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Acronyms Used in Presentation

TERMS DEFINITIONS

EMA Education Market Assistant, our new scholarship platform for all programs starting
the 23-24 school year moving forward.
(www.sufs.org/emaproviders)

FES-UA (formerly Gardiner Family Empowerment Scholarship for Students with Unique Abilities
and McKay)

FTC Florida Tax Credit Scholarship

PEP Personalized Education Program

FES-EO Family Empowerment Scholarship for Educational Options

NWSA (formerly New New World Scholarship Account

World Reading (the change in the name reflects the reason change in legislation to include
Scholarship) Mathematics)

Specialized Services ABA Therapy = Applied Behavior Analysis Therapy

SLP = Speech Language Pathology
OT = Occupational Therapy

PT = Physical Therapy

SLS = Spoken Language Specialist



Agenda

Part I: Business Accounts

* Create a business account (only one person from the business will
need to create a business account)

* Create an account/add user(s) to the business account
Part Il: Personal Accounts

* Create a personal account as a credentialed employee

 Add a personal account to a business account

Part Ill: Join a Business/Approve Request to Join a Business

* Personal account—Request to join a business

* Business account—Approve request to join business



Disclaimer

Please note that these webinars are not applicable to eligible
private school users. Eligible private schools are approved for
scholarships by the DOE. Their students attend a physical

campus for full-time, in-person enrollment. £//gible private
schools CAN participate in the marketplace, but it will
be through their school accounts, and training will
come separately.




Before we begin:

*Please note that this webinar is NOT for New World Scholarship Account
(NWSA) providers, that training is forthcoming

*If you have already created an account, please follow along, as there may
be some items you missed or need to modify before they can be approved.

*Following today's session, we will send you the slides and a recording of
the webinar.

* If you have a provider account in West Virginia or were a UA provider in
previous school years, you still need to create an account in Florida using

the URL that was provided today.




http://sufs.org/provider-help

..= -
1
If you have any issues with

creating your account in EMA, E
please use the link or QR noted
here to report your concern. m




Who will create a “Business” Provider Account?

Create a Business Account if you represent a business or own your

business and you:

*Are the owner/operator of a business that will bill for services

OR
*Contract with or employ service providers, whose services to students will be payable
to your business

*NOTE: All employees of a business who provide services that require individual
credentials must create a "Personal™ account as well. Once employee personal accounts
are created, the business must approve/connect the employee "Personal" accounts to
the “Business” account.

e ———



Who will create a “Personal” provider account?

Create a “Personal” provider account if you:

« Have a credential or license that qualifies you to provide services, and

 Are employed by, or contract with, a “Business” account on the Provider
Marketplace

*NOTE: A “Personal” account will not receive payment. Direct payment will be made
to the associated Business provider account. Individuals who will create a Personal
provider account must provide the required documentation based on service type to
be approved. Please check the required document checklist below for details.




Who will create a Combined Account?

Create a Combined Personal & Business Account if :

*Meet the criteria above for creating a “Business™ account, and
Have a credential or license that qualifies you to provide services

*NOTE: 7his is the only instance when two accounts will fall under the same login
name. [f you are a business owner who only employs other providers and do not
provide services yourself, you do not need to create a personal account.




Part I: Business Accounts

Only one person from the business
will need to create a business
account

44



Let’s Get Started!

< EM

Education Market Assistant
Business Accounts

Navigate to sufs.org/emaproviders l




Creating an EMA “Business” account?

ssssssss

SN

Education Market Assistant

Welcome!

Forgot Username?

Forgot Password?

For added security, we
will send a One-Time
Password (OTP) to your
email. Please enter a
valid email address and
verify the code.

To create an EMA
account, click on the
“Sign Up" link located




Creating an EMA “Business” account?

Scholarships for Florida Schoolchildren Z\;%

Para leer este correo electronico en espafiol, haga clic agui. @

for verifying your account! Your verification code is: Once you receive the
— verification code via email,
i please be sure to enter

ease enter o vald email address and verify the oo
Verification code has been sent to your inbax. Please copy it to the input bax
below.,

- the code exactly as listed.

you,

p For Students

S EMA

Education Market Assistant




Creating an EMA “Business” account?

Parent/Guardian: The person designated to administer or manage a

scholarship student's account.
Service Provider: A person or organization authorized to provide services
to scholarship students.

- - Please select the appropriate account type below.
Service Providers are e ’
- Email
defined as a personor | . onute
) ] ] n sufs.org
organization authorized to

provide services to Servce rovder _ -

SChOIarShip StUdentS. Username

First Name

Please make sure you select st Name
the proper account type. Last Name

Last Name

Create Password

Show

Confirm Password

Show

* Lowercase characters
* Uppercase characters

* MNumbers (0-9)
*  Symbols

«—-—‘

o




Creating an EMA “Business” account?

Once you complete your
ecurty Question security questions, please click

S
[ In what city did you meet your first spouse/partrer? v] - Contlnue tO move forward.
A

nswer

Set up your security questions

Please note that once security
questions are created, they
cannot be changed.

Security Question w

ecurity Question

Securi ty Question VI

)2 d ow
3




Business vs. Personal Provider Accounts

What kind of account would you like to create?

If vou need to create both, please select "Business Account” first. You'll be able
to create a Personal Account after creating your Business Account. Note_ H: you are a

business administrator, a
business owner, or
someone acting on behalf
of a business owner,

BUSINESS ACCO ERSONAL ACCOUNT

e Sets up business informe sons who provide approved

profile. vices for students. ONLY one person from
* [Fapplicable, accepts ind 2 not manage invoicing or the business must create
a service provider. ing.

a business account!

s Will manage accounting

ividuals who provide approved

billing. b vices and are paid through a

business.

