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For both New and Renewal students, the application process for the upcoming school year should be simpler than ever. 
Below is a look at the important dates and deadlines for the 2026-27 application season.
	 •	 Renewal applicants: Application period is Feb. 1 to April 30, 2026.
	 •	 New applications: Application period is Feb. 1 to Nov. 15, 2026.
	
Note: For PEP, the application deadline is April 30, 2026.

BEFORE YOU BEGIN
Here are a few things to do to help ensure your application is successful for your student(s).

For first-time families: To apply for the scholarship, you must first create an account in EMA (Education Market Assistant). 
EMA is Step Up For Students’ secure online platform that allows parents and guardians to manage every aspect of their 
student’s scholarship. Through EMA, families can apply for the scholarship program, upload required documents, track 
scholarship funds, make purchases, and submit reimbursement requests. To create an EMA account, please follow this video 
tutorial and this step-by-step guide.

What you’ll need to do in EMA:
	 1.	 Log in to your EMA account
	 2.	 Fill out the application form
	 3.	 Upload required documentation (proof of age, Florida residency, etc.)
	 4.	 Review and sign the Sworn Compliance Statement and Terms & Conditions
	 5.	 Submit your application

Resources you’ll need:
	 •	 New & Renewal Application Checklist: English version and Spanish version.

GETTING STARTED
Follow These Steps
	 1.	 Go to stepupforstudents.org to apply for Private School, Unique Abilities, and PEP Scholarships. 
	 2.	 Select the Apply/Login button at the top of the page. 

	 3.	 If you already have an EMA account, enter your Username and Password and proceed to the Renewal 		
		  Applications further down in this guide. 
		  *	 Password recovery process: To recover a forgotten username, select Forgot Username; for a lost 		
			   password, select Forgot Password.

Note: If you are a first-time applicant, please head to New Applications directly below.
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NEW APPLICATIONS 
1.	 Enter your email address, then select SEND CODE.

2.	 Step Up For Students will send you an email with a verification code.

	 •	 Enter that code on the signup screen and select CONFIRM to continue

3.	 Once your email is verified, select CONTINUE.
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4.	 From the Create an Account screen, complete the fields:

	 •	 Select Account Type (use drop-down menu to choose Parent/Guardian, if necessary)
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	 •	 Username
	 •	 Legal First Name
	 •	 Legal Last Name
	 •	 Create Password
	 •	 Confirm Password

5.	 When all fields are completed, select CONTINUE.

6.	 The security questions screen displays. Set up your three security questions and answers and then select 	 	
	 CONTINUE.

7.	 You will now complete the two-step verification process. The primary phone number you enter must be able to 
	 receive verification codes. We recommend using a cell phone or any phone number that answers with a live
	 person, not a recording.
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8.	 Next, the Terms & Conditions screen displays. Check the box to certify you have read the Step Up for Students
Privacy Policy and agree to the Terms & Conditions, and then select OK.

9.	 From the My Profile screen, complete your Guardian Profile. Use this section to update your personal 
information, like your address. To see everything in Spanish, use the drop-down menu to change your Primary 
Language to Spanish.

10.	Complete the Contact Information fields.

11.	Next, select ADD A CALLER to add an Authorized Caller, which allows anyone other than yourself to call on 
your behalf.

12.	For adding an Authorized Caller, complete the fields per the steps below.
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	 o	 For the authorized caller, set up a 4-digit PIN, and make sure your authorized caller knows the PIN.
	 o	 Enter their contact information:
	 o	 First Name
	 o	 Last Name
	 o	 Email
	 o	 Primary Phone
	 o	 Phone Type for Primary Phone
	
Note: All fields are mandatory.

13.	Once completed, select ADD.

14.	Next, the Manage Consent screen displays. This gives Step Up For Students permission to contact you. Please 
read and select Yes or No for each topic.
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15.	Complete Contact Preferences.
	 Note: Some options are pre-selected because they are required.

16.	Please read the Data Collection and Usage statement and select the checkbox.

 
17.	Select SAVE.
	 Note: You will receive an email notification every time an update is made to your profile.

18.	Congratulations! Your EMA guardian profile is complete.

STUDENT OPTIONS
See Your Renewal Students and the ‘Add a Student’ Feature for New Students

After you select SAVE to create your EMA guardian profile, you’re taken straight to your My Students section. There, you’ll 
see any renewal students (if you have them) and the option to Add a Student.
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APPLYING FOR A NEW STUDENT
Important Reminders

•	 Per Florida law, families can apply for only one scholarship per student at a time.
•	 Each time you log onto the EMA platform, you must complete multi-factor authentication. We recommend you use a 

cell phone you can easily access to confirm codes sent to you via a call or text.
•	 You will receive updates via email when your application review is complete. 

