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November 2024

Handbook Updates 
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https://go.stepupforstudents.org/hubfs/HANDBOOKS/Handbook-Updates.pdf?utm_campaign=Step%20Up%20For%20Students%20FAMILY&utm_medium=email&_hsenc=p2ANqtz-9jgTcD9C-0supA_cjOkdVCfRQ8B3K0VOVCGtFmnxZz-TusUTkmGQ4syiHHo7rQZZ3g2ix8V49JkSm_LeG1vndd7wSmfA&_hsmi=334489193&utm_content=334489193&utm_source=hs_email
https://go.stepupforstudents.org/hubfs/HANDBOOKS/Handbook-Updates.pdf?utm_campaign=Step%20Up%20For%20Students%20FAMILY&utm_medium=email&_hsenc=p2ANqtz-9jgTcD9C-0supA_cjOkdVCfRQ8B3K0VOVCGtFmnxZz-TusUTkmGQ4syiHHo7rQZZ3g2ix8V49JkSm_LeG1vndd7wSmfA&_hsmi=334489193&utm_content=334489193&utm_source=hs_email


Company Name Description of Services Website

Guide Dots is a hybrid between YouTube drawing videos and
Connect-the-Dots. It is an in-home art program with a unique HANDS
ON method that teaches REAL art skills.

https://guide-
dots.com/

ibrick is an online after-school club subscription, where children can
learn and explore our world through play. Using the ibrick kit you
could build hundreds of models while learning STEM and much more!

https://www.ibrick.
online/

Curiosity Chronicles is a secular, inclusive, world history curriculum
for elementary to high school students. Our books are told in a
dialogue format as Ted and Mona discuss history back-and-forth, ask
questions, tell stories, and look for answers. Our unique textbook style
brings history to life and teaches critical thinking skills. Curiosity
Chronicles books are interdisciplinary, covering science, art,
philosophy, culture, and more along with the traditional wars and
politics of history. 

https://www.curiosi
tychronicles.org

MyScholarShop
New Vendor AlertFES-UA

https://guide-dots.com/
https://guide-dots.com/
https://www.ibrick.online/
https://www.ibrick.online/
https://www.curiositychronicles.org/
https://www.curiositychronicles.org/
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Company Name Description of Services Website

Mochi engages your child in computing and problem-solving through
hands-on code, interactive storytelling, and DIY assembly. Children
learn at their own pace and challenge themselves by designing their
characters, experimenting with coding commands, and exploring new
subjects.

https://learnwithmo
chi.com/

MyScholarShop
New Vendor AlertFES-UA

https://learnwithmochi.com/
https://learnwithmochi.com/
https://learnwithmochi.com/


MyScholarShop
Resources

Navigating MyScholarShop
in EMA 

Parents: Finding Services and 
Providers in the Marketplace

FES-UA

https://youtu.be/ThFh0Hq2Ieo?si=O6PsCvJ_uLzpMICm
https://youtu.be/EBfRKp6Znm4?si=WTOPKJzfBAWDvG8K
https://youtu.be/ThFh0Hq2Ieo?si=BDwhrtnPFo-Njlck
https://youtu.be/ThFh0Hq2Ieo?si=BDwhrtnPFo-Njlck
https://youtu.be/ThFh0Hq2Ieo?si=BDwhrtnPFo-Njlck
https://youtu.be/EBfRKp6Znm4?si=1SyiZ33A0iElWAK2
https://youtu.be/EBfRKp6Znm4?si=1SyiZ33A0iElWAK2
https://youtu.be/EBfRKp6Znm4?si=1SyiZ33A0iElWAK2


Purchasing Guide
Hot Topics

Learning Manipulatives & Creative
Play Items

&
At Home Classroom Furnishings

FES-UA
FES-UA Purchasing Guide pg. 11 & 12 ​ 



Approved Items For
Tactile Learning
Academic Practice
Or Creative Play

Important Note:
Games or puzzles with content that may pose
a threat to the student or others or that
promote violence or criminal behavior are
ineligible for purchase

Legos

Dolls (and
accessories)

Stuffed Animals

Blocks

Dominoes/Marbles

Puzzles

Board Game

Card Games

Chess/Checker Sets

Dress Up Clothing

Play Kitchens

Water Tables

FES-UA
FES-UA Purchasing Guide pg. ​12 



Approved Furnishings Used To Create An
At-Home Classroom 

Whiteboards

Timers/Clocks

Bulletin Boards

Indoor Projector/
Standing or Drop-
Down Screens

Rugs or Foam Tiles

Maps/Globes/Atlases

Architect/Drafting Table
(age/size appropriate)