)




Business vs. Personal Providers Account

What kind of account would you like to create?

If vou need to create both, please select "Business Account” first. You'll be able
to create a Personal Account after creating your Business Account.

BUSINESS ACCOUNT PERSONAL ACCOUNT

* Sets up business information and e Persons who provide approved

profile. services for students.

» |f applicable, accepts individuals as « Does not manage invoicing or
billing.

+ |ndividuals who provide approved

a service provider.
+ Will manage accounting and
billing. services and are paid through a

business.




Creating a “Business” Provider Account

Terms & Conditions

Business Profile
Please complete your business profile.

Business Information -

Legal Business Mame® (1) Advertised Name® (1)

Beyonce Knowles Tutaring nlpuat2sl@sufs.org

Frimary Phone Type® Secondary Phone Secondary Phone Type

(850) 222-6666

Frimary Phone®

(222) 555-6666

BKtutoring.org

Description*
Please enter a description for y®ur school or business that highlights the services and populations that you serve. This description will be
helpful for parents searching for services through the marketplace.

® be concise.

EBK Tutoring; virtual and part titne and full-time -au:-r-.rites[

Once you log back in, you'll
see your business profile.
On this page you’ll need to
fill out your business
information and the
description of your
business.

The brief description has
a 1500-character limit,
including spaces. Please




Creating a “Business” Provider Account

Mailing Address

Street Address:®

E Check 1o use same address for both Mailing and Physical addresses

Physical Address

Street Address®

Direct Pay
Business Service

State™

= Providers with a valid bank acoount and tax 1D on file will be able to receive payments directly into their bank account th
parent approval, Please click on Manage to add or edit your banking information. Please keep in mind. if your banking information changes at
Ay poent, yvou will | it ot Err ol & Barke iif LR I t

Please note before the
provider can enter their direct
pay information, they will have
to click SAVE on their business
profile.

-



Creating a “Business” Provider Account
<A

Education Market Assigtant
Two-Step Verification

For added security, we will send a One-Time Password (OTP) to your phone. Th e p h o n e n u m be r u Sed fo r

® Text me

O callme two-step verification must
[re—— . be multifactor authentication

Phone Number

| oo | compatible. This means the

call must be able to receive a

ou have any issues, please contact us at 1-833-622-6819. COd e th ro u g h a text o r Ca I I ]
andard messaging and data rates may apply

Numbers that are answered with an automated
recording will not work.



Creating a “Business” Provider Account

S

Education Marbet Assistant
Welcome!

ssssssss

SUFS Team Member? Sign In

To continue your business
account setup, you will be
automatically logged out after
clicking "continue". You will
need to log back in using your
existing credentials.

Complete Your Business Account Setup

In order to complete your business account set up, you will
**automatically be logged out**
when you click continue and will need to log back in using your
same credentials.

Setup Checklist

Once you've logged back in, please follow the checklist on your
Business Account Dashboard to complete your account setup.

After logging back
in, please refer to
the checklist on
your Business
Account Dashboard
to complete the
account setup
process.




Creating a “Business” Provider Account

SATEVILT | ITUVILTT T Y wal W w . .
I R Y our business profile

Welcome!
With your Business Account, you can:

+ Create a network of service providers
« Manage accounting and billing
« Make your profile visible to Guardians in the

EMA Marketplace

Account Setup Checklist

Q Complete Business Profile

O Add Payment Method

() Sign Terms & Conditions

O Add Locations & Complete Steps 1-3 first

O Add Service Offerings = & Complete Steps 1-3 first

ALSO NEED A PERSONAL ACCOUNT?

A personal account will allow you to add yourself as a licensed service provider. Create Account—

has been completed
as indicated by the
blue checkmark.

Continue by clicking
the arrow adjacent to
the “Add Payment
Method” section




Creating a “Business” Provider Account

S In this section you
Business Profile Direct Pay Terms & Conditions Contacts Users Wi" enter you r
banking information
Direct Pay to receive payments
Please update your banking information to proceed. directly into your

banking account with

Business Service Providers with a valid bank account and tax ID on file will be able to receive payments directly into their bank account with
parent approval. Please click on Manage to add or edit your banking information. Please keep in mind, if your banking information changes at pa rent d pproval-

any point, you will have limited access to the system until the banking information if corrected.

Please note: If your banking information changes at any time, you will have limited
access to the system until the banking information is corrected.



Creating a “Business” Provider Account

Setup Payment

them with your bank

i e When entering payment information,

uuuuuuuuu providers will be required to select whether
HHHHHHHHHH 5 e they are an individual or a business and

rrrrrrrrr o provide basic contact information.

aaaaaaaa L] TEST

Phone numbers require a country code, for

- I V\the U.S we use +1.
This option will only appear if
: setting up payment as a

company.




Creating a “Business” Provider Account

Setup Payment 'Y
Address Pay Mathod Tax Form: Droray
After the provider enters their address
REcH) [EEEE . information, you will have to enter their
. _ payment method.

uuuuuuuuuuu

mmmmmmmmmm




Creating a “Business” Provider Account

Details Changed

Changing these details will erase your banking information and invalidate your
tax form. Following this change, please continue to update your payment

—_—

If changes are made to this section, it will impact
your banking information and tax forms.

method and tax form.




Creating a “Business” Provider Account

Setup Payment -

SUFSZ is required to collect certain declarations from our payees.

