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Onboarding: 

Applica�on Steps for the Indiana Educa�on Scholarship Account  

Schools may submit applica�ons year-round at: 

https://www.in.gov/tos/inesa/application/  

      

Access Indiana – You most likely have an account. BMV, Department of Revenue, Family & 
Social Services Administration, Secretary of State, State of Indiana, Indiana Department of 
Health.   

Use your same username and password.  

A SINGLE LOGIN & PASSWORD FOR YOUR INDIANA SERVICES 

Access Indiana is a portal that allows ci�zens to use one login and one password (single sign-
on) to access mul�ple services from the State of Indiana.  Login is a safe and secure way to 
easily sign-in to a variety of applica�ons. There will be a growing catalog of services that use 
Access Indiana as the login.  Access Indiana is a streamlined and simplified way for ci�zens to 
interact with state government. 

Return Users will see “Educa�on Scholarship Account Program, Treasurer of the State” �le.  

 

https://www.in.gov/tos/inesa/application/
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Once you have your AccessIN account set up and have logged into the ESA 
application, you will be taken to this onboarding screen. 
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Choose School, and press or click Next 
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Confirm your contact details and choose whether to allow text messages. Allowing 
text messages is optional. 

 

 

Enter your primary company address and press or click Submit. 
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In the next screen, you will be asked more specific details about your school and 
how you would provide services to ESA scholarship recipients. 
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If you choose Services Provided by LEA, you’ll be asked to indicate which one:

  

 

Likewise, if you choose School provides services in-house, your school name 
will be populated. 
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If you choose Other, you are asked to provide details. 

  

In the Marketing Information section, you can add information that will be 
included as a description in the provider search provided to Parents. 

 
Please note, the Website field above should have been a web URL rather than the name of the school. 

Once the information on this page is complete, click Create School Provider. 
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Create a Location 
Next, choose Locations from the left navigation pane and press or click + New 
Location. Do this even if you only have one location. 
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Next, you will need to add a location. Your school will probably only have one 
location. However, if there is more than one location, you can simply continue 
to add New Locations until all your locations are in the system. 

 

Click or Press Save Location to add this location to the system. 
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Upload Documents for Review and Approval 
When your Location has been created, you will see this screen. To sign the 
provider agreement and submit your application, the following documents will 
need to be be added to your application.  Currently all of these documents are 
required by the system.  

 

To start, click or press the Upload button. 
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From this screen, you can upload the requested documents that are specific to 
this location. Tuition & Fee Schedule will be required for approval.  

Choose the Document Type button and then select or drag and drop the file to 
upload. 
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Currently the system will require you to upload a Discount Policy document and a School Year calendar document.  
If you do not have these documents, that is ok.  However, you cannot submit your application without uploading 
something for each document type. For Discount Policy or School Year, you can upload the Tuition and Fees 
document again, or create a blank document to upload. This issue will be resolved in an update coming soon. 

 

 

 

 

 

 

  



School Provider Application Instructions 
Indiana Education Scholarship Account 
 

15 
 

Choose the Document Type button and then select or drag and drop the file to 
upload. 

 

 

When the Document Upload is complete, you will reach this screen. Use your 
browser back button to return to the previous screen and upload the next 
document. 
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As each type of document is uploaded, it will appear on the Location screen. 
Again, press or click the Upload button to upload the next document. 
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Repeat this process until all 3 document types are displayed as you can see 
below.  This includes the Tuition and Fee Schedule, the Discount Policy, and the 
School Year Calendar. 

Reminder:  If you do not have a discount policy or school year calendar, that is 
ok.  Just upload the Tuition & Fees Schedule for each of the document types to 
be able to move forward in the process.  
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There is one additional document the system will require and that is Proof of 
Accreditation. Again, this is not required for approval, but will need to be 
uploaded in order to be able to move forward in the system. 

Click View All Documents to upload the last document. 

 

 
 

This will take you to the Document manager. Press or Click + New Document. 
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Choose the Proof of Accreditation Document Type. If you have an accreditation 
and wish to upload it, you can do that here. However, accreditation is not 
required to become approved as a provider. If you don’t have an accreditation, it 
is ok to upload the Tuition & Fee Schedule again or other unrelated document to 
be able to move forward in the system. 
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When all the system required documentation is uploaded, your screen will look 
something like this showing each of the 4 documents. 

 

 
To move to the next step, click the link to your location from this screen. 
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Sign the Agreement and Submit the Application 

Once all the documents have been uploaded, you can sign the agreement and 
submit your application from this Location screen. Click or press Submit For 
Review. 
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Review the agreement, as well as the linked document and then check each box 
to indicate you agree. 

Type your name at the bottom and press Sign & Submit For Review to submit 
your application to the Scholarship Division for review and approval. 
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A success message will display at the top of the page.
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There will also be a confirmation email sent to the email address for this 
Location.
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