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Company Name Description of Services Website

Master Books 
Master Books publishes Christian homeschool curriculum that will
grow students' faith in their Creator and His Word in a way that will
have a lasting and eternal impact. They serve grades Pre-K through

12th grade.

Denison
Algebra

Denison Algebra is a curriculum company built for homeschool
families to provide quality, digital instruction in middle and high
school math, particularly algebra. As homeschoolers ourselves,
we understand the issues - from ill-fitting curriculum options to

the onset of shaky confidence - that often come up when
students hit higher level math. So, we set out to address the

problem with clear, easy-to-understand courses designed for
confidence-building retention and brain-friendly mastery.

MyScholarShop
New Vendor Alert

FES-UA

https://www.denisonalgebra.com/
https://www.masterbooks.com/homeschool-curriculum/grade-level


Company
Name

Description of Services Website

Pix Brix 

Pix Brix are a multi-award-winning pixel puzzle brick that utilizes a unique patented
connection system. This simple 1-piece slide + stack system allows the user to

create 2D pixel art and 3D builds by connecting vertically, horizontally, and even
diagonally. Pix Brix are a certified STEM/STEAM open ended building toy that fosters

play, creativity, and imagination.

Apologia Apologia’s Christian homeschool curriculum is developed in a way that puts your
child first, creating content that is exciting, challenging, and rewarding to motivate

students to want to learn more about the world around them.

TalkBox.Mom
With this program, you learn a foreign language as a family the same way you

learned your first: talking as life happens! The program offers learning guides to put
up and use, native speaker audio practice. You may use your phone or tablet to

practice.

MyScholarShop
Vendor Alert

FES-UA

https://pix-brix.com/pages/stem-steam
https://pix-brix.com/pages/about-us
https://www.apologia.com/
https://talkbox.mom/


MyScholarShop
Vendor Alert

Company Name Description of Services Website

Craftsman Crate
& Raising Real

Men

Receive monthly boxes that contain what you need
to learn a real skill and produce real projects – it’s
a curriculum for becoming an artisan! Every month
you’ll get to try a new hobby. It’s fun, it’s satisfying,

it’s authentic.

Epic! Creations,
Inc.

Epic is the leading digital reading platform—built
on a collection of 40,000+ popular, high-quality

books from 250+ of the world’s best publishers—
that safely fuels curiosity and reading confidence

for kids 12 and under.

FES-UA

https://www.getepic.com/
https://craftsmancrate.com/


How To Submit A 
Pre-Authorization

FES-UA

How To Submit A Pre-Authorization



Where to Find the Pre-Authorization Form (for EMA users)

FES-UA

Visit www.sufs.org1.

Click on the red ‘Apply/Login’ button

at the top of the page

2.

Choose ‘Apply’ from the drop down

menu

3.

Under the Resources section, click

on “Pre-Authorization Form”

4.

**Legacy families will need to continue using the
Legacy system to submit their Pre-Authorizations.



FES-UA

2024-2025 Pre-Authorization Form

https://app.smartsheet.com/b/form/6f3b72c1fe8e466bbfc59b8f3ebc9e22


How To Submit A
Pre-Authorization

FES-UA

Many items and services have been pre-approved
as authorized uses of scholarship funds.

However, some require parents/guardians to
submit a Pre-Authorization request before
making the purchase. This now includes certain
items on MyScholarShop as well.



List of Items
Requiring a 
Pre-
Authorization 

FES-UA
 •Overnight or day educational camps with documentation of educational benefit  

• Multiple of a single at-home classroom furnishings item that exceeds $50  

• Multiple of a single digital periphery device that exceeds $50  

• Multiples of a single elective item that exceeds $50  

• Assistive devices not enumerated in this guide  

• Adaptive exercise equipment  

• P.E. activities occurring outside of the state of Florida  Pg. 30 of Purchasing Guide 



List of Items
Requiring a Pre-
Authorization 

FES-UA
• Curriculum that is not publicly available  

• Full or half-day education programs for students aged 16 and up  

• Televisions over 55 inches  

• Fees associated with standardized testing or examinations not  listed in the

handbook  

• Non-school affiliated field trip activities occurring outside of the State of Florida,

but within the United States  

• Items or services that fall outside the frequency of purchase  requirements listed

in the handbook (within Digital Devices, P.E., Electives, At-Home Classroom

Furnishings)



Please complete
each field of the
form with accurate
information.