If you are a US person (see definitions on the ) select the "US Person” tab to

electronically submit the W-9 form.

If you are not a US person, select the "Non US person” tab and follow the instructions there.

If you do not fall under the above mentioned definitions, consult the
and contact support for instructions on submitting other IRS forms.

B US Person

Please continue to fill the W-9 form below:

Substiute Form Request for Taxpayer Identification Number

Wg and Certification

for clarifications,

Rev. October 2018

Name (individual or company name as shown on your income tax return) &

Business Name/Disregarded Entity Name (if different from above)

<G

Check appropriate box:
O Individual/sole proprietor or single-member LLC Oc Corporation

O scorporation O Partnership O Trust/estate

O Limited liability company. Enter the tax classification: »

Note: Check the apprepriate box in the line above for the tax classificaticn of the single-member owner.

Exemptions (codes
apply only to certain
entities, not
individuals):

Exempt payee code
(if any)

Please note:

You must complete the W9

information you provide
matches what the IRS has
on file.

| form and ensure that the

- Complete the electronic W9

Tax Form and electronically
sign it. Select NEXT.




Creating a “Business” Provider Account

Setup Payment

State

Select state... -

City

Address

Address2

Zip

Requester’s name and address
(optional)

If you are an individual
providing services and
do not have an EIN#,
please enter your SSN#
where indicated.

List account number(s) here (optional)

XA Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must
match the name given on the “Name” line to avoid backup
withholding. For individuals, this is your social security number
(SSN). However, for a resident alien, sole proprietor, or
disregarded entity, see the Part | instructions on page 3 ( ).
For other entities, it is your employer identification number (EIN).
If you do not have a number, see How to get a TIN on page 3

( )

Note: If the account is in more than one name, see the for line 1.
Alzo see "What Name and Mumber To Give the Requester” for guidelines on

whose number to enter.

Please ensure the TIN enterad below
matches the name entered in the "Name”
field.

Social Security Number (SSN)

ar
Employer ldentification Number
(EIN)




Creating a “Business” Provider Account

Setup Payment X

Ll |l Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a
number to be issued to me), and

2| am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have
not been notified by the Internal Revenue Service (IRS) that | am subject to backup withholding as a
result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am no longer
subject to backup withholding, and

3. | ama U.S. citizen or other U.S. persen (defined below), and

4 The FATCA code(s) entered on this form (if any) indicafing that | am exempt from FATCA reporting is
correct.

Certification instructions. If you have been notified by the IRS that you are currently subject to backup
withholding, you must cross out item #2 above. You will need to print a hard copy of this form, cross out item #2
and e-mail a scanned copy of the signed form to test@tipalti.com. To download the form,

By typing my name and contact email address, | confirm that | agree to the electronic
submission of my completed W2 form and that | accept that the information provided
constitutes a legally binding digital signature.

Date Signed

Contact Email &

Be consistent and use the
same names and addresses
for each set of fields, as
applicable.




Creating a “Business” Provider Account

Setup Payment X

Banking and tax information is not saved within EMA.

Powered by tipalti

Address Payment Method Tax Forms Done m es S a g e [

Setup Payment

Done
Valid! Thank you for connecting your bank account. {}
You are all set. Payments will be made per your selections.
If you want to review your information, press the back button to review previous forms. Powered by tipaiti
If you wish to edit any details, click the edit button on the appropriate form. After editing please
proceed through all the steps again until this final confirmation.
Address Payment Tax Forms Done
Method
Done

You are all set. Payments will be made per your selections.

If you want to review your information, press the back butten to review previous steps.
If you wish to edit any details, click the edit button on the appropriate form, After editing
please proceed through all the steps again until this final confirmation

Once you click on “Next” and the
system will give you the “Done”

Note: Please do not

close this page

until you see the

green valid banner.




Creating a “Business” Provider Account

Direct Pay

Business Service Providers with a valid bank account and tax ID on file will be able to receive payments directly into their bank account with
parent approval. Please click on Manage to add or edit your banking information. Please keep in mind, if your banking information changes at
any point, you will have limited access to the system until the banking information if corrected.

Valid! Thank you for connecting your bank account.

Once you see the green valid banner, you may close the box. You will
now see your profile page has been updated to reflect a valid status.

Please note your information must still be validated with the IRS. This
process can take up to 24 hours.




Creating a “Business” Provider Account

Business Profile

Terms & Conditions

In accordance with the statutory and regulatory guidance of Florida’s various school choice programs, including the Florida Tax Credit
Scholarship, Family Empowerment Scholarship, New Worlds Reading Scholarship Accounts, and Hope Scholarship programs, | affirm that:

I:l If applicable, Private School Eligibility and Obligations: | certify that | will comply with all requirements for private schools participating in
state school choice scholarship programs pursuant to s. 1002.421. | understand that participating private schools must abide by the policies
of Step Up For Students associated with, but not limited to the timely submission of School Commitment Forms, tuition and fee schedules,

Exit Confirmation Forms, or completion student attendance verification. Failure to comply with relevant deadlines may result in a student’s

Direct Pay Terms & Conditions Contacts Users

ineligibility to

[] i appicabte,
program in gr
statewide ass
this requirem
private school

to administer

[ if applicable,
certify that | u

reporting purg

Please Sign Here
Signature®

Signature

Your Signature®

Under penalties of perjury, | certify that the information presented is true and accurate. | understand that providing false representations
constitutes an act of fraud. False, misleading or incomplete information may result in the termination of the approved provider status and

declare the person or entity permanently ineligible to receive scholarship funds.

