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Step 1 – Student Selection 
 
Note: You must first add a student via your EMA guardian account to be able to apply for a SUFS scholarship. 
 
1. Log into your EMA account. Select Dashboard. 

 
 

2. From your Dashboard, view the scholarship(s) available for your student. 

 
 

3. Select  to begin applying for a scholarship. 
 
4. Select 2024-25 for the school year you are applying for and select CONTINUE. 
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Note: 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. Once you 
have read the Important Notice, select CONTINUE. 

 
 

 
5. The application screen (for the FES-UA scholarship you have chosen) displays. 

a. Toggle the APPLY button to the right, so that it turns blue. 1 
b. Verify the status is New. 2 
c. Verify the correct checkbox for Yes or No is selected to indicate whether your student has graduated 

from the 12th grade. 3 
d. Verify the correct checkbox for Yes or No is selected to indicate whether your student has completed a 

high school equivalency (GED or similar). 4 

 
 
6. Select . 
 

Step 2 – Student Information 
1. The Student Information screen displays. Select the drop-down arrow next to the student’s name to 

begin entering their information 
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2. Review and complete the fields as necessary: 

 
a. These fields are prefilled: 

i. First Name 
ii. Middle Name 
iii. Last Name 
iv. Date of Birth (mm/dd/yyyy) 
v. Gender 
vi. Ethnicity 
vii. Race 

 
b. Complete these fields: 

i. Relationship to Guardian* (use drop-down menu) 
ii. Student’s SSN/ITIN* 

 
*means required 

 
c. Expected School Information. (School Year is prefilled.) 

i. Type of School* (use drop-down menu) 

ii. Grade Level* (use drop-down menu) 

 
 

d. Current School Information. (School Year is prefilled.) 
i. Type of School* (use drop-down menu) 
ii. School Name* 
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iii. School County* (use drop-down menu) 

 
 
e. Diagnosis: 

i. Select at least one: 

 
 

f. Diagnosis Related Documentation: 
i. Enter the document name and select UPLOAD. 

 
 

g. Additional Information 
i. Select the correct Yes or No buttons to the four questions. 
ii. If you answered Yes to any, enter the title of any documents (supporting documentation is 

required) and select UPLOAD. 
iii. If complete, select CONTINUE. (If not complete, select SAVE AS DRAFT.) 
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Step 3 – Guardian Information 
1. From the Guardian Information screen, select the Primary Guardian drop-down arrow. 

 
 

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.) 

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

 
 

4. Choose which Proof of Residency documentation you want to submit, from either Column A or Column B. 
Proof of Residency can be established with one document from Column A or two different 
documents from Column B (see below). 
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* means a secondary document is necessary. 
 

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

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

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

 
6. To enter a spouse or partner’s information, select the drop-down menu. 

 
a. First Name* 
b. Middle Name 
c. Last Name* 
 

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

 
 

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.) 
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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. 

 