Desk/Chair (age/size
appropriate)

Educational
Posters/Visual Supports

Storage (including
bookshelves and
storage or organization
containers)

FES-UA
FES-UA Purchasing Guide pg. 11  ​ 



Ineligible Items &
Purchase Frequency for At

Home Classroom
Furnishings

Multiple of a single At-Home Classroom Furnishings
item that exceeds $50 Requires a Pre-Authorization

 At-Home Classroom Furnishings furniture, televisions,
or projectors may be eligible sooner may be eligible
sooner than once every two (2) years with a pre-
authorization

FES-UA
FES-UA Purchasing Guide pg. 1​1



Step Up For Students

Educational Benefit Form Explained 
Please ensure all necessary questions are thoroughly answered
and a detailed description is given for the educational benefit of

that item, lesson, field trip. 
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Educational Benefit Form

https://go.stepupforstudents.org/hubfs/Scholarship%20Info/SUFS%20Educational%20Benefit%20Form.pdf


Scholarship Change Request

Required Information That you will need to
provide on the call 

Guardian’s Name
Guardian's e-mail address 
Student’s Name and Student ID
Reason for Decline

How can you decline your
Students award?

Please contact our Customer
Engagement Center at: 
877-735-7837



Award ID vs Student ID

Student ID: 
Provide this number
when speaking with

the Engagement
Center to decline

your student’s
scholarship program 

Award ID: 
Give this number to
an eligible private

school of your
choice for

enrollment. This
number changes

yearly. 



Reimbursement Guide 
A step-by-step guide to submitting a
Reimbursement in EMA 

Please scan the QR code or you can
click the link to access the
presentation. Guardians Reimbursement Guide

FES-UA

https://go.stepupforstudents.org/hubfs/CR%20External%20Training%202024/Guardians%20Step%20Up%20For%20Students%20Reimbursement%20Guide%20%20(1).pdf


Step Up For Students 

Parent/Guardian:
How to Submit a

Pre-Authorization
in EMA  



Step Up For Students

Please visit
apply.stepupforstudents.org 

to access your account, or log in
on our website by selecting the

option provided below.

https://apply.stepupforstudents.org/authentication/login


Step Up For Students

1.Enter your username.
2.Enter your password.
3.Click the red ‘Log In’
button.



Step Up For Students

Select Pre-Authorizations from the list. 



Step Up For Students

Click the              button to initiate a Pre-Authorization request.



Step Up For Students

Select the student's name from the dropdown menu for whom you wish to generate a
Pre-Authorization.



Step Up For Students

Once you have chosen your student from the dropdown menu,
please click the                                             button to continue.



Step Up For Students

Ensure that all fields are filled
out thoroughly and that all
supporting documents are
uploaded.



Step Up For Students

Once you have thoroughly completed
all fields and uploaded all necessary
supporting documents, click the 
                                       button to move
forward.

The EBF no longer needs to be
uploaded, it will be completed in

EMA.



Step Up For Students

Please complete all fields thoroughly and
provide as much detail as possible.
Additionally, make sure to check the box
confirming your agreement with the
scholarship program compliance.



Step Up For Students

After signing, please choose either the
              button or the              button to
clear your signature and sign again.



Step Up For Students

Once you have completed all the
fields,  signed the form, click the                            
                      button to move forward.



Step Up For Students

You can now submit your request for
approval by clicking the
button, or if you need to make
changes, you can navigate back to
edit the Pre-Approval form by
clicking the             button.



Step Up For Students

Next Steps:
Click the                            button to request
a reimbursement. 
Alternatively, click the
button to submit another Pre-
Authorization. 
You can also click on the
link to check the status of your Pre
Authorizations.

Important to note: A reimbursement request should only be made once the pre-authorization has been approved.



Step Up For Students
Pre- Authorization:
Approved Status

Thank you for submitting a pre-authorization request for the following: 
Student Name 
Item/Service Name
Approved Reimbursement Category
Item/Service Quantity
Pre-Authorization ID Number 

The pre-authorization request for this item/service has been approved. 
Next Steps:

Log in to EMA. Go the Pre-Authorization tab on the left panel of the Dashboard.
Click the Finish Request button next to the approved pre-authorization.
Choose how to complete the Pre-Authorization. You can select one method: Reimbursement or MyScholarShop. Once selected, please
follow the on-screen instructions to complete the process.