Step 1 - Student Selection

1.	 For a new student, select ADD A STUDENT.
 	 Note: For an existing student applying for a scholarship, go directly to step 10  below.

2.	 The New Student screen displays. Complete the Student Profile fields in this section.

	 These are the fields:
	 •	 Student’s Legal First Name*
	 •	 Student’s Legal Middle Name
	 •	 Student’s Legal Last Name*
	 •	 Student’s Date of Birth* (mm/dd/yyyy)
	 •	 Confirm Student’s Date of Birth*
	 •	 Student’s Gender*
	 •	 Student is My* (use drop-down menu)
	 •	 Student’s FLEID Number (if available)
	 •	 Student’s Ethnicity*
	 •	 Student’s Race(s) – (check which apply)
		  • 	American Indian or Alaska Native	 •	 Asian		  • 	Black or African American		
		  • 	Native Hawaiian or Other Pacific Islander	 • 	White
	 •	 Does the following apply to your student?
  		   Has a Hope Scholarship Notification Form resulting from a bullying incident in public school, including 		

		  charter schools.

		  *means required
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3.	 When complete, select SAVE.
	 Note: You can also save your application as a draft. When you select SAVE AS DRAFT, a confirmation message 

appears, indicating your progress has been saved for later.

4.	 If you saved your application, your student populates in the My Students section. Select VIEW STUDENT to continue.

5.	 Select Apply for Scholarship.

6.	 Now that your New Student has been added to your EMA profile, go to Available Scholarships and select APPLY 
next to the scholarship you want to apply for.
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7.	 You will be prompted to ensure that you have added all students you wish to apply for before proceeding, as well 
as given notice that you can ONLY SUMBIT ONE application per program, per student. Once you have read the 
Important Notice, select CONTINUE.

	 •	 Additionally, please specify if anyone in your household holds decision-making authority in a qualified nonprofit	
	 Scholarship Funding Organization (SFO) that provides scholarships.

8.	 The application screen (for the scholarship you have chosen) displays.

	 •	 Toggle the APPLY button to the right, so that it turns blue.
	 •	 Verify the status is New.
	 •	 Verify the correct checkbox for Yes or No is selected to indicate whether your student has graduated from the	

	 12th grade. 
	 •	 Verify the correct checkbox for Yes or No is selected to indicate whether your student has completed a high 		

	 school equivalency (GED or similar).

Note: Private School applicants will need to state Yes or No to the question shown below.

9.	 Select CONTINUE.
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RENEWAL STUDENT APPLICATION BEGINS HERE
	 10.	Confirm your student(s) for the scholarship application by selecting CONTINUE.

 		  Note: If you toggle the apply button back to grayed out to remove a student from your application, the screen below 	
	 displays. When you select REMOVE STUDENT, your application will save, and the student will be removed.

Step 2 - Student Information

1.	 The Student Information screen displays. Select >View Details under your student’s name and then review the 
information supplied for the student you want to apply for.

	 Note: Before you submit your application, you can add an existing student anytime. Just select 
ADD A STUDENT, and it will take you back to the Student Selection screen, as shown 
above in Step 8.



How to Apply in EMA: Private School, PEP and UA Scholarships (New and Renewal Students)   •   March 2026

2.	 Review and complete the fields as necessary:

 	 These fields are prefilled:
	 •	 First Name
	 •	 Middle Name
	 •	 Last Name
	 •	 Date of Birth (mm/dd/yyyy)
	 •	 Gender
	 •	 Ethnicity
	 •	 Race
	 •	 Student is My* (use drop-down menu)

		  Note: If you select Other Student or Child from the Student is My drop-down menu, you must upload a valid	
	 court order or a legal document reflecting responsibility for the student to proceed. Make sure that your uploaded	
	 files are not password-protected.

	 •	 Complete these fields:
		  • 	 Student’s SSN/ITIN*
		  • 	 Confirm Student’s SSN/ITIN*

*means required
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3.	 To continue, you must upload a valid birth certificate or a passport that has not expired. This is required. If your child 
is entering Kindergarten, they must be five years old on or before September 1 of the school year you are applying 
for. Students applying for the first time who are five or six years old on September 1 of the application year must 
upload a valid birth certificate or a non expired passport to confirm their age.

	 •	 Use the document upload tool to submit a birth certificate or Non-Expired Password for your student.
	 •	 Review the file upload requirements below and then drag and drop your file into the box or browse your 		

	 computer to select files.
		  • 	 File Upload Requirements
			   - Please ensure that any files you are uploading are not password protected.
			   - If you are uploading more than one file, you can upload up to five files max.
			   - Each file cannot exceed 5MB.
			   - File types accepted: jpeg, jpg, png, PDF
	 •	 Enter your document name and select UPLOAD.

