Parent/Guardian:
How to Submit a
Pre-Authorization

in EMA
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Please visit

to access your account, or log in
on our website by selecting the
option provided helow.



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

y 7% 2 Step Up For Students

Students

1.Enter your username.
2.Enter your password.

J.Click the red ° ’
hutton.

CIMA

Education Marizt Assistant

Welcome!




Step Up For Students

For Students

Select Pre-Authorizations from the list.

tducation Market Assistant

Dashboard

‘@ My Students

$+ Expenditure Requests

Marketplace

Reimbursements

) Pre-Authorizations

{D Recent Transactions

1L Help
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For Students

Scholarship Portal

Drashboard Pre-Authorizations

by Students s i L . .
! & pere-guthanzaticn is neaded lor certain iens, a5 indicated in the Puschasing Gaicde, or wihen an item oF gerdase i ngd istad in e Purchacamg

Guide® [this irgludes items gn MySoholarShop requing a pre-authonzation]
Expendiure Requests
If approed. you can then make yaur purchbase ool of pEocket or theough MySchalarsheg, if aaailable. W you are pamg ot af pocket and requesting
reimbursament. please seleft Fmish Beguest on the apgrowed pre-auptharnizatsn
rMarketplaoe
When guEmitling & pre-authonzation, vwe endourage you Ie check thel your payment method information is o te date, Youw can ppdate your payment
miebhad mfarmation at ared Gme heeg, Mede: This stee sheuld enly Be compleded I pou infend 30 cubmd revmburgement faguesis
Reimbursemerts
“Node for New Wharlds Schodarship Actawits Families: Mew WYWiorlpls Sehalarship Accauwais ane imeligihie for reirmbursansant, but families camn use
thedr sclhmalars e funds for My Sehalarbhog purchases, New Wiorlds Schadarhip Aoceunds families shauls refer o the News Wiarlds Parands/OGaandian

Pra- & wthorizatians
Harnghoak

1) Recent Transactions
@& New

(7] Help

S0 FES-LA OaANE0E4 Logitedh . Lom Elana Cardanad 522625 Apprayed

Froom 1600 1 o8 1

Click the | e= | hutton to initiate a Pre-Authorization request.
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Scholarship Portal

Which student is this pre-authorization for?

Select the student's name from the dropdown menu for whom you wish to generate a
Pre-Authorization.
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Which student is this pre-authorization for?

CONTINUE TO ITEM/SERVICE DETAILS

Once you have chosen your student from the dropdown menu,

please click the hutton to continue.
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Ensure that all fields are filled
out thoroughly and that all
supporting documents are
uploaded.

D hboand

My Slucdents

Exgenditune Regiiests

Markatplace

Reimbursements

Pra-& pthorizatsms

Recent Transacticns

Scholarship Portal

8 Studirt Selectian

D MemiService Deltails Educational Banedit Sumimiary

Tell us about the item or service you plan on purchasing

Provide as many details as you hawe about the item or service in this pre-sutharation request. 1fvou are
ursune of army details, please refer to the Purchasing Guide for your student’s scholarship. Mews 'Warlds
Srcholarship Acoownts parentsiguardians showld refer to the Mew Warlds Parent/Guardian Hand booib.

f approved, the fems or services associabed with your purchase must match the information on this pre
autharizxton. If they do not, wouwr reimbursement reguest or MySchalarShop purchacse many be denied.

ITEM/SERVICE DETAILS

Categary® Lelect a Categary

Quantity® (i

Cost per temfService® [

000 total

Supporting Documentation Required™ ()

Flease upload ot beast one documsent o wenfy tha item&ervice and price, swch as a product
advertisement (flyer. brochure, or prometional image), & product listing (website screenshot). ar
a vendor guote.

1

e

Drag and drop files here or

Browme 1o gelact files

BACK CONTIRUE TO EDUCATIONAL BENEFIT
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B Studird Selectian D MomiService Dolails Educationt Banedit S Uy

ﬁ Cias

B My Students Tell us about the item or service you plan on purchasing

Provide as many details as you have about the item or service in this pre-sutharization reqeest. 1§ you are
$.-|- Expenditure Reqguests aresure of army details, please refer to the Purchasing Guide for your student's scholarshipe Mew Warlds
Cohalarship Accawnts pa'cn'.*.-';unrd ans shauld refer to the Mew Woarlds Parent/Guardian Hand boobk:.

Markatplacs

f approved, the fems or services associabed with your purchase must match the informnation on this pre
autharization. If they do not, wouwr resmbuersement reguest or MySchalasrShop purchase many be denicd.

Reimbursements

Once you have thoroughly completed T
all fields and uploaded all necessary o :
supporting documents, click the

button to move e [

Cost per lemdService® L)

forward.