If Pre-Authorization is approved, you will receive the following email message:



Step Up For Students

This is the email you
will receive if your
Pre-Authorization is
Approved



Step Up For Students

Once your Pre-Authorization is approved, you will see the                         button.
Please click the                            button to continue with the reimbursement process.



Step Up For Students

This pop-up will appear, prompting
you to choose the option that
meets your needs and then click 
                       button.

Please note: New Worlds Scholarship Account
families will NOT have the reimbursement option. 



Step Up For Students

After choosing the reimbursement
option and clicking continue, a pop-
up will appear. Please click the
                                button to move
forward.

Note: You will then be redirected to
the reimbursement screen.



Step Up For Students

On the reimbursement screen,
upload your supporting
documents and then click
the                              button. 



Step Up For Students

Next, please enter your receipt
information and click 
button.

Please note: all the information from
the Pre-Authorization has been
transferred and filled out, and it
cannot be edited.



Step Up For Students

On the reimbursement screen, please fill in the following fields:
Purchase Date
Invoice number
Amount
Who did you pay
Provider Name
Educational Benefit

Please Note the following boxes cannot be changed
Category
Type
Description

 Then upload your supporting documents and click the
button. 



Step Up For Students

Next, click the               button, and
you'll be directed to this screen.
Please then select the
button.



Step Up For Students

You have successfully submitted your
approved pre-authorization request
for reimbursement.



If Pre-Authorization is placed on hold: 
Thank you for submitting a pre-authorization request for the following: 

Student Name 
Item/Service Name 
Item/Service Quantity 
Pre-Authorization ID Number 

This pre-authorization request for this item is on hold for the following reason: 
On hold reason stated

Please log in to EMA to provide the required information and resubmit the pre-authorization. 

Step Up For Students

Pre-Authorization Status



Step Up For Students

What to Do If Your Pre-Authorization Is On Hold:
Click the               button to unlock the Pre-Authorization.



Step Up For Students

Next, find the "On Hold" reason and the
comments at the bottom of the page.
Once you're ready to move forward,
please click the                button.



Step Up For Students

After you have completed the
necessary corrections or uploaded
the required documents, please click
the                  button at the bottom of
the page or select the            button
to return.



Step Up For Students

If you choose the                 button you
would see this pop up.



Step Up For Students

If you click the            button this
pop-up will appear. Please choose
the action you would like to proceed
with.



If Pre-Authorization is denied: 
Thank you for submitting a pre-authorization request for the following item: 
•Student Name
•Item/Service Name  
•Item/Service Quantity 
•Pre-Authorization ID Number 

The pre-authorization request for this item has been denied because of the following reason:  
•Denial reason stated

Step Up For Students

Pre-Authorization Status

Please Note: No further action is needed
due to the fact Denied Pre-Authorization
Requests cannot be appealed.



Step Up For Students

What to Do If Your Pre-Authorization is Denied:
Click the            button to reopen the Pre-Authorization request.



Step Up For Students

Next, find the reason for Denial
and comments at the bottom of
the page. This will clarify why the
Pre-Authorization was denied.
Please note that no further action
can be taken.



Pre-Authorization 
A step by step guide to submitting a Pre-Authorization in EMA 

Please scan the QR code below or you can click the link to
access the presentation also to your right you can click the link
to access the YouTube video for this process. 

Pre-Authorization Presentation Pre-Authorization Presentation YouTube Video

FES-UA

https://go.stepupforstudents.org/hubfs/CR%20External%20Training%202024/New%20Pre%20Auth%20Process%20in%20EMA%20100124.pdf
https://www.youtube.com/watch?v=hs6x9he0GsI
https://www.youtube.com/watch?v=hs6x9he0GsI
https://www.youtube.com/watch?v=hs6x9he0GsI


FES-UA

Parents: Finding Providers and Services in Marketplace

How To Find Providers: 
How to use the marketplace to find a
direct pay extracurricular activity for
my child to participate in

All of this information can be found in
the Parents: Finding Providers and
Services in Marketplace
 You Tube Video Linked here 

https://www.youtube.com/watch?v=EBfRKp6Znm4
https://www.youtube.com/watch?v=EBfRKp6Znm4
https://www.youtube.com/watch?v=EBfRKp6Znm4


FES-UA

At this time we do not have the staffing for live Q&A sessions during the webinars
but all questions turned in after the webinar are reviewed and we do our best to
answer them in the following month’s webinar. However we cannot answer
student specific questions please reach out to our customer engagement center
for student specific questions. 