FES-UA



FES-UA Sample of Completed Form



FES-UA Sample of Completed Form



Best Practices
for a 
Pre-Authorization 

FES-UA

•Please ensure that you thoroughly complete all required
fields and provide a detailed description in the Pre-
Authorization form. 

•Please make sure to upload all appropriate documentation,
including an image or screenshot of the requested item. 

•Additionally, include any doctor's notes, prescriptions,
referral letters, etc., that support the request.
.



FES-UA

Best Practices for
a 
Pre-Authorization 

If approved, the items or services submitted on the reimbursement must match those
on the Pre-Authorization. Step Up For Students reserves the right to deny the
reimbursement request if they do not.
An approved Pre-Authorization is valid for purchases in the school year in which it was
approved. 

If an item requires Pre-Authorization, the Pre-Authorization process must be
completed, and approval must be obtained before placing the order.

Step Up For Students considers the manufacturer’s recommended minimum age when
processing Pre-Authorization requests. Prior approval of items or services due to error
does not constitute policy. 

Approval of Pre-Authorization requests are made on a case-by-case basis relevant to
the circumstances of the individual student. 



Pre-
Authorizations
for Goods &
Services

FES-UA
Important Information:

•Please review the purchasing guide to ensure that your requested item or service is not listed as
an approved or eligible expense. These items do not require Pre-Authorization. 

•When requesting Pre-Authorization for elective courses or items related to elective courses,
please be sure to describe the curriculum being used, even if the curriculum/course is parent-
designed. 

•The Pre-Authorization should be specific to the student and contain as much detail about the
specific item or service being requested as possible, including the approximate cost. Also, be sure
to include a link or screenshot that shows the item or service. 

• When requesting Pre-Authorization for a Specialized Summer Education Program, please include
the program's start and end dates in the documentation.



Pre-Authorizations Approved Status (Email Sample)FES-UA
If Pre-Authorization is approved, you will receive the following email message:

NEXT STEP: 
•To purchase this item through the Marketplace, please log in to your EMA account. 
•To seek reimbursement after purchasing the item/service, please submit a reimbursement request in EMA.  

IMPORTANT: 
Students who have been using the Family Empowerment Scholarship for Students with Unique Abilities program since
the 2022-23 school year and before must submit Pre-Authorization and reimbursement requests through their legacy
Parent Portal account. Reimbursements submitted in EMA for these students will be denied.

IMPORTANT: 
You must add the Pre-Authorization number (listed above) for this request in the reimbursement comments section. 
This will allow processors to verify the item was pre-authorized.  

https://gardiner.sufs.org/SmartApp/Control.aspx


FES-UA
Once Your Pre-Authorization Is Approved:

1. Return to EMA

2. Click on the ‘Reimbursement’ tab on the left

3. Create a new reimbursement.

4. Upload all required documents.

5. Fill in all required boxes.

6. Reference the Pre-Authorization number in the
educational benefit box.



Pre-
Authorization
Status

FES-UA

If a Pre-Authorization request is placed “On Hold,” the parent/guardian will need to
re-submit your Pre-Authorization request. A new form will be emailed to the parent to
complete. Please include the required information, documentation and or the link
associated with your item or service. 

