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School Process: Tuition and Fees in EMA 

As a school, your next step should be to focus on
school year details.

In this section, you can input your school’s tuition,
enroll students, and much more.



The School Year Details option allows you to:
(1)Review your school’s 
information  

(2) Enter the school's start  and
end date

(3)Certify the school 
onboarding information

Please refer to this statute: 6A-1.09512 Equivalent Minimum School Term for Compulsory Attendance Purposes
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Please certify the School Onboarding before selecting “Next”



(1) Grade levels you serve. 
(This information is grayed out
and pulled from your DOE
profile) 

(2) Enter the school’s 
Religious Affiliation 

(3) Enter the school’s Test 
Dates.

(4) Review the list of approved
assessment (see next slide)

Below your start date you will see the following:
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FLDOE has an approved list of tests from which you can select. 

If your test is not listed, please ensure it is accepted by the FLDOE. 

If you have a waiver, please select the waiver option.

FLDOE Approved Assessments
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To add an assessment, click the add button, select the assessment name and
start/end dates from the dropdown menu, then click the green check box to

confirm.

FLDOE Annual Assessments 

https://www.fldoe.org/schools/school-choice/k-12-scholarship-programs/ftc/annual-assessment-requirement.stml


Under your test details, you will find your DOE School Profile Information.

If you notice any inaccuracies on this page, please make sure to update them with the FLDOE.

After we receive the updated information from the FLDOE, our system may take up to 24 hours to reflect the changes.
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The next tab “Tuition” will give you access to the Tuition Amounts.  Please enter the tuition amounts
for each grade level. 
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edit delete



You may add any applicable fees here, by selecting the “Add” button.  Be sure to confirm each fee
added to save. 
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To introduce a fee, choose the fee category, enter the fee name, and specify the amount. To confirm your entry, click the
green check mark. If you need to make changes, click on the blue pen icon, and to remove the fee, simply click the red X.

save delete

edit



List of Eligible Fees 
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• Academic Services 
• Application 
• Athletic/Club/Activity Participation 
• Book 
• Graduation 
• Registration 
• Security 
• Technology 
• Test 
• Uniform  (basic pieces purchased from a school-
required vendor and sports uniforms)  

•Other fees that support the unique needs of the student.
Examples include (but are not limited to): 
o Transportation for the school day 
o Enrollment 
o Field Trip 
o Supplies 
o Materials 
o ESE/Special Needs Services 
o Therapy



• Homeschool Tuition Rate 
• Hybrid Tuition (PEP Hybrid students are billed through the
marketplace) 
• Online Tutoring Rates 
• Part-Day / Part-Time / Half Day Tuition (for Full-Time enrollment)  
• References to scholarship programs (FTC, EO, UA) 
• Tuition for other locations or other program names 
• Umbrella Tuition Rate 
• Tuition for other locations or other program names 
• References to scholarship programs (FTC, EO, UA) 
• References to matrix scores (251-253, 254, 255)

List of Prohibited Fees 
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• Annual Funds 
• Before or Aftercare 
• Donation 
• Fundraising/Events 
• Giving Funds/Building Funds 
• Lunch/Food 
• Scholarship Administration 
• Shoes or Accessories 
• Volunteer Waiver 

Examples of Prohibited Tuition Names
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You can:

Specify the schedule.  1.
Choose the applicable grade(s).  2.
Use the dropdown menu to indicate whether it’s a
maximum tuition by selecting yes or no.  

3.

Select the grade level to which the maximum
tuition and fees apply.  

4.

Enter the base tuition amount and select the
relevant fees.  

5.

To save the fee, click the green check mark; to edit,
click the pen icon; or to remove it, click the red X.

Once you’ve entered your tuition rate(s) and school fee(s), it’s time to create Maximum Tuition & Fees schedules for each
grade level you serve.  

edit

delete

confirm
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In this section, you are required to enter a
maximum tuition and fee schedule for each

grade you offer.

 Once a student is enrolled, all published
maximum tuition and fee schedules will be

locked and cannot be modified until the next
school year. 

However, you can still add tuition and fee
schedules as long as they remain below the

established maximum amount.

Once all maximum tuition & fees have been entered. Please click the “Finish” button to proceed or the “Save” button to returm and complete at a later time. 

IMPORTANT: NO CHANGES WILL BE ALLOWED
after tuition and fees have been certified

by Step Up and at least one School
Enrollment Form has been submitted.



Enrollment 25-26 SY for Eligible Private
Schools

 

The next step for the school is to await the
completion of the verification process by Step Up
For Students. A verified status indicates that Step Up
has confirmed the tuition and fees, enabling the
school to proceed with student enrollment.