Who will vou pand [ Calect a Vendar wr

)

Recant Transaticns

Type® [ Select a Category Type L

@

Supporting Documentation Required™ ()
Please upload at least one document o wenfy the ibemService and price, swch as a product
adwvertizemernt (flyer, brochure, or prometicnal imagel, @ proguct l.i:tinq |webmte screenshot), ar

5 vendor quote.

1

|

uploaded, it will be completed in e
EMA.

The EBF no longer needs to he

BACK I CONTINUE TO EDUCATIONAL BENEFIT I
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For Students

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

S

Educzon Manke| Bsetad

E Dashbicard

f;'f by Srbucdants

$+ Expemnditung Resgugals
karketplace
Reimbursemaents
- thn 2ateims

1‘:] Recert Transactions

l:_';':l Helg

Scholarship Portal

& Studert Solectian

& IteirSarvcs Duatails O Edueational Banelit SNy

Educational Benefit of Requested ltem/Service

Mlease provide details abaut haw the requested item or service will berefit the student's education. Include the

redevant leaming subject area and spedfic benefits If applicable, provide an item URL.
EDUCATIOMAL BENEFIT
Learnéng Subject &reajs]® Select Leaming Subject dAreais) o

How will this itemfservice
hedp your student learn?™®

temiSersios URL 00

g ship Pragram Compliamne Agreement®
affirm thal schalarsheg program Tunds are used gnly for suthorized purposes as desonbed

n Flgrida Statutes OO, F0a44) or 1002 . 39506), ag applicable, ard serve the lictesd student™s
aducatanal reeds

FLEASE MOTE: Ay viclatian & soholarchip statube, noles, podiiees, of grosediones may resullin
the lass of the schalacship, imeligiility fer fefune schelarshipe, ar inandial or crimanal, penalties
For more information, plaase reviesw the ParentGuardian Hardbgoks Tor FES-LIA, FTCFES-EQD
lincluding PEF) oo MWAWSA

Please Sign Here

Cignarbure OFF

BACK CIORTINUE TD SUMMARY
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After signing, please choose either the
B3 button or the BE==5SE putton to
clear your signature and sign again.

FPlease Sign Here

Signature Of *

Sunnmy Day

L o
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Once you have completed all the
fields, signed the form, click the
CIEET™ button to move forwartd.

Educational Benefit of Requested Item/Service

Flease provide details about how the requested item or service will benefit the student's education. Include the

relevant learning subject area and specific benefits. If applicable, provide an iterm UEL.

EDUCATIONAL BENEFIT

Learning Subject Arcals) * Science, + 1 maore e
How will this item/service Wisiting the Smithsonian will benefit my child by

help yvour student learn? * (i) teaching him the history of our planet.

Item/Service URL () https: ffwsane si edu/museums/natural-history-museum

Scholarship Frogram Compliance Agreement ®

E | affirm that scholarship program funds are used only for authorized purposes as described in
Florida Statutes 1002 .394(4) or 1002.395(&). as applicable, and serve the listed student’s
educational needs.

PLEASE MOTE: Any violation of the FES/FTC scholarship statutes, rules, policies, or procedures

may result in the loss of the scholarship, imeligibility for future scholarships, or financial or criminal
penalties. Please review the Farent Handbooks for FES-UA or FESEQJFTL.

Please Sign Here

Signature Of *

Sunmny Day

2y -




;J’a%»; 728 Step Up For Students

For Students

You can now submit your request for

approval by clicking the Review your Pre-Authorization for Go Fish
hutton, or if you need to make

changes, you can navigate back to _ _
edlt the Pre-l-\pproval form hy Instructional Material (x1) S100.00

clicking the button.

TOTAL $100.00

IR e emon
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Important to note: A reimbursement request should only he made once the pre-authorization has been approved.

Next Steps:

e Click the hutton to request
a reimbursement.

o Alternatively, click the
hutton to submit another Pre-
Authorization.

e You can also click on the[ezsessusctiow e suhoniston seavess |
link to check the status of your Pre
Authorizations.

Thank you! We've received your pre-authorization request!

Thank you far submitting your pre-autharization request

Haowt Stops:

1. You will receive an email ance youwr pre-awthorization request has besn
revievweed. You may also weew the status of your pre-autharization request ot any
time by viewing the Pre-Authorization page in EMA

2. f approved, you can then make your purdhase out of pocket or through
MyScholarShop, if available H you are purchasing out of packet and requesting
reambursement, please select Finish Aequest an the appraved pre-authonzation.

Yaw may not submd & redmbuwrssement reguest o make a MyScholarSkap gurchase
for an itemserice reguiring a pre-awthanzation request unhi the request has beon
o | e [ g e

‘ REQUEST A REIMBEURSEMENT REQUEST ANDTHER PRE-AUTHORIZATION \

I Chaack the shatus af your pre-aptharizalion regisests




y Pre- Authorization:

sz Step Up For Students 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:
e Log into EMA. Go the Pre-Authorization tab on the left panel of the Dashboard.
e Click the Finish Request button next to the approved pre-authorization.
e 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.
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For Students

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

“?PROVEO‘

7 -\

APPROVED

Scholarships for Florida Schoolchildren

PRE-AUTHORIZATION NOTIFICATION
Dear Parent/Guardian.