If a Pre-Authorization request is “Denied,” the parent/guardian's request is not
eligible for Pre-Authorization. An appeal for a denied request may only be submitted
once by completing this form. Select “yes” on the appeal drop-down menu and include
the Pre-Authorization request number in the appeal description box. The appeal
decision for Step Up for Students is final. 

https://app.smartsheet.com/b/form/6f3b72c1fe8e466bbfc59b8f3ebc9e22
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Parents/Guardians
Approving Tuition &
Fees in EMA



WHAT ARE THE STEPS TO ENROLLMENT WITH STEP UP?

PARENTS SENDS
AWARD ID TO

SCHOOL

SCHOOL ENROLLS
STUDENT(S) IN EMA

PARENT ACCEPTS
ENROLLMENT IN EMA

SCHOOL
SUBMITS/APPROVES

INVOICE

PARENT ACCEPTS
PAYMENT IN EMA

SCHOOL RECEIVES
PAYMENT



FES-UA

Log in to your EMA
account. 



FES-UA

New tuition and fee
invoice alerts will be
displayed in your
notifications, and an email
will be sent detailing the
actions taken.



FES-UA

The dashboard now displays
the 'Tuition and Fee Invoices'
section.
In this section, you can either
accept (blue checkmark) or
decline (red x) an invoice by
selecting the corresponding
button.



FES-UA

If you decide to deny an invoice,
simply click on the red 'X' button.

A pop-up box will appear to
confirm whether you would like to
deny the invoice and select a
reason.



FES-UA

Click on the arrow in the
‘Select A Reason’ box to
see a dropdown of
reasons to choose from.



FES-UA

1. Choose one of the two
reasons listed.
 
2. Click on 'Deny Invoice'.



FES-UA

Please note that schools cannot edit or remove
invoices once they are populated. If the amount is
incorrect, the school may need to request that the
invoice be removed. They also may need to Withdraw
and Re-enroll your child. 
 

If the student is no longer enrolled but an invoice
generates, most likely those dollars are still owed to
the school due to dates of attendance. 

What happens
when a
parent/guardian
denies an invoice?



FES-UA

If you wish to approve the
invoice, please click on the blue
check mark.

A pop-up box will appear to
confirm whether you wish to
approve the invoice. If you do,
click on the ‘Approve Invoice’
button.



FES-UA

Please note: 

Tuition and fee invoices will be generated at
different times depending on the enrollment date
and type of scholarship.



FES-UA

2024-2025
Purchasing Guide

https://go.stepupforstudents.org/hubfs/GUIDES/FES-UA%20Purchasing%20Guide%202024-25.pdf?_gl=1*14o97gm*_gcl_aw*R0NMLjE3MjE4Mzg4MzkuQ2p3S0NBand6SUsxQmhBdUVpd0FIUW1VM2xLdnNRbGN6NV9xZVNra084VEo2WENrRlVtcE1IbjE2YnF6bTNvdDNRRFFTdm93S0lEV3VCb0NidElRQXZEX0J3RQ..*_gcl_au*MTUyOTg0Mzg2LjE3MTg2NTc2ODM.*_ga*Nzc2MjM0NTg0LjE3MDMwNzQwNzc.*_ga_V4KBYBT1HD*MTcyMjk3MDkxMy45My4xLjE3MjI5NzIwMDcuMzEuMC4w
https://go.stepupforstudents.org/hubfs/GUIDES/FES-UA%20Purchasing%20Guide%202024-25.pdf?_gl=1*14o97gm*_gcl_aw*R0NMLjE3MjE4Mzg4MzkuQ2p3S0NBand6SUsxQmhBdUVpd0FIUW1VM2xLdnNRbGN6NV9xZVNra084VEo2WENrRlVtcE1IbjE2YnF6bTNvdDNRRFFTdm93S0lEV3VCb0NidElRQXZEX0J3RQ..*_gcl_au*MTUyOTg0Mzg2LjE3MTg2NTc2ODM.*_ga*Nzc2MjM0NTg0LjE3MDMwNzQwNzc.*_ga_V4KBYBT1HD*MTcyMjk3MDkxMy45My4xLjE3MjI5NzIwMDcuMzEuMC4w