4.	 Enrolled School Information. (School Year is prefilled.)
	 •	 Type of School* (use drop-down menu)
	 •	 County* (use drop-down menu)
	 •	 School Name* 

5.	 Expected School Information. (School Year is prefilled.)
	 •	 Type of School* (use drop-down menu)
	 •	 Grade Level* (use drop-down menu)

	 Note: If you are applying for a Private School Scholarship, you must select No for this question.
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 6.	 Diagnosis (for FES-UA applications only):
	 •	 Select at least one:

7.	 Diagnosis Related Documentation (for FES-UA only):
	 •	 Enter the document name and select UPLOAD.

8.	 Check any boxes that apply for the Do any of these apply to your student? section.
	 •	 Private School

	 •	 Unique Abilities 
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9.	 If you checked any of the boxes above, you are required to upload supporting documentation to avoid processing 
delays, using the UPLOAD tool the same as above.

	 Note: If you checked the box next to any of these questions above and a green box appears, it means we already 
have that information on file, and you do not need to upload anything else.

 10.	To complete the student(s) information section, select CONTINUE. (If not complete, select SAVE AS DRAFT.)

Step 3 - Guardian  Information

1.	 Select >View Details under Primary Guardian* to review the details submitted for the Primary Guardian in the 
Guardian Information tab.
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 	 Note: For Private School (FTC/FES EO) and FTCPEP applications, use the yellow box to select Yes (opt out) or No 
(opt in) for providing income documents. Selecting Yes means you won’t need to submit income documentation.

 	 •	 If you choose No, you’ll be prompted to complete the Employment Information section. Please fill out all fields	
	 marked with a red asterisk*.

2.	 Review the prefilled fields (grayed out) and enter your Social Security number, then confirm it. (It is not required  
that you provide a Social Security number.)

	 * means required

3.	 Review the prefilled (grayed out) Physical Address fields.

	 Note: To update any grayed out fields, click your profile icon in the top right corner. If you don’t update any incorrect 
information, your processing may be delayed. 
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 4.	 Proof of Residency must be established with two different document types (see below for the list of document types) 
and provided by the primary or secondary guardian. Additionally:

	 •	 All documents must be current and valid.
	 •	 Recurring bills or statements must be dated within two months of the application submission date.
	 •	 Documents submitted must match the primary or secondary guardian’s full name and the current physical street 	

	 address provided on the application.
	 •	 Both Proof of Residency documents must be from the same guardian.
		
	 Important! You will not be able to continue with the application unless the two required documents are uploaded.

•	 Is your student a dependent child of an active-duty member of the United States Armed Forces moving into 		
	 or out of Florida on Permanent Change of Station (PCS) orders? See more information on required documents.

	 •	 Is your student a dependent child of an active-duty member of the United States Armed Forces moving into 		
	 or out of Florida on Permanent Change of Station (PCS) orders? See more information on required documents.

5.	 Once you select the type of document(s) you are submitting, submit it with the UPLOAD tool:

	 •	 Use the drop-down to select the document type.
	 •	 Select UPLOAD.

	 Note: Documents must not be more than two months old and must include full name and 
current physical address.



How to Apply in EMA: Private School, PEP and UA Scholarships (New and Renewal Students)   •   March 2026

6.	 If applicable, select >View Details and complete the fields for Spouse/Partner.

	 Note: If you have selected Married, you’ll be asked to enter your spouse or partner’s information. You’ll also need to 
complete the Employment Income field.

7.	 When completed, select CONTINUE. (If not completed, select SAVE AS DRAFT.)

8.	 New in the Guardian Profile section: Scholarships for military families and dependents of law enforcement officers: if 
your student falls into either category, select the checkbox shown below.

	 •	 Military Scholarship application process
		  • 	 If you answered Yes in Additional Information to your student being a dependent of an active member of the 	

		  U.S. Armed Forces, you must provide your residency status.

			   -	 Currently stationed in Florida: Upload your Leave and Earnings Statement.
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			   -	 Have orders to move into Florida:
				    o	 Upload Permanent Change of Station (PCS) that indicates Florida as the unit to which assigned.
					     AND
				    o	 Upload a Leave and Earnings Statement.

					     Note: How to fill in your address

			   -	 Currently stationed in Florida with orders to move out of the state:
				    o	 Upload approved PCS Orders Verification Request.
				    o	 Upload a Leave and Earnings Statement.
					     Note: Only renewal FES-UA or FTCPEP students are eligible to move or live out of state.
			   -	 You live in another state, territory, or country outside of Florida.
				    o	 Upload approved PCS Orders Verification Request.
				    o	 Upload a Leave and Earnings Statement.
					     Note: Only renewal students are eligible for this option.