Read and review the
Terms and Conditions.
Once in agreement,
check each box. At the
bottom of the page, you
will be required to type
your name and sign
electronically. Once you

have signed, click
SUBMIT.




Creating a “Business” Provider Account

s
S Af | h
ter you complete the
% Business Dashboard Profile Direct Pay Terms & Conditions Contacts Users .
@ Business Profile Business Profile Terms & Cond Itlons!

Please complete your business profile.

Business Information yo u Wi I I be retu rn ed to
Ay Sumfine your Business Profile.

Beyonce Knowles Tutering.lne Bk Tutoring nlpuat251@sufsorg

Yo

Service Offerings

4, Billing

Primary Phone* Primary Phone Type* Secondary Phone Secondary Phone Type
Q. Help (222) 555-5666 Mobile < (850 222-6666 Horme N aVig ate back to the
Website Fax Number

]
o0 000000 Business Dashboard to
ti through th
Description®
Please enter a description for your school or business that highlights the services and populations that you serve, This description will be m
helpful for parents searching for services through the marketplace, C h e C kI I St
|

BEK Tutoering: virtual and part-time; full-time services



Creating a “Business” Provider Account

o Service Provider P
L)
bluczation Marked Assstant

BH Business Dashboard Beyonce Carter-Knowles
(B Business Profile ' .
Welcome! Account Setup Checklist

.;{;%. Service Offerings With your Business Account, you can: ﬁ Complete Business Profile 3

* Create a network of service providers & Add Payment Method 5
& Service Providers + Manage accoounting and billing

* Make your profile visible to Guardians & Sign Terms & Conditions b >

in the EMA Marketplace -~
Add Location
$+ Blll.lﬂq Wt O LoCdlons ¥
() Add Service Offerings 3

,  Help

ALSO MEED A PERSOMAL ACCOUNT?
A presonal account will allow ywou to add yourself as a licensed service provider.

Croate Account —

Now we are ready to add locations. During this process, you will have an opportunity
to view and list your business locations with their address, phone number, and
operation times.



Creating a “Business” Provider Account

Eg Dashboard

@ Business Profile
.%;, Service Offerings

257 1 M
fnn Service Providers

Q Help

- Service Offerings allow you to view
the locations and offerings

associated with your business.

Here you will be required to add
locations and services.




Creating a “Business” Provider Account

Locations

Locations

If vour business has more than one physical location, please enter it below. Each location must be under the same tax ID and
bank account for invoicing purposes.

Please enter a name for each location as you want it to appear in Marketplace search results (Examples: ABC Learning: SW
Charleston, ABC Learning: NE Jacksonville).

LOCATION NAME

School

Location Mame

Service Offerings

ADDRESS LINE
STREET ADDRESS

@ ADD A LOCATION

Adding services is simple.
First the provider will
need to add a location,
which includes
information for the
location and the service.

Parents won’t be able to
find a business without a
location in the
marketplace.




Creating a “Business” Provider Account

Service Offerings allows you to

view the locations and offerings
—— associated with your business.

If wour business has more than one physical location. please enter it below. Each location must be under the same tax 1D and bank account for
invoicing purposes.

Please enter a name for each location as you want it to appear in Marketplace search results (Examples: ABC Learning: SW Charleston, ABC
Learning: NE Jacksonville)

If vou have multiple locations:
—— The contact information and

BK Tutoring 123 S CALHOUN ST SuitefApartment (Optional - -

. ; ,_ — emalil should be specific to each
ity: County: State: Zip Code:

TALLAHASSEE LEOM FL o 32301-1517

location.

Contact Information

Phone - Primary * Fhone Type * Phone - Secondary Phone Type
(B50) 212-6666 Select type of phone b (000) 000-0000 Select type of phone ~
Email - Primary * Email - Secondary

nlpUAT251@sufs.org mail (optional)




Creating a “Business” Provider Account

Service Provider Portal

Where are your services offered? (Select all that apply)

Onlineirtual In Person
Group or Individual Sessions? (Select all that apply) ThiS ShOU Id refIECt you r
Group Sessions Individual Sessions bUSineSS hou rS; the times

in which you wish parents
to be able to contact you.

Hours of 0peratfn.“ ® (Enter hours for at least one day of the week)

Sun

Mon

Format
Please note: This is not a scheduler; --+—---=08:00 AM/PM
wes - therefore, this tool cannot be used by

w ... farents to make appointments in the EMA
system!

Tue

Fri

Sat




Creating a “Business” Provider Account

Now that you’ve added

Locations Service Offerings yo u r I ocati 0 n y yo u Ca n
Service Offerings add your se rvices.
5 fferings are tied to L b ( W I L | | k jer the same tax |D and bank

1 Ing purg

Please note: This is
solely for FES-UA, PEP,

CATALOG ITEM ID SERVICE CATEGORY SERVICE TYPE RATE PER SUBMITTED DATE STATUS FTC , a n d F E S - E O

o information at this time programs at this time,
not for NWSA.




Creating a “Business” Provider Account

Service Offerings

Here you will have to list
each of the services they
provide. These service
offerings are tied to
locations.

You may enter more than
one location; however, each
location must be under the
same tax ID and bank
account for invoicing
purposes.




Creating a “Business” Provider Account

Service Offerings Select the service category, service
R R S R AR SRR R type, add rate (per aCtiVitY), add d

brief description, choose the
location(s) where these services will
N | take place, and upload supporting
documentation.

—_— You may repeat these actions for as

BK Tutoring

many service categories that need to
Documentation Upload be entered.

Please upload any supporting documentation (Maximum 5 Files).