The pre-authorization request(s) for the item or service below is approved.

MNEXT STEPS:

s To purchase this item through the Marketplace, please log in to your EMA
account.

¢ To seek reimbursement after purchasing the item/service, please submit

reimbursement requests in EMA.

IMPORTANT: You must add the pre-authorization number (listed above) for
requests in the reimbursement comments section. This will allow Step Up to venfy if
the pre-authorization request(s) was approved.

Questions?
[J Chat with a live agent at www sufs org.
Flease click here to view our contact information.

Thank you,

Step Up For Students
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For Students

STETUS ACTHIMS

Appraved | FIRISH REGUESY I
o -

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

Choose How to Complete Your Pre-Authorization
This pop-up will appear, prompting A e S e
you to choose the option that

meets your needs and then click |@ |

BT button. -

Reimbursement MyScholarShop®
Choose this option if you have Choose this option to purchase the
i already purchased the item and wish approved itermn directly from
Please nOte: New Worlds SChOIarShlp Account to submit a reimbursement request. MyScholarShop®.

families will NOT have the reimbursement option.

‘ CANCEL ‘
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For Students

After choosing the reimbursement

option and clicking continue, a pop- Are You Sure You Want to Create a
up will appear. Please click the Reimbursement from this Pre-Authorization?

bUtton to move Once you CONTINUE TO REIMBURSEMENT, you may still choose to use

MyScholarShop® to complete this Pre-Authorization, but you will first need
forward to cancel yvour submitted Keimbursemenit.

Note: You will then be redirected to “

the reimbursement screen.
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. e Scholarship Porta
On the reimbursement screen, <3 EMA |

Educziion Marke! bmetat

upload your supporting | 5 o o o

ﬁ' by Shudents

d d th lick
0 c u m e nts a n t e n c I c L Reimbursemerts Yo must subimil & receipt ancdar invoete in erder 1o properly process worn neimiBursamsent
th e m b Utt 0 n e Fading ta provice this decwmentation now Could cause delays

(]

Reimbursemernts

Please upload supporting documents for Elana

Fleage submit one reimbursemeant e recsipt ardior irviiog

Pra-Auwthorizations

1) Recent Transactions L

; Dirag arsd digp Tles hare o
{71 Help )
Browse to select files
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Next, please enter your receipt
information and click TS O 2

button. Next, you'll enter information for your Receipt...

Please note: all the information from
the Pre-Authorization has heen
transferred and filled out, and it
cannot he edited.
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On the reimbursement screen, please fill in the following fields:
e Purchase Date
 [nvoice number
e Amount
e Who did you pay
e Provider Name
e Educational Benefit
Please Note the following hoxes cannot he changed
e Category
e Type
e Description
Then upload your supporting documents and click the o

button.

Please enter the requested information below

Providing accurate details now, ensures no delays ocour while processing reimbursements

Please use 'Add Item’ for each line item of your receipt/invoice

- |
sept office hours 24.png Your Receipt
-

Who did you pay? (D

Provider Mame

Educational Benefit ()

Attach Additional Documents
You may attach any additional supporting documentation for th imeur

includes proof of payment.
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Next, click the mezzmm hutton, and

you'll be directed to this screen.

Please then select the Print  $50.00
hutton. TOTAL $50.00

SUBMIT FOR APPROVAL

Review your purchases for




For Students

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

52X Step Up For Students
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Thank you! We received your reimbursement

request.

One of our team members will review your reimbursement request soon. You will
receive a notification via email once your reimbursement has been processed, or you
can check back here for status updates.

Check the status of your reimbursements
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Pre-Authorization Status

If Pre-Authorization is placed on hold:

Thank you for submitting a pre-authorization request for the following:
o Student Name
o |tem/Service Name
o |[tem/Service Quantity
o Pre-Authorization ID Number

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

Please log in to EMA to provide the required information and resubmit the pre-authorization.
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Scholarships for Florida Schoolchildren

PRE-AUTHORIZATION NOTIFICATION

This is the email you
will receive If your
Pre-Authorization Is
placed

Dear Parent/Guardian,

Your pre-authonzation request(s) for the item or service below are currently on
hold.

To re-submit your pre-authornzation request, please click here to access the on hold
form. Please be sure to include the information in the on hold reason above.

Questions?
[J Chat with a live agent at www sufs org.
Flease click here to view our contact information.