		  • 	 PCS Verification Request.
			   -	 If your military family has Permanent Change of Station (PCS) orders to move out of Florida, please submit 	

			   a PCS Verification Request using the link at the bottom of your Dashboard.
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 			   -	 Selecting VIEW PAST REQUESTS lets you view any requests already on file or add a new request.

				    Note: Submitting this keeps your scholarship active and updates your address. If you’re moving to Florida 	
			   and applying for a scholarship, these documents will be used in your application.

			   -	 This section shows your previous PCS verification requests for out-of-state moves. If your request is 		
			   approved, you’ll be able to renew your FES-UA or FTCPEP application and update your Guardian Profile with 	
			   an out-of-state address.

				    o	 When you select the hyperlink for the PCS REQUEST ID, you’ll go to a page where you can review the 	
				    PCS start and end dates, the estimated move date, the state or territory you’re moving to, and the PCS 	
				    orders and LES documents on file.

 				    o	 To cancel a previously uploaded PCS request, select CANCEL REQUEST in the upper right corner. You’ll 	
				    then be asked whether you want to keep the request or continue with the cancellation.

 		  • 	 When you have uploaded your document(s), select CONTINUE and move to step 9 below.



How to Apply in EMA: Private School, PEP and UA Scholarships (New and Renewal Students)   •   March 2026

	 •	 Dependent of a Law Enforcement Officer application process
	 	 • 	 If you answered Yes in Additional Information to your student being a dependent of a law enforcement officer, 	

		  you must upload a photocopy of the law enforcement officer’s badge.

		  • 	 When you have uploaded your document, select CONTINUE and move to step 9 below.

9.	 As you continue with your application, you will be reminded to add, or acknowledge that you’ve added, all household 
members on this application.

10.	When completed, select CONTINUE. (If not completed, select SAVE AS DRAFT.)

Step 4 - Application Summary

1.	 Verify that no information is missing from the guardian, spouse, or student information in the Application Summary.

2.	 Check the boxes for the Parent/Guardian Terms & Conditions.
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3.	 Read the Sworn Compliance Statement (SCS).

4.	 Check the box to acknowledge having read the SCS and sign in the signature space, then select KEEP.

5.	 Next, select SUBMIT. (If your application is not complete to your satisfaction, select SAVE AS DRAFT.)

6.	 Congratulations! You have submitted your application.

7.	 To verify your application submission, go to the My Recent Applications panel of your Dashboard and select the 
SUBMITTED drop-down arrow.

8.	 The Application Details screen displays to show you the Application ID, Application Type, and Status for your application.

Step 5 - Track Application Process

1.	 To check your application status, go to My Recent Applications and select TRACK PROGRESS.
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2.	 The Support Hub is a new feature that highlights important announcements.

3.	 If you’re not familiar with the Federal Tax Credit Scholarship, select the blue question mark             to learn more.

4.	 The Application Details section shows your application status and progress.
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5.	 For an overview of the scholarship award and funding process, select the link shown above in the Students section of 
Application Details.

6.	 If any information is missing from your application, you will see On Hold.

 	 •	 The Comments section will tell you what needs to be completed.

7.	 To see the progression of your scholarship, select View Scholarship Journey.
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8.	 Pending Action:
	 •	 Select the arrow to the right of the application that is in Pending status, as shown below.

 	 •	 The window will expand, and you’ll see each student’s eligibility for that application on the screen.

9.	 On this screen, you can select ACCEPT SCHOLARSHIP or DECLINE SCHOLARSHIP. You may accept or decline if 
applications for the school year are still open.

 	 •	 If you decline the scholarship, your student will be removed from the program. You may apply for another scholarship 	
	 if an application is available. Be sure to follow the steps provided before applying again.

 	 •	 When you decline the scholarship, you will see Scholarship Declined displayed next to your student’s name.
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Things To Remember

1.	 APPLICATION STATUSES that you’ll see:

2.	 SCHOLARSHIP STATUSES that you’ll see:

3.	 AWARD ID: Once you are awarded a scholarship, contact your eligible participating school with your Award ID to 
start enrollment.
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4.	 ENROLLMENT: You will receive an email notification once an eligible private school enrolls your student in their system, 
prompting you to log in and review the enrollment request.

 	 •	 If the Amount Due To School matches your total annual obligation (scholarship + out-of-pocket), select Confirm 	
	 Enrollment. If it is incorrect or your student won’t attend, select Decline Enrollment.

5.	 APPROVE SCHOOL PAYMENTS: You must review and approve your school’s payments each quarter. You can view, 
approve, or deny payments from your dashboard. No payments will be issued until you complete this step.
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 6.	 APPLICATION DEADLINES