Creating a “Business” Provider Account

Business Profile

Locations

Service Offerings Service Provider Billing

Service Offerings

Service Offerings

Service offerings are tied to locations. You may enter more than one location; however, each location must be under the same tax ID and bank
account for invoicing purposes.

CATALOG ITEM ID SERVICE CATEGORY

20000005

20000021

Educational Svcs,
Other

Tutoring

SERVICE TYPE

Contracted
Public School
Services

Reading

© ADD A SERVICE OFFERING «

RATE PER

$3.00 Session

$2.00 Session

SUBMITTED DATE

11/30/2022

01/04/2023

STATUS

Approved 0] x|

Denied

/] x)

To include more
services, simply click
on the "Add a Service
Offering" button.




Creating a “Business” Provider Account
g [MA Service Provider Portal

Education Marke! Asssstant

% Business Dashboard Business Profile Direct Pay Terms & Conditions Contacts Users

mﬁm% Business Profile
Please complete your business profile.

& Service Offerings
= & Business Information

Service Providers Legal Business Name* (i) Advertised Mame* (i) Business Email*
Beyonce Knowles Tutoring.lnc Bk Tutoring nlpuat2bl@sufs.org
$+ Billing
Primary Phone* Primary Phone Type* Secondary Phone Secondary Phone Type

ﬂ Personal Dashboard (222) 555-666G6 Maobile (850) 222-6666 Home -

L]




Adding Users & Contacts

Contacts do not have Users will receive an e-mail
their own log-in from the EMA platform with

credentials. Business Account a unique link to create their
own log-in credentials.

Contacts Users

will receive general communication will receive general communication
from EMA from EMA

can make changes to the account (i.e
change banking information, add
contacts)

If they provide services, they can also
create a personal account

Important Tip: The email address and phone for each contact and user should be unique to that
individual. The system will not allow multiple individuals to utilize the same contact information.



ey
<3 EMA
ey W Lot
FH o vu Dl
@ B o P f
i:J-
Contacts
Pleass provncle a primany point of contact, T
acddicnal Contatls &6 Yol need
FIRST MAME & LAST HAKE &=

Adding Users & Contacts

Pradili el b Carulitian M
Contacts
.' I
Y Wi T LAY i T i s
-maPmn
all €
EAR, CONTACY TYFE & VR, PHONE T

BT =

Adding a new contact is simple. Click on
the blue NEW button, and fields will
appear below.

To save the information, click
on the green check mark. If
you need to delete the line,

o m click on the red X.




Adding Users & Contacts

To add a new user, click on the blue

NEW button. The following B e s S s e
information will be required for
each new user:: SRy

First Name m -

LR i - FIRET Mk = LAY Mkl - W, Dl - WA PPHORIE - =T -

L ast Name - | — ‘ a

Users need unique email addresses (including if they
have a guardian account), and they may NOT use
duplicate numbers.

Work Email

Work

After entering the users’

information, click on the green
check mark to save. If you need to
delete the user, click on the red X.



Adding Users & Contacts

Scholarships for Florida Schoolchildren

REQUEST TO JOIN NOTIFICATION

Dear Service Provider,

An individual provider has requested to join your EMA business account. This
request links your business to the individual service provider for billing purposes.

Please click the button below to log in to your Service Provider Portal and review
this request.

If you accept, you are approving this individual to be affiliated with your business fo
services they provide to scholarship students.

If you decline, you are denying the individual service providers request to be
affiliated with your business for services they provide to scholarship students.

Click here to log in
Questions?

If you have questions, please click here to send us a message or view our contact
information.

Thank you,
Step Up For Students

Once a user is added, they will receive the
following emalil to create an account. They will
need to create a unique user ID and password to
access EMA.

After completing the steps to create their account,
they will receive a confirmation screen that states
that they have successfully created an account.

G EMA

Education Market Assistant

Congratulations! You have successfully created your account.




Adding Users & Contacts

Create an Account

All of the following details are required to complete your account sign up.

GUARDIANS: Please enter Your First and Last Name as it should appear
on the account profile and

name). You cannot manualt Set up n,f.rgur secy r|ty qu.EStionS

Continue..

ACCOUNT TYPES: Security Question

Parent/Guardian: The pers L
scholarship student’s accou In what city did you meet your first s pousaipartner? b 3

Service Provider: A persor
to schelarship students. Answer

Please select the appropri

Email

muuunnu"@,mli[,:em
Security Question

Usgrname

< EA

Education Market Assistant

Seouity Question

Create Password
Answer Congratulations! You have successfully created your account.

Confirm Password

Security Question

Segurity Question

Answer

m 1f woou b Sy ig$uds, pléase contact us at 1-877-735.7837

Raturn to Log_ln




http://sufs.org/provider-help

[m] o= [m]
[=]

If you any issues with
creating your account in

EMA, please use the link or
QR noted here to report

your concern.




The following categories of providers

“Personal” provider accounts:

* Approved VPK/School Readiness providers

 Horse Therapy providers

 Home Education/Home Education Instructional Program
 DOE-approved Online Course providers

 DOE-approved Virtual Instruction Program (VIP) providers
* Public school or school district approved by the FLDOE

Providers in these categories are approved as a business and will not
need employees to provide proof of their credentials.



The following categories of providers need “Personal”

provider accounts:

» Specialized Therapy
« ABA/SLP/OT/PT
 Choice Navigator
e Tutoring Services
 Music and Art Therapy
* Elective or Enrichment Provider
Job Coach

Providers in these categories will need employees to provide proof of their
credentials through their personal provider accounts.



