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 How to Submit Your Pre-Authorization Request 

 

 
Before getting started: When submitting a pre-authorization, we encourage you to check that your payment 
method information is up to date. You can update your payment method information at any time in 
EMA. Note: This step should only be completed if you intend to submit reimbursement requests. 
 
To submit a pre-authorization request for your student, please follow these instructions: 
1. Log in to EMA.  
2. From your dashboard, select Pre-Authorizations. 

 
3. The Pre-Authorizations screen displays. Select . 
4. The Student Selection screen displays. Use the drop-down menu to choose the student you want to 

submit a pre-authorization request for. 

 
 

https://login.stepupforstudents.org/scholarfl.onmicrosoft.com/b2c_1a_signupsignin/oauth2/v2.0/authorize?client_id=c8dc369d-971f-45d8-ae7e-c96f807be8af&scope=openid%20profile%20offline_access&redirect_uri=https%3A%2F%2Fapply.stepupforstudents.org%2Fauthentication%2Flogin-callback&client-request-id=6502ad73-23f0-4c68-a3cf-94e1056677d1&response_mode=fragment&response_type=code&x-client-SKU=msal.js.browser&x-client-VER=2.33.0&client_info=1&code_challenge=m8gG3Hrxc3HgxZuuNuuyoY9qaJ0Zlz5YnD2WzVm-A54&code_challenge_method=S256&nonce=e828d612-e39e-4015-9050-db687e35600e&state=eyJpZCI6ImM5MWVhOTAzLTJkNTQtNGFjNy04ZWNhLTQ2OWZkNDA0ZTNmZiIsIm1ldGEiOnsiaW50ZXJhY3Rpb25UeXBlIjoicmVkaXJlY3QifX0%3D%7C52b305da-e9bc-4b8b-8558-e9950b196b1d
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5. Select CONTINUE TO ITEM/SERVICE DETAILS. 

 
 

6. The Item/Service Details screen displays. Use the drop-down menus to: 

 
a. Select a Category 

i. Curriculum/Course 
ii. Instructional Material 
iii. Part-Time Tutoring Services 
iv. Specialized After-School Education Programs 
v. Specialized Summer Education Program 

i. If required, use the Type drop-down to select the type of your chosen Category. 

 
ii. If required, type a description in the Item/Service Description text box. 

 
b. Select a Quantity 
c. Calculate the Cost per Item/Service 
d. If required, use the drop-down to select a vendor in the Who will you pay? box. 
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7. Use the upload tool to submit required supporting documentation. Please upload one document to verify 
the item/service and price, such as a product advertisement (flyer, brochure, or promotional image), 
a product listing (website screenshot), or a vendor quote. 

 
 

8. Select CONTINUE TO EDUCATIONAL BENEFIT. 

 
 

9. The Educational Benefit screen displays. Please provide details about how the requested item or service 
will benefit the student's education. Include the relevant learning subject area and specific benefits. If 
applicable, provide an item URL. 

 
a. Use the drop-down menu to Select Learning Subject Area(s). 
b. Describe how the item/service will benefit your student. 
c. If applicable, enter the URL of the item/service. 

10. Next, select the checkbox to affirm you will comply with the Compliance Agreement. 

 

mailto:info@stepupforstudents.org


 
 

 
 

January 2025                             Questions? Contact us at 1-877-735-7837 • info@stepupforstudents.org  

11. Type your name in the Signature of box and then sign below. Select KEEP. 
12. Then, select CONTINUE TO SUMMARY. 

 
 

13. The Summary screen displays. Review the details you entered. If all information is correct, select SUBMIT 
FOR APPROVAL. Note: You can select   to remove the draft from your EMA account. 

 
 

14. Congratulations! Your pre-authorization request has been submitted. 
15. Next steps: 

a. You will receive an email once your pre-authorization request has been reviewed. You may also view 
the status of your pre-authorization request at any time by viewing the Pre-Authorization page in 
EMA. 

b. If approved, you can then make your purchase out of pocket or through MyScholarShop, if available. If 
you are purchasing out of pocket and requesting reimbursement, please select Finish Request on the 
approved pre-authorization. 

16. Please note that you can also request a reimbursement, request another pre-authorization, or check the 
status of your pre-authorization from the Pre-Authorization page in your EMA profile. 

 
Note: You may not submit a reimbursement request or make a MyScholarShop purchase for an 
item/service requiring a pre-authorization request until the request has been approved. 
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