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We’re thrilled to welcome you as a Public School Provider partnering with Step Up For Students!  By joining this growing network, you’re

helping to expand educational access and empower families across Florida with meaningful choices. Your commitment to offering

flexible, high-quality services—whether in-person, online, or hybrid—will make a lasting impact on students statewide. Thank you for

stepping into this important role. We look forward to supporting your success as you begin serving scholarship students and shaping the

future of education. 

As you begin your journey as a public school provider with Step Up For Students, know that you’re not alone. Our team is here to support

you—from setting up your EMA Business Account to promoting your offerings and navigating the payment process. 

Whether you have questions, need guidance, or want to explore new ways to serve students, we’re just a call or email away. 

Keith R. Jacobs, M.Ed. 
Director, Provider Development 
Email: kjacobs@sufs.org

Welcome & Congratulations 



Over 460,000 Florida students are customizing their education through scholarships from Step Up For Students. As a public school provider—
district or charter—you can offer part-time classes, enrichment programs, or support services that meet these students’ unique needs. 
This model allows families to select individual services—not full-time enrollment—creating new ways for your school to serve students and
generate revenue. 

Here’s how it works: 
Fee-for-Service Model: Unlike students funded through FEFP, scholarship students are not enrolled full-time. Your school sets pricing for the
services it offers. 
Direct Payment: Families are invoiced through Step Up For Students’ secure system, and costs are reimbursed from scholarship funds—no out-
of-pocket expense when funds are available. 
Statewide Access: Your offerings aren’t limited by geography. Scholarship students from anywhere in Florida can access your services—
whether in person, online, or through hybrid models. 
Maximize Existing Resources: Repackage what you already do well—AP courses, career training, online classes—into flexible offerings that
meet diverse student needs. 

Join public school providers across Florida in expanding access, supporting personalized learning, and making educational choice a reality for more
families. 

Flexible Services. Direct Funding. 
Statewide Reach. 



To begin offering services to scholarship students through Step Up For Students, public school

providers must create an EMA (Education Market Assistant) Business Account. This enables secure

invoicing and payment processing. 

What You’ll Need: 

W-9 Form with your organization’s EIN (Employer Identification Number) 

Banking Information for direct deposit of payments 

Business Email Address for account setup and communication (do not use a personal email) 

Primary Contact Information including name, title, phone number, and email 

Service Details such as course or program descriptions and pricing 

Items needed to set up 
EMA Account



Creating an EMA 
Business Account

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

For the purposes of this presentation,
“Business Accounts” refers to District
Schools and/or Charter Schools.



Creating an EMA “Business” Account

To create an EMA account, go to
apply.stepupforstudents.org, click on
the “Sign Up" link located under the

LOG IN bar.

For added security, we will send a One-
Time Password (OTP) to your email.

Please enter a valid email address and
verify the code.
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8242568

8242568

Once you receive the
verification code via email,
please enter it exactly as
listed.
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Service Providers are defined as a person or
organization authorized to provide services to
scholarship students. 

Please ensure you select the correct account type.
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Once you complete your security
questions, please click continue to
move forward. 

Please note that once security
questions are created, they cannot
be changed.
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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 business email listed in your EMA profile
will receive all notifications related to service
purchases and updates.

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

Creating a “Business” Provider Account
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Enter the information and click
SAVE on the business profile.
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The phone number used for
two-step verification must be
multifactor authentication
compatible. 

This means the call must be
able to receive a code
through a text or call.

Numbers that are answered with an automated recording will not work.
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To continue setting up your business account,
you will be automatically logged out after
clicking 'Continue.' Please log back in using
your existing credentials to proceed.

After logging back in, please refer to the
checklist on your Business Account Dashboard

to complete the setup process and continue
with your business process.
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Your business profile has been
completed as indicated by the
blue checkmark. 

Continue by clicking the arrow
adjacent to the “Add Payment
Method” section.
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Please note: If your banking information changes at any
time, you will have limited access to the system until the

banking information is corrected.

In this section you will enter
your banking information to
receive payments directly
into your banking account
with family approval.