FES-UA

What’s New in the 2024-2025 FES-UA Purchasing Guide

https://go.stepupforstudents.org/hubfs/GUIDES/FES-UA-Purchasing-Guide-Whats-New-24-25.pdf?_gl=1*1y7kqlc*_gcl_au*MTY2MDkyOTkxMC4xNzE1ODk5MTAx*_ga*NTE4NzI4MTYyLjE2NjczMzQ2NDQ.*_ga_V4KBYBT1HD*MTcyMzU5NTE2MS4xOTIuMS4xNzIzNTk4MTQzLjUyLjAuMA..


Purchasing Guide
Hot Topics

School Supplies 
Eligible Private Schools
Tuition & Fees 
Uniforms

FES-UA



Approved School
Supplies Generally
Found Or Required 
In Classrooms 

•Paper
•Notebooks
•Folders
•Binders
•Planners
•Organizers
•Writing Utensils
•Crayons
•Lunchboxes
•Math tools (Abacus/Compasses/Protractors/Rulers)
•Bookbags (Backpacks, Tote Bag, Messenger Bags)

FES-UA

•Colored Pencils
•Markers
•Tape
•Paperclips
•Staplers
•Calculators



Academic services fee

Security fee

Application fee (payable in the fiscal year preceding the academic year)

Registration fee (payable in the fiscal year preceding the academic year)

Uniform fee (basic uniform pieces purchased from a school-required vendor, based on the

unique needs of the student).

Book fee

Technology fee

Test fee

Athletic fees

Club fees

Activity fees (for example, choir or band fees)

Graduation fee

Other fees that support the unique needs of the student

Eligible Fees

FES-UA

The fee will need to be described and show
that it is required for enrollment. If it does
not show that the fee is required, a letter

from the school is neccessary to show that it
is mandatory for enrollment. 



Fundraising fee/donation/fee/volunteer waiver fee

Annual fees

Giving fees

Costs associated with scholarship management

Optional fees

Food fees

Before or after school care

Shoes and accessories

Ineligible Fees

FES-UA



Important Items 
to Note 

FES-UA

Only the annual fee will be approved for payment if the private
school utilizes a third party for billing, such as FACTS. The fee for
usage from a third party is eligible for reimbursement, but fees for
credit card usage are not refundable.

Please be aware that any fees incurred for credit card transactions
will not be reimbursed.

In the event of a student's withdrawal or transfer, any refunds will be
in accordance with the school's policy and must be returned to Step
Up For Students for crediting the student's scholarship account.

Parents or guardians are not permitted to accept scholarship
refunds from the school.



School Invoice
Criteria

School invoice criteria:  The invoice must contain the following
components: The school name and school address, description of the
fee charged, the relevant school year for the charges, the appropriate
date in mm/dd/yy format, the full name of the student as it appears on
the scholarship, and documentation that lists all required fees for
enrollment including the annual tuition (please note this is often
referred to as the Annual Tuition & Fees Schedule). 

Before this submission is complete, you must submit a Proof of
Purchase (POP) and Tuition and Fee Schedule. If a FACTS statement is
provided, please ensure that the FACTS letterhead or website is shown.

FES-UA



FES-UA

Example of an
Acceptable School
Invoice 



School Invoice
Criteria Please note:

A common mistake we often see on school
invoices is the absence of the school
address. Please ensure that all critical
components are included before submitting
your reimbursement request.

FES-UA



FES-UA

Example of an
Non-Acceptable
School Invoice 



FES-UA

Example of an
Acceptable Tuition &
Fees Schedule 



FES-UA

Example of an
Acceptable
Tuition & Fees
Schedule 



School Uniform
Policy

School Uniform Policy: A copy of the school's Uniform
Policy that shows all mandatory items for attendance.
Please Note: Accessories such as belts, ties, socks,
shoes, hairbows, hats, etc. are not approved. The
reimbursement will be denied and/or, the requested
amount will be adjusted to reflect the amount without
these items.

