
I’m unique.
So is my 
education.



• Click here to review the required application documents.

• To renew your application, you can import your students information from existing data by using the 
tool. You will need your previous email address and password used to log into the legacy system. 

• IMPORTANT: If you cannot find your student, please DO NOT add them separately. Please contact Step Up For 
Students for assistance before moving forward.

• You can add new students (students not currently on the scholarship) after you have completed the application 
for your renewal student. 

• Each time you log onto the EMA platform, you will need to complete a multi-factor authentication. We 
recommend you use a cell phone or phone number that does not answer as a recording. 

• If you would like to apply as a Personalized Education Program (PEP) student, please apply first as a private 
school student (FTC/FES-EO). Once awarded, you will receive further information to request a scholarship 
category change to PEP. 

A few tips before your get started on your FES-EO/FTC renewal application . . .

https://go.stepupforstudents.org/hubfs/Scholarship%20Info/Scholarship-Application-Checklist.pdf
https://www.stepupforstudents.org/scholarships/personalized-education-program/


Additional information:
Schools do not need a copy of a student’s award letter to complete their enrollment! All 
you need is the student’s “Award ID” to enroll them through EMA. 

To view student scholarship status … 
1. Click on the “My Students” tab within their EMA account
2. Click on their student’s name
3. Visit the “Scholarship Status” section

Tip: Families may take a screenshot of their student’s “Award ID” number and 
award status. To print the screen on a desktop or laptop computer, they may use 
“Ctrl + P” (for Windows) or “Command + P (for Apple). 

Important: Please note that the scholarship amount currently listed is incorrect as 
award amounts will be updated over the summer. 



Agenda

1 2Creating an 
account

Applying for the 
scholarship



Renewal Family Completing an FTC/FES-EO Intent to Continue 
Application



Please go to stepupforstudents.org to apply for 
the Florida Tax Credit (FTC) scholarship or 

Florida Empowerment Scholarship for 
Educational Options (FES-EO).



If you have an EMA account, please 
enter your username/ password. 

If you do not have an EMA account, 
please click “Sign Up.”



New Users

Please enter your 
email address and
click “Send Code.”



You will receive an email with a code to enter on the 
signup screen to continue.



Please enter the code received via email in the verification
code box and then click “Confirm.”



Click “Continue.”



• Please fill out all open boxes.

• Account type is Parent/Guardian.

• Username: This can be used use to 
log in. However, the email address 
is preferred.

• First name and last name is your 
name, the 
parent’s/guardian’s name.

• Password: This along with 
username will be how you access 
the system.



Please select 3 security questions and corresponding answers.
The answers to the security questions will be used to verify your 

identity when you contact Step Up for Students.



Please click on the link for terms, conditions and rules.
Once you have read and agreed to the terms and conditions,

select the check box to certify and click “OK.”



The next step is to complete your 
guardian profile. This is a one-time 
step and where you will come if 
your information, your address, for 
example, needs to be updated. If 
you want to change the Primary 
Language, please select the 
language, such as Spanish, from 
the drop-down menu.

Please note, you must click on Save 
for the information to display the 
language selected. 



• Enter in your contact information.
• If you would like to allow anyone other than 

yourself to call in on your behalf, please select 
“Add a Caller” to add an authorized caller.

• For the authorized caller, set up a 4-digit pin, 
and make sure your authorized caller knows the 
pin.

• All fields are mandatory.
• Once completed click “ADD.”



• The next section of your 
profile set up is “Manage 
Consents.”

• This gives Step Up For 
Students permission to 
contact you.

• Please read and select 
“Yes” or “No” to each 
section.



This section allows you to increase how we communicate 
to you by adding your contact preferences. For example, if 
you want us to text you, then please select the box next to 

“TEXT." Once completed click “SAVE."



You will receive this email 
every time an update is made 
on your profile.



Once you click “SAVE," you will be automatically taken to 
your “My Students” Section, here you can find your renewal 

students and add new students if applicable. 



Renewal Student
FTC/FES-EO Applications



• Once you save your 
profile, you will be 
automatically taken to the 
“My students” section 
where you can add your 
students. 

• As a renewal parent you 
will need your email 
address and password(s) 
from our legacy systems 
to complete this section.

• To find your renewal 
students you will need to 
click on “Find Students” 



Please click “Find Students”.



After clicking “Find Students” you will be 
asked to select the scholarship program 

you wish to locate the student from. 

Please Note: You will need your email address 
and password from our legacy system to find 

your students.



If you have students in both FES-UA and 
FTC/FES-EO please start with your FES-UA 
students. You will go through this process 
twice if you have students on both FTC/FES-
EO and FES-UA.

Please enter in your email address and 
password from your parent login from our 
legacy system and Click “Verify."



We appreciate your patience while we retrieve 
your account from our current system.



Please select the students 
that you want to complete 
an intent to continue for 
this year and click “Activate 
Students"



1. First error message “We were unable to find 
your account. Please try again.” This means your 
username or password is incorrect. 
2. The “system is currently down” means our 
Scholarship Administration System is currently 
not available to retrieve your students.
3. “We’re unable to find your student information” 
means that you do not have any students that 
were found eligible for a renewal application.

