
New Application Process

Florida Tax Credit (FTC) Scholarship, Family 
Empowerment Scholarship for Educational 
Options (FES-EO),the Personalized 
Education Program (PEP) and the Hope 
Scholarship

We empower Florida students with personalized
PreK3-12 education scholarships.



• Click the link or scan the QR code here to review the required application documents.

• Per new legislation families can only apply for ONE scholarship per student.

• Each time you log onto the EMA platform, you must complete a multi-factor authentication. Please 
ensure you use a cell phone or phone number that does not answer as a recording as the phone 
number in your account.

• It can take up to 6 weeks for applications to be processed. You will receive updates via email when 
your application review is complete.

A few tips before your get started on your new FTC/FES-EO and FTCPEP application . . .

Important Notice: FTC/FES-EO and FTCPEP Application

https://go.stepupforstudents.org/hubfs/Scholarship%20Info/Scholarship-Application-Checklist.pdf?_gl=1*6lg1wm*_ga*MTY0Mzc0OTQzNy4xNjgyOTYxNTM5*_ga_V4KBYBT1HD*MTcxMDg4MTY4Mi4xNTQuMS4xNzEwODgxNjgzLjU5LjAuMA..


Additional information:
Your schools will need your student(s) “Award ID” for enrollment. You only 
need your student’s “Award ID” to enroll them through EMA. 

To view your students’ scholarship status … 
1. Click on the “My Students” tab within their EMA account
2. Click view next to your active student’s name
3. Scroll down to see the Award ID under the “Scholarship Status” section

Tip: Families, you may take a screenshot of your 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 PC) or “Command + P (for 
Apple Mac). 

Important: Please note that the current amounts displayed will be updated once 
new award amounts are published by the State.

Very Important!
You will ONLY able to 
locate your students’ 
Award ID number 
once the application 
status is "Complete" 
and they are 
awarded!

Important Notice: FTC/FES-EO and FTCPEP Application



New Family Completing an FTC/FES-EO and FTCPEP 
Application for New Students



Please go to stepupforstudents.org to apply for the Florida Tax Credit (FTC) Scholarship, 
Family Empowerment Scholarship for Educational Options (FES-EO), and the 

Personalized Education Program (PEP).

FTC/FES-EO and FTCPEP New Applicant Process



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

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

FTC/FES-EO and FTCPEP New Applicant Process



New Users

Please provide your email 
address and then click on 
the “Send Code” button.

FTC/FES-EO and FTCPEP New Applicant Process



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

FTC/FES-EO and FTCPEP New Applicant Process



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

FTC/FES-EO and FTCPEP New Applicant Process



Click “Continue.”

FTC/FES-EO and FTCPEP New Applicant Process



Please fill out all open boxes
• Account Type: is Parent/Guardian
• Username: will be your login username

(Your email address is preferred)
• Legal First Name and Legal Last Name: is the 

Parent/Guardian name
• Password: This along with username will be how you 

access the system

FTC/FES-EO and FTCPEP New Applicant Process



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.

FTC/FES-EO and FTCPEP New Applicant Process



Now you will be prompted to complete 
the 2-step verification process.

The Primary Phone Number listed must 
be multifactor authentication 

compatible.

We recommend you use a cell phone or 
phone number that does not answer as 

a recording.

FTC/FES-EO and FTCPEP New Applicant Process



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

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

FTC/FES-EO and FTCPEP New Applicant Process



The next step is to complete 
your Guardian Profile, a one-
time step. This is where you 
will come if information, such 
as your address, needs to be 
updated.

If you want to change the 
language to Spanish, please 
select Primary Language as 
Spanish.

FTC/FES-EO and FTCPEP New Applicant Process



• Enter 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”

FTC/FES-EO and FTCPEP New Applicant Process



• 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.

FTC/FES-EO and FTCPEP New Applicant Process



This section gives you the 
opportunity to select additional 
ways for us to communicate with 
you.
For example, if you want us to 
text you, then please select the 
box next to “TEXT”. Once 
completed, click “SAVE”.

FTC/FES-EO and FTCPEP New Applicant Process



You will receive an email 
notification every time an 
update is made to your 
profile.

FTC/FES-EO and FTCPEP New Applicant Process



Once you click “SAVE," 
you will be automatically 
taken to your “My 
Students” Section; here, 
you can find your 
renewal students, if 
applicable, and add new 
students. 

FTC/FES-EO and FTCPEP New Applicant Process



At any time, you may select 
“Save as a Draft” to save your 
progress and come back later. 
You can find all your saved 
drafts on your dashboard, and 
you can select the
saved drafts to continue the 
process.

Please note:

Important Tip: FTC/FES-EO and FTCPEP Application



FES applications require student social security numbers. If you or your student do not have a social security 
number, leave this question blank. Your student will only be considered for FTC or FTCPEP.