FES-UA
 Question: Would it be possible in the future to have all of the Open House's pre-recorded and sent out?

Answer:  Yes, recordings are sent out monthly after the conclusion of the evening session.

Question: Is it still possible to discuss a reimbursement from last year?

Answer: No. The reimbursement period for the 23-24 school year has closed.

Question: Do I need a credit card to make purchases with vendors?

Answer: Individual vendors determine their payment guidelines.



FES-UA

Question: How do I begin to use my student's scholarship?

Answer:  Private School: Give Award ID to an Eligible Private School. With residual funds after private
school tuition is reserved, begin purchasing services or items via EMA or requesting reimbursements for
approved transactions (see Handbook & Purchasing Guide). Homeschool: Begin purchasing services or
items via EMA or requesting reimbursements for approved transactions (see Handbook & Purchasing
Guide).



FES-UA

Question: I would like to pay for more items/services via the Marketplace or MyScholarShop rather than go
through the reimbursement process. How can I help get my preferred vendors listed there? 

Answer: We would love to have more vendors as part of our approved provider community. This enables their
clients/customers to Direct Pay from scholarship funds rather than relying on reimbursement. If you have a
preferred vendor that you work with who is not in EMA, Please fill out the Vendor and Product Information Form
located on our website at https://www.stepupforstudents.org/vendor-and-product-information/

Vendor Request Forms
English             Spanish

Product Request Forms
English             Spanish New Provider Form 

https://www.stepupforstudents.org/vendor-and-product-information/
https://survey.alchemer.com/s3/6873945/MyScholarShop-Vendor-Request-Form
https://survey.alchemer.com/s3/6873945/MyScholarShop-Vendor-Request-Form-Spanish
https://survey.alchemer.com/s3/6873995/MyScholarShop-Product-Request-Form
https://survey.alchemer.com/s3/6873995/MyScholarShop-Product-Request-Form-Spanish
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl


We are actively looking for committed tutors, as well as afterschool and
summer programs, to help families achieve their academic aspirations.
If you are aware of any qualified tutors or programs in the counties
mentioned below, we would be immensely grateful for your assistance.
Please take a moment to fill out the brief survey linked here. Your input
can have a meaningful impact on a child's educational experience.
Thank you for your support.

FES-UA

Citrus
Gilcrest
Glades
Gulf
Hardee

Hamilton
Hendry
Jefferson
Lafayette
Levy

Liberty
Madison
Monroe
Taylor
Union
Wakulla

New Provider  Survey

New Provider Survey

https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=GzXi8PDZnUqb2-6L46mZob-9x93hUTVIlvntsbCyVwpUN1VEM1VEVVAzT0lEWUk3WVc4QVFZSDJCSS4u&route=shorturl


Sign up now for updates about
scholarships from Step Up For
Students for the 2025-26 school year! 

