
School Information
FAQs



Q & A
•How do you create Tuition & Fees schedules? 
•How is an invoice created?
•How do parents accept enrollment requests so that schools can receive funds? 



Tuition & Fees

Entering tuition and fees is as simple as 3 steps.  First, click on the 
enrollment option on the left-hand side of your menu. After this, your 
school information will display.  Please review and confirm the 
information.  Once you do, select the Tuition tab to start entering your 
school’s tuition and fees. 



Tuition & Fee Breakdown



Tuition & Fee Breakdown Continued…



Enrolling students in 
EMA is a simple process; 
schools type the 
student’s name in the 
search bar and match the 
name with the 
information provided by 
the parent.

After selecting the 
correct student, schools 
can move on to the 
Enrollment Requests tab.

Finding students



Enrollment requests

The student’s 
parent will need to 
approve the 
student’s 
enrollment request 
and the tuition and 
fees amount before 
you can see the 
student in your 
roster.



Enroll Form

The students will 
then appear in the 
Enroll Form tab.

From there schools 
can select the school 
year for which they 
are enrolling the 
students, student 
start date, grade, and 
tuition and fees.



Confirm enrollments



Parent 
confirmation 
Email 

Once the enrollment process is 
complete the parent will receive an 
email notification to approve the 
enrollment and the tuition charged 
to the student. Declining the 
request is a denial of payment to 
the private school; the school will 
not receive payment and the 
parents may be responsible for the 
full cost of tuition and fees.



Parent enrollment actions

Parents can view 
and approve 
enrollment 
requests from the 
Dashboard.

Once a parent clicks on the 
blue check mark, a pop-up 
will appear asking the 
parent to confirm the 
enrollment. 

PARENT ENROLLMENT ACTIONS



Once the parent 
approves the 
enrollment 
request, the 
student will 
appear in the 
school’s roster tab.

School roster



School withdrawal form

A student who is no longer 
attending a school or that needs 
to have their tuition and fees 
updated will need to be 
withdrawn from the system.

The withdrawal form is easy to 
access from the roster; simply 
find the student to be 
withdrawn and click on the red 
‘X’ next to their name.



By selecting the 
“Students” option on 
the menu and 
selecting the 
“Student Reporting” 
tab, schools can see a 
list of all the students 
that have received a 
student enrollment 
request, and their 
status – accepted, 
rejected, or pending.

Student reporting



How is an invoice created?
Invoices for tuition & fees are created from the Billing option on your menu. 
The Billing option will give you access to create invoices for services as well 
as tuition & fees. In addition, you can access the reporting feature for up-to-

date records.  



Confirmation Window



Reporting

Reporting allows you access to 
view transactional history for your 
business, such as payments that 
have gone out, are pending, or 

were declined. 
From this tab, you may also export 
a report with this information for 

your records. 



Let’s take a look at the statuses you will see on the Reporting tab in EMA.

Statuses: 
In process – Pending in our system.
Paid – Has been paid out to the school.
Approved – Pending in our system. 

Reporting Continued… 



Contact Us! 

Have questions about your EMA Account, 
how to apply for the Hope Scholarship, or the 
status of your application? Please contact the 

EMA Contact Center at:
(833)622-6819

WVHope@emaportal.org
Have general questions regarding the Hope 
Scholarship Program? Please contact us at:

hopescholarshipwv@wvsto.com
(304)340-5058