Error Messages you could receive while “we 
retrieve your information”



1. If you receive error message 1 you should reach out directly 
to our Service Center to confirm your information and reset 
your password if need be. 

2. If you receive error message 2, you should try again later 
before contacting our Service Center as this issue is 
normally corrected the same day.

3. If you receive error message 3 and believe this is a mistake, 
please reach out to our Service Center to confirm your 
student's information. 

What to do if you get these error 
messages. 



If you have more than 
one account, you can 
keep going through this 
process until you have 
found all your students. 
If you are done, please 
click “NO."



The students you have 
selected are in the active 
students' section. The 
students you did not select 
are in the inactive students’ 
section. If you want to make 
a student active, please click 
the green plus button.

Only students in the Active 
section will be available to 
apply for scholarships.



If you clicked the green plus button, you 
will be asked if you are sure that you 
want to make this student active. 

Click “Yes” or “No” accordingly.



If you have a student that 
was not on the import and 
is a new student this year, 

please click the “Add A 
Student” in the top right 

corner.



Please fill out all the boxes and verify for accuracy.
Once you are done click “Save.”



Once you add all your 
students both Renewal and 
New, you can click on “Apply 
for scholarships” to start the 
application process. 



You will be taken to your dashboard where you can 
select the scholarship program you wish to apply for. 



Important Notice
You can only submit one application per program for 

FES-UA, FTC and FES-EO. Please make sure all students 
have been added to the “My Students” section before 

applying.



Please answer if anyone in the 
household is an owner, operator, 
superintendent or principal of an 
eligible private school OR a person 
with equivalent decision-making. If 
you select “Yes,” Social Security 
Numbers are required for all 
household members.

Once you select your answer, select 
the student(s) who you will be 
applying.



Student profile information is auto populated. 
If anything is incorrect, please correct it in the 
“My Students” Menu and return to the 
application.

• Please enter in current school information 
for School Year (SY) 22-23.

• Next, please tell us if you intend to use this 
scholarship for transportation.

• Enter in expected grade level for SY23/24.
• Last, let us know if you have an FES-UA 

participating sibling. If “Yes,” please enter 
their Student ID (FES-UA ID).



Please answer the following 
questions for your student. If you 
select “Yes” to any question, you 
are required to upload supporting 
documentation.



You may use the arrows next to the student’s name to 
expand or collapse his or her student section.

Please continue to fill out the same questions 
for each student on the application.



Your profile information was auto populated. 
If you need to make changes, please save the 
application as a draft and go back to profile. 
Once updates are made you can return to the 
application and the information will be auto 
populated.

Proof of residency is required. Please select 
one of the approved documentation types 
and upload your supporting document, by 
clicking “Upload.“

Please Note: Ensure that any files you are 
uploading are not password protected. 
Uploading a password protected file may 
cause delays in your application being 
processed.



Please note
Renewal families should upload Proof of residency for only the 
Primary Parent.



To update your profile, you 
must first click on the person 
icon on the top right corner. 
Once you do, you can select 
edit profile to make 
changes.



If you indicated you are married or have indicated you are 
living with your significant other, the spouse/partner section is 

mandatory as indicated by the red asterisk*. 

If your marital status indicates you do not have spouse/partner 
living with you, you may skip this section .



Next, we need you to add anyone 
else that lives in your house that is 
not already on the application. If 
you have more people to add 
please check the box, and then 
click “Add Member.”



Please enter the member’s profile 
information and click continue.



Please review your 
summary page to 
ensure all information 
is correct, if applicable 
enter your Annual 
Household Income. 



Please read the following statements and 
check the boxes once you agree.



Please read the Parent-
Student Responsibilities.

Once you have read and 
agree, please check the 
box for “I have read and 
agree to the compliance 
statement."



Please type your name in the box and sign your name in the 
signature box. Once you are satisfied with your signature, please 
click “Keep." If you want to change your signature you can click 

“Clear” and sign again.



Please click “Submit."



By clicking submit your application will be 
sent for processing and you will get a 
confirmation notice on your screen.



Once you submitted your 
application, you will return to 
your dashboard. On the 
dashboard you can see the 
status of your application(s). If 
you want to see details, click 
the status (blue hyperlink).



The hyperlink will open your 
application page with more details 
and will show application(s) status 
and student(s) status. You can 
click on any of these to see the 
application details.



After a student is awarded and the eligible 
participating school has been contacted by 
you to start the enrollment process, you can 

expect to receive an email notification as well as 
an update to your dashboard.



Once an eligible private 
school enrolls the student in 
their system, you will 
receive an email notification
asking you to login and 
review the enrollment 
request.



You can view and approve enrollment requests from 
the Dashboard.



When you accept the School 
Enrollment Form for 
your student, you also 
approve payment for the 
tuition and fees associated 
with the private school you 
have selected.



Contact Page 

Step Up For Students

877.735.7837

stepupforstudents.org
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