Important Tip: FTC/FES-EO and FTCPEP New Application



Click the blue box, 
“Add A Student”, 
in the top right 
corner to get 
started.

FTC/FES-EO and FTCPEP New Applicant Process



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

Note: Please refrain from 
using nicknames when 
completing this section.

FTC/FES-EO and FTCPEP New Applicant Process



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

FTC/FES-EO and FTCPEP New Applicant Process



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

FTC/FES-EO and FTCPEP New Applicant Process



Important Notice:
You can only submit one application per program for FTC/FES-EO or FTCPEP 
at a time. Please ensure all students have been added to the “My Students” 
section before applying.

FTC/FES-EO and FTCPEP New Applicant Process



Select the student for whom you 
wish to apply for FTC/FES-EO or 
FTCPEP. Students cannot apply for 
multiple scholarships at the same 
time.

Please indicate if anyone in your 
household has decision-making 
authority in an eligible nonprofit 
Scholarship Funding Organization 
(SFO) that offers scholarships.

FTC/FES-EO and FTCPEP New Applicant Process



Once you are done selecting 
students, click “Continue” in 
the bottom right corner.

FTC/FES-EO and FTCPEP New Applicant Process



At any point before submitting 
your application, you can either add 
an existing student via the “Add A 
Student” blue button, or you can 
remove a student via the trashcan 
icon next to the student's name.

FTC/FES-EO and FTCPEP New Applicant Process



FTC/FES-EO and FTCPEP New Applicant Process

To proceed with a selected student, click on the arrow 
to the left of the student’s name and complete the 
fields below:
• Relationship to Guardian
• Current School Information
• Expected School Information 
• Additional Information

o For FTCPEP – Please select “Florida Homeschool” 
from the dropdown to get the PEP question

You will be required to submit a government-issued 
birth certificate for a rising Kindergarten and first-grade 

student (5-6 years old on or before September 1, 2024) 
during the school year you are applying for. If 
submitting a passport, it must be a valid government-
issued passport that is active as of the date of 
application for the scholarship program.



Please note: If you would like to make changes to greyed-out fields, you must 
navigate to the “My Students” page, select that student, and make the 
necessary changes. This includes race and ethnicity.

Important Tip: FTC/FES-EO and FTCPEP Application



FTC/FES-EO and FTCPEP New Applicant Process

Current School Information
Indicate the type of school your 
student(s) is attending for the 23-24 
SY and the county the school is in

Expected School Information
Indicate the type of school your 
student(s) plans to attend for the 24-
25 SY and the grade level

o For FTCPEP – Please select "Florida 
Homeschool" from the dropdown to 
get the FTCPEP question



FTC/FES-EO and FTCPEP New Applicant Process

Do you intend to use this scholarship 
for FTCPEP (Personalized Education 
Program)? If you select your expected 
school as “Florida Home School”, you 
will be required to answer the FTCPEP 
question.

The FTCPEP scholarship program is for children 
who will be participating in parent-directed 
education only. If you answer “No” to this 
question, please edit your Expected School Type 
OR your confirmation of intended use of FTCPEP 
application to proceed.



FTC/FES-EO and FTCPEP New Applicant Process

If you have another student in your household that receives the FES-UA 
scholarship you may indicate their FES-UA Student ID # here, but it is 
NOT MANDATORY.



FTC/FES-EO and FTCPEP New Applicant Process

If you answer “Yes” to any of 
the following questions, you 
will be required to upload 
supporting documentation. 



FTC/FES-EO and FTCPEP New Applicant Process

Once you are done completing 
all the sections, click 
“Continue” in the bottom right 
corner to proceed or “Save As 
Draft” to save and return to 
complete the application at a 
later time.Please ensure that any files you are uploading are not password-protected!



Families can only apply for ONE scholarship per student. Families cannot apply for multiple 
scholarships under FES and FTC for an individual student at the same time.

Please ensure all students you are requesting an FTC/FES-EO/FTCPEP scholarship for are on 
this application. You will only submit one application for your household for these scholarships.
You may use the arrows next to the student's name to expand or collapse their student section 

to fill out the details for each student on this application.

FTC/FES-EO and FTCPEP New Applicant Process

Please Note:
To add students to an already submitted application, please contact customer support, as no 
exceptions can be made.



FTC/FES-EO and FTCPEP New Applicant Process

Path Number

If the parent/guardian selects "No" to automatically being considered over 
the 400% FPG, income documentation must be submitted for all members 

of the household 18 years and up.



You must enter your accurate household income with 
verification documents to be considered for income priority. If 

you do not input income and/or choose not to upload 
verification documents, your application will NOT receive 

income priority. Step Up For Students is obligated to award 
scholarships to students from income-priority households first.