Attention! Attention!

<

If you are a business user and you will NOT be providing services
yourself, pause here and do NOT proceed to create your own
individual provider account.

If you are a business user and you will ALSO be providing services
as an individual provider, then proceed with creating an individual
service provider account in the next section.




Part Il: Personal Accounts

For employees who will provide
proof of their credentials and work
directly with students




For business owners who provide services...

EMn Service Provider Portal @ =

Fducation Marke! Assistant

Busi Dashboard H
BH  Business Dashboar Welcome! Account Setup Checklist
@ Business Profile With your Business Account, you 0 Complete Business Profile >
can:
0 Add Payment Method >
& _ _ * Create a network of service
=2 Service Offerings providers & Sign Terms & Conditions >
* Manage accounting and billing
- - i ] Add Locations >
iﬁ-ﬁ Service Providers :;akudw.,four Pro:l_eE::;ble to Q
t : :
B L & Add Service Offerings >
Marketplace
¢, Billing
ALSO NEED A PERSONAL ACCOUNT?
Q  Help

Ap . u to add yourself as a licensed service
proder.Create Account —

il

The next steps are for the business user who has credentials to provide a service.

For example, if you own or manage a tutoring business but you also provide individual tutoring this
next section is for you.



For business owners who provide services...

Complete Your Personal Account Setup

In order to complete your personal account set up, you will
**automatically be logged out**
when you click continue and will need to log back in using your

After clicking the
“Create Account”
button, a pop-up will
appear with a checklist
to complete your
personal account.

same credentials.

Setup Checklist

Once you've logged back in, please follow the checklist on your
Personal Account Dashboard to complete your account setup.

CONTINUE



If you are a user of a business account and will need to create a
“Personal” account, log back in with your existing credentials.

S EMA

Education Market Assistant
Welcome!

IMPORTANT: Please do not proceed
with the following steps.

eeeeeeee




If you are not a business user and need to
create a “Personal” account, please
proceed with the next steps.

ontinue p




Let’s Get Started!

Personal Accounts

Navigate to sufs.org/emaproviders

44



Creating a "Personal” Provider Account

SN

Education Market Assistant

_ Welemd To create an EMA
account, click on the
“Sign Up" link located

Password Forgot Password?

S5 s= % Welcome to EMA

For added security,
—— Wwe will send a One-
Time Password (OTP)
to your email. Please
enter a valid email
address and verify
the code.




Creating a "Personal” Provider Account

for verifying your account! Your verification code is: Once you receive the
verification code via email,
T please be sure to enter

s the code exactly as listed.

+ Welcome to EMA

you,

p For Students

S EMA

Education Market Assistant




Creating a "Personal” Provider Account

Service Providers are
defined as a person or
organization authorized to
provide services to
scholarship students.

Please make sure you select
the proper account type.

«—-—‘

Parent/Guardian: The person designated to administer or manage a

scholarship student's account.

Service Provider: A person or organization authorized to provide services
to scholarship students.

Please select the appropriate account type below.

Email
[} et @Sufs org
Account Type

Service Provider _

Username

First Name

First Name

Last Name

Last Name

Create Password

Show
Confirm Password

Show
* |owercase characters * MNumbers (0-9)
* Uppercase charact *  Symbols




Creating a "Personal” Provider Account

Set up your security questions

Security Question

[ In what city did you meet your first spouse/partner?

Answer

Security Question

Security Question

Answer

Security Question

‘ Security Question

Answer

Once you complete your
security questions, please click
continue to move forward.

Please note that once security
questions are created, they
cannot be changed.




Creating a "Personal” Provider Account

What kind of account would you like to create?

If you need to create both, please select "Business Account” first. You'll be able
to create a Personal Account after creating your Business Account.

BUSINESS ACCOUNT PERSONAL ACCOUN

¢ Sets up business information and e Persons who provide approved

profile. services for students.

o |f applicable, accepts individuals as  Does not manage invoicing or

a service provider. billing.

» Will manage accounting and ¢ Individuals who provide approved

billing. services and are paid through a

business.




Creating a "Personal” Provider Account

ACKNOWLEDGEMENT

Asg an Education Service provider, under penalties of perury, you certify that the information
presented is true and accurate, | understand that providing false representations constitutes an act of
fraud. False, misleading, or incomplete information may result infhe termination of the approved
provider status and declare the person or entity permanently ineligible to receive scholarship funds.

Additionally, you acknowledge that you will read the Education Service Provider handbook, watch the
training videos, and agree to the terms and conditions prior to providing any services to scholarship
students.

| acknowledge that | have read the above statement and would Like to
proceed setting up an Education Service Provider profile within the Education
Market Assistant.

Individuals who are creating a personal provider account will receive
a pop-up screen that requires their acknowledgment before they ca
proceed.




Creating a "Personal” Provider Account

For those businesses who
also provide a service, log in

Sl

Education Market Assistant

. - . Welcomel!
again using the log in you —
previously created.

For new personal accounts |

who provide a service, log in
again using the log in you
previously created.

Don't have an account? Sign Up

SUFS Team Member? Sign In




Creating a "Personal” Provider Account

Service Provider Portal

Business Dashboard

T < —
ion*
of the types of services provided and populations served. This description will be helpful for parents

searching for providers.

rrrrrrrrrrrrrrr

. Mailing Address
Street Address:®
City

Once you log back in, you'll
see several new options. These
menu items are broken down
into two overall sections.

We will now begin the section
for your individual account,
which includes

Profile, Individual Services,
and Businesses.