Please scan the QR code or you can
click the link to access the presentation 

Sign up now for updates

FES-UA

https://go.stepupforstudents.org/scholarship-interest-list-2025-26


2024-2025
Parent/Guardian Handbook

FES-UA

https://go.stepupforstudents.org/hubfs/HANDBOOKS/Parent%20Handbooks/FES-UA-Parent-Handbook.pdf?_gl=1*1dbqoyp*_gcl_aw*R0NMLjE3MTkyNTE2MDAuQ2owS0NRandzdVN6QmhDTEFSSXNBSWNkTG01cTVkRmI2MEVyOFhQNlRoU2lrajNidU1JZWRQT1Y4c0NWa0tSU0gyTnQ2eklGY01nZDNMb2FBdVZvRUFMd193Y0I.*_gcl_au*MTE4MjIwNzI0LjE3MjM0ODM1MTkuNTU1OTUwMTUwLjE3MjM1OTUxMDEuMTcyMzU5NTEwMQ..*_ga*MTg3NTc3MDU5MC4xNzA3NDkyNTI1*_ga_V4KBYBT1HD*MTcyMzY2MzgxNC4xMjEuMS4xNzIzNjYzODM3LjM3LjAuMA..
https://go.stepupforstudents.org/hubfs/HANDBOOKS/Parent%20Handbooks/FES-UA-Parent-Handbook.pdf?_gl=1*1dbqoyp*_gcl_aw*R0NMLjE3MTkyNTE2MDAuQ2owS0NRandzdVN6QmhDTEFSSXNBSWNkTG01cTVkRmI2MEVyOFhQNlRoU2lrajNidU1JZWRQT1Y4c0NWa0tSU0gyTnQ2eklGY01nZDNMb2FBdVZvRUFMd193Y0I.*_gcl_au*MTE4MjIwNzI0LjE3MjM0ODM1MTkuNTU1OTUwMTUwLjE3MjM1OTUxMDEuMTcyMzU5NTEwMQ..*_ga*MTg3NTc3MDU5MC4xNzA3NDkyNTI1*_ga_V4KBYBT1HD*MTcyMzY2MzgxNC4xMjEuMS4xNzIzNjYzODM3LjM3LjAuMA..


2024-2025 Purchasing Guide

FES-UA

https://go.stepupforstudents.org/hubfs/GUIDES/FES-UA%20Purchasing%20Guide%202024-25.pdf?_gl=1*xe2rbc*_gcl_aw*R0NMLjE3MjMyMzA3OTIuQ2p3S0NBancyZEcxQmhCNEVpd0E5OThjcURsTmUxVFY4dEJudUJXUGx6a1lzS3lqaGhkb2dDQ0ttREJZdHcxVUhHcF9NM01hTWtkN2V4b0NpX2dRQXZEX0J3RQ..*_gcl_au*MjAwNDIyMTgzNi4xNzI2NTE2OTMx*_ga*Nzc2MjM0NTg0LjE3MDMwNzQwNzc.*_ga_V4KBYBT1HD*MTcyNzg5MTkyNi4xMDUuMS4xNzI3ODkyMTMyLjU5LjAuMA..


Previous FES-UA  
Open HousesFES-UA

September Open House October Open House November Open House

https://go.stepupforstudents.org/hubfs/CR%20External%20Training%202024/FES-UA%20Open%20House%20September%2019th%2c%202024.pdf
https://go.stepupforstudents.org/hubfs/CR%20External%20Training%202024/FES-UA%20Open%20House%20October%2c%202024.pdf
https://go.stepupforstudents.org/hubfs/CR%20External%20Training%202024/FES-UA%20Open%20House%20November%202024.pdf


Looking Ahead: Here are the
registration links for the upcoming
FTC/EO, FES-UA, PEP, NWSA &
Transportation Stipend Open Houses

FES-UA Open House
January 16, 2024

FTC/FES-EO Open House
January 09, 2024

PEP Open House
January 23, 2024

New World Open House
January 08, 2024

FES-UA

Transportation Open House
January 15, 2024

https://us02web.zoom.us/webinar/register/WN_j4ds8t7rSZ-Nmr7owL8JRw
https://us02web.zoom.us/webinar/register/WN_FC8wN-gdSKCiNn-5E4BTkQ
https://us02web.zoom.us/webinar/register/WN_f_ItctyiTCymkTML6XpYtw
https://us02web.zoom.us/webinar/register/WN_k1qK9NsUTU2DqLIw6Ss0mg
https://us02web.zoom.us/webinar/register/WN_JJ3tPK7ST5yGrA3eh6rdWA
https://us02web.zoom.us/webinar/register/WN_JJ3tPK7ST5yGrA3eh6rdWA


Looking for additional help? Scan the QR
code or click the link to access our
YouTube channel.

STEP UP FOR STUDENTS YOUTUBE CHANNEL

FES-UA

https://www.youtube.com/@stepup4students


Monday-Friday 8:00am-5:00pm EST

Contact Us Chat with us sufs.org

877-735-7837

FES-UA

https://www.stepupforstudents.org/contact/


Upcoming webinar: January 23rd, 2024
Registration Link 

FES-UA

Thank you for attending!

https://us02web.zoom.us/webinar/register/WN_f_ItctyiTCymkTML6XpYtw


As the holiday season nears, we express gratitude for your support of students and
families. Your dedication to education inspires us, and we value our impactful

partnership. Wishing you a joyful holiday season and a new year filled with hope,
success, and celebration. Thank you for empowering the next generation.


