. Once the option is selected, the application will 
no longer be available on the Home page.  
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Opening a Service Request 

If you have a booked loan, the Service Request option will be available. 

1. To open a service request for an existing loan, click on Submit a Request. 

 
2. Select the request type and click on Next. Select the loan to request the service and 

click on Next. Complete the form and click on Submit Request.  

 
3. A case number will be provided, and you will also receive an email confirming that the service 

request was received. To see the status of your open requests go to the My Open 
Requests section 
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User Profile Options 

You will be able to update your email, telephone and language options directly in the Profile section on 

the Home screen.  

1. Click on the Profile icon at the top right corner.  
 

2. Then select the My Profile option. 
 

 
 

3. Select the information to be modified and click on the Save option.  
 

             

 


