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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
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1.Enter your username.
2.Enter your password.
3.Click the red ‘Log In’
button.
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Select Pre-Authorizations from the list. 
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Click the              button to initiate a Pre-Authorization request.
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Select the student's name from the dropdown menu for whom you wish to generate a
Pre-Authorization.
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Once you have chosen your student from the dropdown menu,
please click the                                             button to continue.
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Ensure that all fields are filled
out thoroughly and that all
supporting documents are
uploaded.
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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.
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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.
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After signing, please choose either the
              button or the              button to
clear your signature and sign again.
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Once you have completed all the
fields,  signed the form, click the                            
                          button to move forward.
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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.
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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.
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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:
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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.



This pop-up will appear, prompting
you to choose the option that
meets your needs and then click 
                       button.
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Please note: New Worlds Scholarship Account
families will NOT have the reimbursement option. 
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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.
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On the reimbursement screen,
upload your supporting
documents and then click
the                              button. 
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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.
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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. 
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Next, click the               button, and
you'll be directed to this screen.
Please then select the
button.
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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. 
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Pre-Authorization Status
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This is the email you
will receive if your
Pre-Authorization is
placed On Hold
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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 "On Hold" reason and the
comments at the bottom of the page.
Once you're ready to move forward,
please click the                button.
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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.
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If you choose the                 button you
would see this pop up.
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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
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Pre-Authorization Status

Please Note: No further action is needed
due to the fact Denied Pre-Authorization
Requests cannot be appealed.
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This is the email you
will receive if your
Pre-Authorization is
Denied
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What to Do If Your Pre-Authorization is Denied:
Click the            button to reopen the Pre-Authorization request.
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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.



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

Contact Us Chat with us through sufs.org

Call us at 877-735-7837
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https://www.stepupforstudents.org/contact/