Thank you,

Step Up For Students

S

flucanan Market kasistanl
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Step Up For Students

Pre-Authorizations

A pre-autharizaton is needed far certain items, as indicated in the Purchasing Guide. ar when an ibem ar service is not listed in the Purchasing

Guide® (this includes items on MySchalarShop reguiring a pre-autharizatan).

f approved, you can then make your purdhase aut of pocket or through MyScholarShap, if available. If you are paying out of pocket and requesting

reambursement, please select Finish Regquest an the appraved pre-authonzation.

When submatting a pre-autharizaban, we cnoourage yau ta check that your payment method nfarmatian is up ta date. You can update yawr payment

mthod information at any time kere. Mote: This step showld anly be compideted i vou inhend to swbmit reimbursemend requests.

*Mote for Mew Worlds Scholarshép Acoounts Families: New Words Schodarship Accounts are ineliqible for reimbursement, but families can wse

their schedarship funds for MyScholarShap parchases. New Worlds Schalarship Acrovnts families should refer ta the Mew Wiorlds ParentGuaraian

PROGRA&M = BUEMITTED = PROVIDER = BTUDENT = BTATL: = ACTIOHS

andbook

FES-LI& 0620024 logitech com Elana Cardano G2 On Hold View

What to Do If Your Pre-Authorization Is On Hold:
Click the button to unlock the Pre-Authorization.
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Next, find the "0On Hold" reason and the o

comments at the bottom of the page. Diocumentation provided is password protected
Once you're ready to move forward, Comments:

nlease click the hutton.

Flezse upload Documentation that is not password protected
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After you have completed the

Delete wopng

necessary corrections or uploaded Delete agreed u
the required documents, please click Ressnforfowt
the hutton at the hottom of I

Flease upload Docurmentation that is not password protected

the page or select the =W button

to return. | cwen
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If you choose the IEX=T=# button you
would see this pop up. Pre-Authorization Resubmitted

| hisnk wond! Your pre-authanzatem has beein succassiully resibmettaid

Tl will receide a nabrhicatian ance your pre-athonzatean has been

FEsetd e,

BACK TD PRE-AUTHORIZATION




7228 Step Up For Students

For Students

If you click the pE=9 button this

pop-up will appear. Please choose Are You Sure You Want to Cancel?

the aCtion you WOUId Iike to pruceeu You're editing your pre-authornzation. if you cancel now, your edits will not
be sawed. Please confirm if you wish to proceed without saving your

WIth. changes.

m m
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Please Note: No further action is needed

- due to the fact Denied Pre-Authorization
Pre-AUthOI‘IzatIOI‘I Status Requests cannot be appealed.

Thank you for submitting a pre-authorization request for the following item:
Student Name

ltem/Service Name

ltem/Service Quantity

*Pre-Authorization ID Number

The pre-authorization request for this item has been denied because of the following reason:
Denial reason stated
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This is the email you
will receive If your
Pre-Authorization Is
Denied

Scholarships for Florida Schoolchildren

PRE-AUTHORIZATION NOTIFICATION
Dear Parent Guardian.

Your pre-authornzation request(s) for the item or service below was denied.

To appeal a denied pre-authonzation request, please complete this form. Select
‘yes” on the appeal drop-down, and include the pre-authorization request number in
the appeal description box. The appeal can only be completed once per item.

Questions?
[J Chat with a live agent at www sufs.org.
Please click here to view our contact information.

Thank you,

Step Up For Students
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Pre-Authorizations

& pre-authonzation isn

Guide* [this indudes items an MyScholarShop requiring a pre-authonzation)].

If approseed, you can then make youwr purchase out of pocket or through MySchalarShop, if available. | you are paying out of podoet and requesting

reimbursement, please select Fnish Reguest on the aporesed pre-authaorizatian

®% mazn :'.l..:rnil.'hn; a pre-authonzation, we Encourage you to check that your paymernt method irdfoemation is o to date. Youw can update your parymiert

miethad mfarmation at ary tme here. Mote: This step should only be compleded if yow intend fo submd reimbursement requests.
“Note for New Worlds Scholarship Accowvnts Families: Mew Worlds Schalarship Acoownts are inelipible for reimbursement, but families can use

thedr schalarshio funds for My SchalarShon purchases. New Worlds Schodarship Accowunds families skawdd refer o the MNewr Warlds ParentGuardian

Hanoboak,

i = FRBGRAH = SUBHITTEDR = FROVIDER = STLDENT =

FES-L0&, OEAA0r20TY .oaqitedh.com ELana Cardana

Click the HEEZM button to reopen the Pre-Authorization request.



For Students

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

gyxZza Step Up For Students

Reason for Denial:

QOutside of purchase frequency guidelines

Comments:

Only one per student every two years
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c 0 nta Ct U s Chat with us through sufs.org

Monday-Friday 8:00am-5:00pm EST @ Call us at 877-735-7837



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