Creating a "Personal” Provider Account

Service Provider Portal

My Profile

Member |D:
20000208

Mailing Address

usingss Profile
Brief Description®
rvice Offerings
Please enter a brief description of the types of services provided and populations served. This description will be helpful for parents
searching for providers.
i oviders
T 1 I L

“"Personal"” provider profile.
Here you’ll be able to provide
iInformation regarding your
service.

The Brief Description has a
1500-character limit, including
spaces. Please be concise.

Brief Description®

. Fleada antor & Bred da-scmplion od

Sample Description:




Creating a "Personal” Provider Account

Fhysical Address

Contact Infarmation

thhinchoyizgmal com

Where are your services offered?[Select all that apply)*

Group or Individual Sessians?|Select all that apply)®

Gronap Seshond

You'll be required to enter a
physical address where the
services are rendered, contact
information for the individual
providing the services, and
additional information regarding
the actual service itself.

Once you have completed this
section, click the save button.




Creating a "Personal” Provider Account

After you save your
entries in the “My
Profile” section, the
Complete Your Personal Account Setup “Com p|ete Your
"Personal” Account”
checklist will appear.

Setup Checklist

Once you've logged back in, please follow the checklist on your

- (17 - bk
Personal Account Dashboard to complete your account setup. C I I c k Co ntl n u e to

proceed.



Creating a "Personal” Provider Account

<3 EA

Education Market Assigtant
Two-Step Verification

For added security, we will send a One-Time Password (OTP) to your phone. Th e p h 0 n e n u m be r u Sed fo r
® Text me " on =
two-step verification must

e . be multifactor authentication

Phone Number

[sacosoes | compatible. This means we

need to be able to text or call

If you have any issues, please contact us at 1-833-622-6819. t h e n U m be r Wit h a CO d e .

Standard messaging and data rates may apply.

Return to Log In

Numbers that are answered with an automated
recording will not work.



Creating a "Personal” Provider Account

m Business Dashboard
® Business Profile

% Service Offerings
B Service Providers
%4 Billing

BH Personal Dashboard

@ My Profile

Taylor Swift

Welcome! Account Setup Checklist

With your Personal Account, you can: @ Complete Personal Profile

+* Get approved to provide services D Add Service Offering
+ loin businesses

(O Join Businesses

ALS0 NEED A BUSINESS ACCOUN T?
A business account will allow you to manage billing for a network of providers,
Create Account —

Once you enter your individual profile information you
can start to enter the services you provide.

Simply click on the “Add a Service” option to sta




cation Market Assistant

EE Personal Dashboard

@ My Profile

Creating a “Personal” Provider Account

Service Provider Portal @

Fill in the required details below and upload your supporting documentation.

Service Category® Service Type* Crede

Documentation Upload
Please upload any supporting documentation (Maximum 5 files).

ntial Type® Expiration Date®

v MMYYYY

Please note,

License #

1234567

this

ONLY applies to FES-
UA, PEP, FTC, and
FES-EO scholarship
programs, not the

NWSA!

Adding your Individual
Services is simple. Select
your Service Category,
Service Type, Credential
Type, Expiration Date, and
License #.

In addition to this
information,
documentation is required
for the service you are
providing.




Creating a “Personal” Provider Account

g EMA Service Provider Portal
Fnation Marie! kssistan!

Q Business Dashboard

My Services Please refer to our parent
Fill in the required details below and upload your supporting documentation, a n d p rovi d e r h a n d bo O ks
for details on what

@ Business Profile

% Service Offerings

S 1] - s v documentation is required.
by Billing

E Personal Dashboard Please note the EMA

P platform can accept up to 5
. s documents at once.

2 Help




http://sufs.org/provider-help

[m] o= [m]
[=]

If you any issues with
creating your account in

EMA, please use the link or
QR noted here to report

your concern.




Creating a “Personal” Provider Account

Individual Services

Please provide a list of all types of service provided by you.

SERVICE CATEGORY SERVICE TYPE SUBMITTED DATE STATUS

Tutoring Reading 03/06/2023 Approved ®

Fromltolofl 10 -~

(® ADD A SERVICE

Once your Individual Service has been submitted, it will go to a processor who
will review your submission. Once the status has changed from submitted to
approved, you may quickly view those services by clicking the eye icon or remove
those services by clicking the red X. Please check back regularly to review the

status of your submission.




Part lll: Find a
Business to Join

~




Personal Provider Account: Finding a Business to Join

EEMA Service Provider Portal : For p_erson al

e i s providers who
B2 Personal Dashboard Welcome! Account Setup Checklist h ave Created an
® iy Profis oAt vesen @ Compise Personal Profe ’ individual account,
PR :”’ﬁe you must follow
N these steps to
> e request to join an

existing business
in the EMA
platform.




Personal Provider Account: Finding a Business to Join

@[Mﬂ Service Provider Portal ’ In order to locate a
1 business in the EMA
Find Businesses ‘ My Businesses d ata base to
® yprofe “request to join”,
Find a Business to Join
S | | use the search bar
Search for the business you will work with using the search bar, You may also find it by searching for oty or state. Once you find the correct

business, click on the checkbox next to the name and click request. After submission, the business will review the request You can wiew the to Sea rc h th e
Businesses status of your request under the ‘My Businesses' tab. Please contact the business directly if they are not listed below,
business by name

@ Help
L EIB| under the “Find
usESs e LocamonNave PHrSIcAL ApoRess rouiuses | s Business” name.