 Please note that even if the tuition and fees appear
correct, we cannot finalize verification until the
school has received DOE approval for the school
year of submission.



Please note: To enroll students, you must be compliant with the
Florida Department of Education.
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Reminders Before You Enroll
Please remember to enter your maximum tuition and fee schedules for each grade level before
enrolling students. 

You cannot enroll students until your school has been marked Verified for the 2025-26 school year.

Once you enroll one student with  parent approval, your tuition and fees schedules will be locked. 

You will have an opportunity to enter discounts at the student level (as well as with additional tuition &
fees schedules), but you cannot charge a student more than your maximum published tuition and fees. 
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The school's Step Up For Students status has been confirmed in EMA. The students
are now ready to be enrolled.
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Enrolling Students  in EMA
Enrolling Students  in EMA



Completed School Profile, including banking/direct pay information and
acceptance of Terms and Conditions 

All Tuition, Fees, and Maximum Tuition & Fees schedules created,
including any (optional) additional tuition & feels schedules (for sibling
discounts, for example) 

Marked “Verified” for school year 2025-26.  

The following must be true before you can begin enrolling students in EMA: 

Enrolling Students  in EMA



Under the “Enrollment Requests” tab, click on “Find Students” to begin the enrollment process.

Enrolling Students  in EMA

Select the 2025-2026 school
year from the school year

drop down.



Please be sure the Student Award
ID # is for the 25-26 school year.

To enroll students in EMA, you should type the student’s Award ID in the search bar and match the name
with the information provided by the parent.
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Enter the Award ID for your student here, click search and then add the student.

To initiate a bulk import of students for enrollment,
simply click on the “Import Students” button. A pop-
up window will then appear, allowing you to upload a
.CSV file that includes all Award IDs. A template for

the file is available for your convenience.



Once you have located the student, you can select the student and click continue to move him/her to the enrollment form.  
From here, you can view the student's status which will help you determine if the student can be enrolled.  

Only students in an awarded status can be enrolled. 

Enrolling Students  in EMA

Important: Enrollment is restricted to FTC, FES-EO, and FES-UA students only. This policy is in place to address instances where
families inadvertently give schools their PEP Award ID, preventing the school from enrolling them.



Once the student appears on the “Enrollment Requests” screen, you can select each individual
student or select “Enroll All Students” to automatically select all listed students.
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The students selected during the
enrollment request screen will now
appear in the student enrollment form.  

You can select the student's start date,
grade level, tuition schedule, and any
discount that may apply. 

“Total” should be what the annual
tuition liability WOULD be, even if the
student enrolls mid-year. 
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When all the information has been completed, you can click the “Send Enrollment Requests”  option to
send the enrollment request to the parent.  

Remember, enter the total annual tuition liability, even if the child enrolls mid-year.
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If you need to remove a student from this list, simply click the red X to move the student back to your
enrollment request. 
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Before the request is sent to the parent, you’ll have one last time to review it and make sure it is correct. 

Enrolling Students  in EMA



School Process: Reporting in EMA 

The “Roster” tab provides you with
access to the students currently

enrolled in your school, along with
their enrollment details.

To withdraw students, simply click
on the red X.

Students will show on the "Roster" tab once a parent approves the enrollment request.



To withdraw a student who is either no longer enrolled at your school or needs an
update regarding their tuition and fees, you will need to remove them from the system.

Accessing the withdrawal form is simple via the roster. Find the student you want to
withdraw and click the red ‘X’ next to their name.

A pop-up window will appear with fields in grey that are prefilled. You will need to
provide the following information:

Total days of attendance1.
Last day of class2.
Indicate the student's next destination (Private School, Public School, Charter
School, Home School, or Unknown)

3.

School Process: Withdrawal Form 



To view the students who are currently enrolled or have withdrawn, navigate to the “Reporting”
tab. You will also be able to check if a parent has declined an enrollment request.

You may toggle between school years here!

Enrolling Students: Reporting Tab



On the Reporting tab you can also see the status of student enrollments. For example,
those in “Pending” status are waiting for the parent to accept the enrollment.
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After the parent has confirmed enrollment, those
students will be visible on the Roster tab as well.

A student who has been denied by a
parent will appear under the

Reporting tab labeled as "Denied."

Enrolling Students: Reporting Tab



Monday-Friday 8:00am-5:00pm EST

Contact Us Chat with us sufs.org

877-735-7837

Step Up For Students 

https://www.stepupforstudents.org/contact/