When entering payment information, providers will be required to
indicate that they are a business and provide basic contact
information. 

Phone numbers require a country code; for the U.S, we use +1.
 

This option will only appear if setting up payment as a company.
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Setup Payment

Enter the banking information
and click next.
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Please note: 
You must complete the W9 form and
ensure that the information you provide,
including Business Name, is exactly what is
on file with the IRS. 

Complete the electronic W9 Tax Form and
electronically sign it. Then, select NEXT.
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Please make sure to enter your EIN#,
where indicated.
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Be consistent and use the
same name and address as the

banking information within
each of these fields. 
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Once you click on “Next” the system will give
you the “Done” message.

Note: Please do not close this page
until you see the green valid banner.
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Once you see the green 'Valid' banner, you may close the confirmation box. 
Your profile page will now display an updated status indicating validity.

Please note: Your information must still be verified with the IRS. This verification process can
take up to 24 hours. However, you may continue with the remaining steps in the meantime.



Terms and Conditions

Please read and review the Terms and
Conditions carefully. If you agree, check
each acknowledgment box. At the
bottom of the page, enter your name and
provide your electronic signature. Once
completed, click 'SUBMIT' to proceed.



Contacts Users

Will receive general communication from EMA Will receive general communication 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. 
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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.

Helpful
Tip
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 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,​ click
on the red X.
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To add a new user, click on the blue NEW
button. The following information will be
required for each new user:  
• First Name 
• Last Name 
• 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.

Users need unique email addresses (including if they have a
guardian account), and they may NOT use duplicate numbers.
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Once a user is added, they will receive the
following email 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.
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After you complete the Terms
& Conditions, you will be
returned to your Business
Profile.

Navigate back to the Business
Dashboard to continue
through the checklist.
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Please note: If you are unable to access the “Add Locations” tab, the Direct Pay tab is still pending
and may take up to 24 hours to be approved by the IRS. 

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. 



Service Offerings 

Service Offerings allow you to view the locations
and offerings associated with your business. 

Here you will be required to add locations and
services.
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Click to Add a Location.

Please note: For virtual service
offerings, a location is still needed.
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Fill out the Physical Address
and Contact Information. 
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Please note: This is not a
scheduler, this tool cannot

be used by parents to
make appointments in the

EMA system!

When choosing where your services are
offered, you can choose online/virtual, in
person, or both.  

This should reflect your business hours; the
times in which you wish parents to be able to
contact you.
 
Use Format: 
-- : -- -- = 08 : 00 AM/PM



Service Offerings

Now that you’ve added your
location, you can add your
services. 

Click “Add A Service
Offering.”



 Scholarship funds can be used to access a wide range of instructional services already offered by your district. This is an
opportunity to reimagine and repackage existing programs to serve a broader audience—without the need for full-time enrollment.
Consider developing a tailored menu of offerings that reflects your district’s strengths, aligns with local and state priorities, and
incorporates community input.

Examples of Eligible Services:
Virtual or hybrid learning options
Face-to-face instruction
Integrated or inclusive classroom experiences
Summer, evening, or weekend programs
Test preparation (SAT, ACT, PERT)
Financial literacy courses and science labs
Industry certification programs
Advanced Placement (AP) courses
Customized K–12 academic or enrichment programming

By leveraging what your district already does well, you can create flexible, high-impact opportunities for scholarship students across Florida.
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Select “Contracted Public
School Services” as your
Service Category.

Please Note: If you are interested in any other
category, contact Provider Development.
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Select the service type, add rate (per
activity), add a brief description, and
choose the location(s) where these
services will take place.

There is a maximum of 150 characters per
description. 

You may repeat these actions for as many
service categories that need to be
entered.
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To include more
services, simply
click on the "Add a
Service Offering"
button.
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Thank you for your unwavering commitment to public education. At
Step Up For Students, we are honored to support your mission to

empower every learner. We’re here to provide the tools, resources, and
guidance you need to help students thrive—today and into the future.

Let’s continue making a difference—together.

Keith R. Jacobs, M.Ed. 
 Director, Provider Development 

Email: kjacobs@sufs.org