Important Notice: FTC/FES-EO and FTCPEP



FTC/FES-EO and FTCPEP New Applicant Process

You must review the information listed here to 
ensure its accuracy.

If you need to make any changes, simply click on the 
Profile icon in the upper right-hand corner of the 
page, and make the necessary corrections. Failure to 
do so may result in processing delays.

You will need to enter your social security number 
(SSN) or individual taxpayer identification number 
(ITIN) and provide proof of residency.



FTC/FES-EO and FTCPEP New Applicant Process

Please ensure that the documents you 
submit are:
1. Valid
2. Current (dated within 2 months, if a recurring 

bill/statement)
3. Match the primary guardian's full name as well as 

the current physical street address provided on the 
application. Refer to the guidelines listed on the 
slide for the list of acceptable documents for 
submission.



Important Tip: FTC/FES-EO and FTCPEP New Applicant Process

If you submit only one document from 
column B, you will receive an error 
message. However, you can easily fix 
this by simply scrolling up and 
submitting another document type.

• If you submit a FL driver’s license, you will also 
need to submit another document type, such as 
an automobile insurance statement.

• If you submit two paystubs for income 
verification/POR, the paystubs will only count as 
one document type. Therefore, you will still need 
to submit another document.



FTC/FES-EO and FTCPEP New Applicant Process

Complete the “Employment Income” section next. You 
will need to provide information about your employer 
and the income received. 

Please upload income verification documents. Examples 
of approved documentation can be found in the new 
application checklist here.
• Pay stubs from the 30 consecutive days closest to when you 

submit the application
• Any other sources of income, such as unemployment, social 

security and/or child support benefits

https://go.stepupforstudents.org/hubfs/Providers/2024_Scholarship%20Checklist_English.pdf


FTC/FES-EO and FTCPEP New Applicant Process

Note, if you are a homemaker, 
unemployed, or a student , 
you may need to provide 
proof living expenses.

Please download the Form 
1055 if you receive payment 
in cash. You will need to then 
attach this form to your 
application.



Once you have completed all the questions in the “Guardian 
Information” section, click “Continue” to proceed to the next 

section. 

FTC/FES-EO and FTCPEP New Applicant Process



FTC/FES-EO and FTCPEP New Applicant Process

If applicable, complete the 
"Spouse/Partner" section with the 
required information indicated by a 
red asterisk.

When you have completed the 
“Guardian Information” section, 
you may press the continue button 
to proceed.



Important Tip: FTC/FES-EO and FTCPEP Application

Now you will be prompted to complete 
the “Additional Household Members” 
section. It is mandatory that you add 
ALL members of the household on this 
application. ALL members are inclusive 
of any non-scholarship persons residing 
at the same address. 

Once you have reviewed the definition 
of Additional Household Members, you 
must check the box to proceed.



FTC/FES-EO and FTCPEP New Applicant Process

To add members to the application, 
use the "Add Member" tab and add as 
many members as needed.

You will automatically be prompted to 
input employment type if the 
additional household member is 18 
years and older.



Now you should be on the “Summary” 
section of the application. The 
summary page gives you an overview 
of all submitted documents and 
completed sections.

You can review and go back and 
change anything you would like. You 
can use the headers on the page to 
navigate to different sections.

FTC/FES-EO and FTCPEP New Applicant Process



You will also be required to complete 
the “Parent/Guardian Terms & 
Conditions” and “Sworn Compliance 
Statement.”  

FTC/FES-EO and FTCPEP New Applicant Process

Make sure to click on each box once 
you have read and agreed to the 
terms and conditions.



Please type your name in the box and sign your name in the signature box. 
Please click “Keep” if you are satisfied with your signature. If you want to 

change your signature you can click “Clear” and sign again. After you select 
“Keep” you may “Submit” your application.

FTC/FES-EO and FTCPEP New Applicant Process

Parent Guardian

Parent Guardian



By clicking “Submit”, your application will be 
sent for processing. You will get a confirmation 

notice on your screen.

FTC/FES-EO and FTCPEP New Applicant Process



FTC/FES-EO and FTCPEP New Applicant Process

Path Number

This is the path if the Guardian chooses “YES” 
and will NOT be providing Income Information



FTC/FES-EO and FTCPEP New Applicant Process

Choose “YES” if you will 
NOT be providing 
income documentation. 



FTC/FES-EO and FTCPEP New Applicant Process

You must review the information listed here to 
ensure its accuracy. 

If you need to make any changes, simply click on the 
Profile icon in the upper right-hand corner of the 
page, and make the necessary corrections. Failure to 
do so may result in processing delays.

You will need to enter your social security number 
(SSN)/individual taxpayer identification number 
(ITIN) and provide proof of residency.