FES-UA



School Uniform
Policy Examples

FES-UA



School Uniform
Policy Examples

FES-UA



School Uniform
Policy

School Uniform Policy—When
submitting proof of purchase for
uniforms, it is imperative that you
submit all pages that pertain to the
school uniform policy.

FES-UA



This is an example of a receipt for uniforms, which
contains all the necessary information as listed
below: 
1. Retailer’s name

2. Purchase date

3. Item purchased  

4. Purchase price a. including subtotal, taxes, shipping (if

applicable), grand total

5. Proof of purchase (POP) 

FES-UA
School Uniform
Invoice Example





FES-UA
Q: Why is the University of Central Florida involved in developing the FES-UA Purchasing Guide? 
A: Through House Bill 1403, effective July 1, 2024, all scholarship funding organizations (SFOs) must
collaborate with the University of Central Florida to produce an annual purchasing guide for families
receiving the Family Empowerment Scholarship for Students with Unique Abilities (FES-UA). The guide
reflects not only the work of the SFOs and the University of Central Florida but also the input of
thousands of families. We are fortunate to partner with the University of Central Florida to ensure that
the most appropriate educational materials, activities, and services are available to the students who
benefit from them.



Q: When can we begin submitting reimbursements for newly eligible items and Pre-Authorization
requests? 
A: Pre-Authorizations are available now. To view a video on the Pre-Authorization process, you may
access it on YouTube. 
English version: https://www.youtube.com/watch?v=mo4jTCgGYtk
Spanish version: https://www.youtube.com/watch?v=AdCxdmYOKYw

Q:Will Step Up provide any resources to help families see what has changed with the FES-UA
Purchasing Guide?
A: The FES-UA Purchasing Guide may be found on our website. We have it linked in this presentation
on slide 35 and provided a one-pager of the changes which have occurred on slide 36.

FES-UA

https://www.youtube.com/watch?v=mo4jTCgGYtk
https://www.youtube.com/watch?v=AdCxdmYOKYw


FES-UA
Q:Why do I need to wait to submit reimbursements for newly eligible items?
A: Having just received the FES-UA Purchasing Guide on July 1, 2024, followed by the revised version
on July 2, 2024, Step Up For Students is now updating our processes and systems to align accordingly.
Submitting reimbursements for newly eligible items prematurely, at this time, may result in processing
delays or in the reimbursement being denied while we update our systems and processes. We will let
families know when they may begin submitting reimbursements for these newly eligible items. Thank
you for your patience as we implement these changes. 
 
Please note: FES-UA families may submit reimbursements for any previously eligible items that remain
eligible in the 2024-25 Purchasing Guide. 



Q: Can I provide feedback on the FES-UA Purchasing Guide?  
A: Feedback on the FES-UA Purchasing Guide can be provided using the survey linked within the
Guide. You may scan the QR Code below or click the hyper link. 

FES-UA

FES-UA Purchasing Guide Feedback Form

https://www.stepupforstudents.org/?ff_landing=6


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..
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April Open House

May Open House

June Open House

Previous FES-UA  
Open Houses



LOOKING FOR ADDITIONAL
OPEN HOUSES FOR FTC/EO
OR PEP? NOT TO WORRY, WE
HAVE THE LINKS HERE FOR
YOU JUST SCAN THE QR
CODE.

FES-UA

FTC/FES-EO Open House
September 12th, 2024

FES-UA Open House
September 19th, 2024

PEP Open House
August 22nd, 2024



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

FES-UA@SUFS.org

https://www.stepupforstudents.org/contact/
mailto:FES-UA@SUFS.org


Thank you for attending!
Upcoming webinar: September 19th, 2024

Registration Link

FES-UA

https://us02web.zoom.us/webinar/register/WN_j4ds8t7rSZ-Nmr7owL8JRw

