How to Request Reimbursement in EMA %'w

Steps for Submitting a Reimbursement Request

For Students

You paid out of pocket for a product or service related to your student’s educational journey. Now what? To submit a

reimbursement request for your student, please follow these instructions:

1. Loginto EMA.

2. When submitting a reimbursement for the first time, you will need to take the steps below to select your

reimbursement payment method.

Please note: If you have already set up your payment method, skip to step 10.

a. From your EMA dashboard, select the profile icon at the top right corner of the screen.

GMA

b. Select EDIT PROFILE from the popup window that displays.

c. The Guardian Profile screen displays (under the My Profile tab).

My Profile

HOTE: It appears that you have not yet completed your profile information.
Please review and update the mformation below, and then click "SAVE™,

Guardian Profile

Please confirm that all profile infermation is accurate. This data will also be used te complete your application:

d. Scroll down to the Payment Method section (middle of the page).

Payment Method
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3. Read the agreement in the yellow box, select the checkbox to acknowledge you have read it, and then select MANAGE.

Payment Method
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4. The Payment Method popup window displays.

5.  On the Payment Method screen, your information populates from your EMA profile.
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If all your personal information is correct, select NEXT.

7. Use the drop-down menu to select one of the three options for payment (ACH, Check, or PayPal):

Payment Method

Address Payment Method Done

Payment Method.
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e Direct deposit/ ACH
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Account Type

Complete the fields:
- Name on Account
- Bank Name
- Routing Code
- Account Number
- Account Type (Checking or Savings)
Note: To keep your information secure, your banking information is not stored in EMA.

e Check
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Complete the fields:
- Currency (Please select USD for United States Dollars to receive payment in US currency)
- Name on Check
- Address to Send Check

e PayPal

Payrment Method: e -
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Paymard Cunmney URSC -
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e Al aan Wit FI Wi

Complete the fields:
- Payment Currency
- Email address
Note: FX fees (applied when a transaction involves foreign currency) may apply.
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8. Next, select the checkbox to agree to the terms of Tipalti's Privacy Policy then select Next.
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You're all set! The green message (above step 3) populates when your payment method is complete.

9.

Faymaent Maethod
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Note: It may take up to 12 hours for this change to be reflected in your EMA account. If you continue to see the
“Payment Method Needs Attention” message after updating your payment method, please log out, open a new

window, and log back in.

10. To return to your reimbursement request, select Reimbursements from the left panel of the Dashboard.

S

Education Market Assistant

% Dashboard
& My Students

Marketplace

Reim men

Please note: A popup will give the opportunity to update your Payment Method.

Please Select Your Payment Method

‘We've made an important change to allow families to choose how to
receive payment for approved reimbursements. Families submitting
reimbursement requests must select a payment method before
submitting a new request. You may click the “Update™ button to
complete this step now or update it at later time within your profile,
Note: This step should only be completed if you intend to submit
reimbursement requests.

e If you are all set, just select NOT NOW.
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Please note: You will also have an opportunity to update your Payment Method from the Reimbursements screen.

Reimbursements

o date, You can update your payment method information at any time here

11. From the Reimbursements screen, select NEW.

= PROGRAM = DATE = PROVIDER = STUDENT = AMOUNT = STATUS = WIEW RECEIPTS

12. From the dropdown menu, select a student, and then select CONTINUE.

© stugent Selection Receipt/invoice Upioad

Which student would you like to submit a reimk t request?

Please select a student you would like to submit a reimbursement request for.
Please Note: Reimbursements can only be requested for FES-UA and FTC/FES-EOQ/FTCPEP students once they have been funded. New
Worlds Scholarship Account Students can no longer request reimbursements but can continue to use funds in the Marketplace.

Which student would you like to submit a reimbursement request?

Select  student v/

13. Next, select the button to continue to the RECEIPT/INVOICE UPLOAD screen.

CONTINUE TO RECEIPT/INVOICE UPLOAD

14. Drag-and-drop a file onto the 1, icon to upload the invoice statement, proof of payment, or receipt for the student selected.

Upload a receipt or invoice for smurfette smurf.

Upload an original. unaltered receipt or invoice from the vendor or provider. The type of information required on the receipt or invoice
may differ from one expense category to another and is outlined in the Parent/Guardian Handbooks. Please submit one reimbursement
per receipt or invoice.
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Drag and drop file here or Browse to select file.
Upload a document up to 5MB, no passwords. Accepted: PNG, JPG, JPEG, PDF.

Note 1: File must be a png, jpg or PDF.
Note 2: Select the 1, icon to browse for documents, which may be added later (see below).



e Use Quick View to review your document. Select CONTINUE TO ITEM/SERVICE SELECTION.

ficiconjpg.png

Quick View X

2

Ce]

/

BACK CONTINUE TO ITEM/SERVICE SELECTION

Please note: Wait until the document has been verified.

®

This could take up to 30 seconds.

One moment while we read your document...

We are reviewing your document to help identify the reimbursable item(s) andfor service(s) to simplify the submission process

15. If successfully identified, select which purchase you'd like to request for reimbursement.
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Item(s) and/or service(s) detected! Select what you would like to reimburse for Wispa Mint.

a e [ Please select what you would Like 1o receive reimbursement for,
[] Select Aut
[ DAILY READING COMP GRE W

16. Next, confirm your item’s name and enter the amount.

Confirm Item Name Amount

SUMMER BRIDGE $4.00

Vot seeing your item(s) and/or service(s)? You can manually add item|'s) andior
service(s) in the next step.
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Please note: You can manually add item(s) and/or services in the next step if they are not displayed in the list.

17. If you're ready to proceed, select CONTINUE TO ITEM/SERVICE DETAILS.

BACK CONTINUE TO ITEM/SERVICE DETAILS

18. Select Confirm details for each reimbursable item or servicefor _______ .

Confirm details for each reimbursable item or service for Wispa Mint.
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Please note: The ADD AN ITEM button is in the bottom-left corner of the above screen.

19. Next, select CONTINUE TO ADDITIONAL DOCUMENTS.

20. Determine if you want to add additional documents. If not, select CONTINUE TO SUMMARY.

Want to add additional documents?

ad & document up ta 5
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21. The Summary screen displays. Review your purchase request for your student and verify that the information in all

the fields (purchase date, amount requested, educational benefit, category, etc.) are correct prior to submitting the

reimbursement request. If all fields are correct, select SUBMIT FOR APPROVAL.

Review your purchase(s) for smurfette smurf.

Annual Home Education
Evaluation Fees $2.00 &
1 x $1.00 + $1.00 Taw/Shipping

Total $2.00

By submitting this reimbursement, you affirm that scholarship program funds are used only for suthorized purposes as described in
Florida Statues 1002 394(4) or 1002 395(|5), as applicable, and serve the listed student’s educational needs. Any viclation of the FESFTC

scholarship stat

=, fules, policies, or procedures may result in the Loss of the scholarship, incligibility for future scha

For further information, please review the Pagent/Guardian Handbooks \
BACK SUBMIT FOR APPRIOVAL

ps, or financial or

criminal penatth

22. That's it! Your request has been submitted.

Thank you! We have received your reimbursement request for Reimbursement
#30006449.

One of cur team members will review your reguest soon. You will receive a notification via email once your reimburzement has been processed or

you can check back here for status updates

Check the status of vour refmbursement repussts

Please note: You can select REQUEST ANOTHER REIMBURSEMENT to create another request.

REQUEST ANOTHER REIMBURSEMENT