FTC/FES-EO and FTCPEP New Applicant Process

Please ensure that the documents you submit are valid, 
current (dated within the last two months), and match the 
primary guardian's full name as well as the current physical 
street address provided on the application. Refer to the 
guidelines listed on the slide for the list of acceptable 
documents for submission.

Under the Guardian Section, you will confirm that the 
auto-populated information displays correctly, you 
will need to enter your social security number (SSN) 
or individual taxpayer identification number (ITIN) 
and provide proof of residency.



FTC/FES-EO and FTCPEP New Applicant Process

After you have uploaded two forms of 
“Proof of Residency”, you will asked if 
anyone in the household receives the 
Supplemental Nutrition Assistance 
Program (SNAP), TANF, or FDPIR. 
If “No”, proceed to adding a 
spouse/partner (if applicable).

If “Yes”, you will be required to declare 
which assistance you receive and 
upload a proof of documentation.



Once you have completed all 
the questions in the “Guardian 
Information” section, click 
“Continue” to proceed to the 
next section. 

FTC/FES-EO and FTCPEP New Applicant Process



Important: FTC/FES-EO and FTCPEP New Application

Now you will be prompted to complete 
the “Additional Household Members” 
section. It is mandatory that you add 
ALL members of the household on this 
application. ALL members are inclusive 
of any non-scholarship persons residing 
at the same address. 

Once you have reviewed the definition 
of Additional Household Members, you 
must check the box to proceed.



FTC/FES-EO and FTCPEP New Applicant Process

To add members to the application, 
use the "Add Member" tab and add as 
many members as needed.

You will automatically be prompted to 
input employment type if the 
additional household member is 18 
years of age or older.



You will also be required to complete the 
Parent/Guardian Terms & Conditions and 
Sworn Compliance Statement.  

FTC/FES-EO and FTCPEP New Applicant Process

Make sure to click on each box once you have 
read and agreed to the terms and conditions.



Please type your name in the box and sign your name in the signature box. 
Please click “Keep” if you are satisfied with your signature. If you want to 

change your signature you can click “Clear” and sign again. After you select 
“Keep” you may “Submit” your application.

FTC/FES-EO and FTCPEP New Applicant Process

Parent Guardian

Parent Guardian



Important: FTC/FES-EO and New FTCPEP Application

After you have completed the “Parent/Guardian 
Terms & Conditions” and “Sworn Compliance 
Statement.” A reminder will pop-up stating, “You 
have opted out of providing income.”

By opting out, you will be considered 
above  400% of the Florida Poverty Guideline and 
marked the lowest priority for processing.

Click “Submit” to confirm your opt-out or click 
“Go Back” to provide your income information.



By clicking “Submit”, your application will be sent for processing. You 
will get a confirmation notice on your screen.

FTC/FES-EO and FTCPEP New Applicant Process



Once you have 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) under the 
Application Status header.

FTC/FES-EO and FTCPEP New Applicant Process



The hyperlink will open your 
“Application Details” page with more 
details and will show the 
application(s) status and student(s) 
status. 

You can click on the arrow adjacent to 
the student’s names to see the 
application details.

FTC/FES-EO and FTCPEP New Applicant Process



After a student is awarded, if you plan to use your student's 
scholarship at an eligible participating school, you need to contact 

the school to start the enrollment process. 

FTC/FES-EO and FTCPEP New Applicant Process



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

FTC/FES-EO and FTCPEP New Applicant Process



You can view and approve enrollment requests from 
the Dashboard.

FTC/FES-EO and FTCPEP New Applicant Process



Application Statuses

Status Meaning
Pending Your student’s eligibility status is still under review. 

Please monitor your EMA account for updates.

Awarded Your application was approved, and the student has 
been determined eligible for a scholarship. Please 
note, your student has not yet been “funded” for the 
applying school year.

Funded Your student’s scholarship has been funded to your 
EMA account. You may now utilize the funds in your 
account.



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.

Approving the payment to the 
selected private school is required 
for your student to receive their 
scholarship funds.

FTC/FES-EO and FTCPEP New Applicant Process

2024-2025



FTC/FES-EO and FTCPEP New Applicant Process


	Slide 1: New Application Process  Florida Tax Credit (FTC) Scholarship, Family Empowerment Scholarship for Educational Options (FES-EO),the Personalized Education Program (PEP) and the Hope Scholarship 
	Slide 2
	Slide 3
	Slide 4: New Family
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51
	Slide 52
	Slide 53
	Slide 54
	Slide 55
	Slide 56
	Slide 57
	Slide 58
	Slide 59
	Slide 60
	Slide 61
	Slide 62
	Slide 63
	Slide 64
	Slide 65
	Slide 66
	Slide 67
	Slide 68
	Slide 69
	Slide 70
	Slide 71
	Slide 72
	Slide 73