[ihucation Marke! Aasistant

EE Personal Dashboard

-% My Services

Tutars R s Tutars R Uis - Morth 123456 Streetname Way, City, 5t 123458 [EX AT S EE Approved
E Tutors R Us Tutors R Us - South 123456 Streetname Way, City, 5t 123458 (Y -,
8 Tutors R s Tutors R Us - East 123456 Swreetname Way, City, St 123458 (KXX) XHX-XKKK Pending O nce yo u I ocC ate t h e
Tutars B Ls Tutors B Us - West 1234546 Strectnarme Way, City, 5t 123458 (A T A e Rejected

business, check the
oo e " = box adjacent to the
business name and

click “request”.



Personal Provider Account: Finding a Business to Join

GEMA

EE Personal Dashboard

@ My Profile

% My Sarvices

Businesses

@ Help

Service Provider Portal

Find Businassas My Businesses

My Businesses

See the businesses you have requested to work with in the section below. You can alse see the status of your request. Click the red X in the

remove calumn if you decide you no longer want to work with a particular business or to cancel a request.

BUSINESS HAME PHYSICAL ADDRESS

Tutors R Us - Morth 123456 Streetname Way, City, St 123458
Tutars R Us - South 123456 Streetname Way, City, 5t 173458
Tutars R Us - East 123456 Streatname Way, City, 5t 173458
Tutors R Us - West 123456 Streetname Way, City, 5t 123458

[ KRE-D0K,

[0 KRR XK

[ACR) HEHH- M

() BTN

n - From 1 to 100 of 445

DATE SUBMITTED

06302022

0502022

Q4192022

047172022

STATLIS
Approved
Fending
Approved

Rsjected

REMOVE

Under the “My
Business “ tab, you
can view the
businesses you
requested and the
status of your
submission and
request.

To remove a

request, click on the
red “X”.




Personal Account: Viewing Your Approvals

Find Businesses My Businesses ‘

Service Providers

£
$+ Billing My Businesses
See the businesses you have requested to work with in the section below. You can also see the status of your request.
@ Personal Dashboard Click the red X in the remove column if you decide you no longer want to work with a particular business or to cancel a
request.
My Profile
) ° [

8 My Services BUSINESS NAME PHYSICAL ADDRESS PHONE NUMBER DATE SUEBMITTED STATUS REMOVE

No records to display

£33 Businesses
From 1to O of O 10 ~

Q  Help

Click Businesses. Under the My Businesses tab, you will see
the businesses that have approved your request to join.



Personal Account: Viewing Your Approvals

i Service Providers

My Services
Billing

$+ Please provide a list of all types of services provided by you. In order to join a business, your services must match the
business's services. To Learn more, please see our Handbooks.

Personal Dashboard
SERVICE CATEGORY SERVICE TYPE SUBMITTED DATE I STATUS I

® My Profile
No records to display

“ % My Services ‘ From 1to 0 of O 10 ~

8 Businesses (® ADD A SERVICE

Please note: A request to join does not equate to credential approval.
You can see if your services have been approved by clicking My
Services. Your status will appear under Status for each service
offering.




Part Il (continued):
Approving a Request
to Join the Business

d



e ®

© B

D)

Business Account: Approving a Request to Join

Business Dashboard

Business Profile

Service Offerings

Service Providers

Billing

Personal Dashboard

M Profile

Service Provider Portal

Requests to Join

Service Providers

Requests To Join

Please review the requests below from individual service providers. If you accept an individual service provider, you will

be able to manage their billing and services.

PROVIDER NAME

No records to display

PHYSICAL ADDRESS

Q

PHONE NUMBER

From 1to O of O

REQUEST DATE

ACCEPT DECLINE

10 -

Any Business user can
accept requests to join.

Click Service Providers
located on the left panel.




Business Account: Approving a Request to Join

o

Education Market Assistant

Requests to Join Service Providers

® Business Profile

Requests To Join

Please review the requests below from individual service providers. If you accept a
their billing and services.

Service Offerings
a =2 ]

I 83 Service Providers
IDER P DDRESS ~ PHONE NUMBER REQUEST DATE ACCEPT  DECLINE

¥ Enrollments

n individual service provider, you will be able to manage

Hel,
Q e No records to display.

From 1to 0 of O 10 -

el

Businesses may have personal providers request to partner with them to provide
services.
Those requests can be found in Service Provider under “Requests to Join”



S

Education Market Assistant

= ;
Business Dashboar

@ Business Profile

% Service Offerings

483 Service Providers

$4+ Billing

Personal Dashboar

@ My Peafile

Please review the requests below from individual service providers. If you accept an individual s
be able to manage their billing and services.

PROVIDER NAME

No records to display

Service Provider Portal

Service Providers

d ‘ Requests to Join |

PHYSICAL ADDRESS

NNNNNNNNNNN

From 1to O of O

CCCCCCCCCCCC

10 -

Business Account: Approving a Request to Join

You can use the search to find a
specific provider.

To accept a request to join, click
the v under ACCEPT and next
to the individual's name.

To decline a request, click the X
under DECLINE and next to the
individual's name.




Business Account: Approving a Request to Join

Requests to Join ‘ Service Providers ‘

Service Providers

a N

PROVIDER NAME PHYSICAL ADDRESS PHONE NUMBER REQUEST DATE

Meredith Hinchey 123 N MAIN AVE (304) 621-1806 08/04/2023

Please note: If a provider no longer

works for your business, a Business User
MUST delete the provider from the list of
Service Providers.

EEEEEE

Once a request is accepted, you
will see their names under the
“Service Providers” tab.

To delete an existing User, click
the X under Remove.

New requests will appear under
the “Requests to Join” tab.
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