
 

PAT Directions for Finalizing 

and Opening the Fiscal Year  

 
Programs can locate required documents in the DESE Web Application System by logging in using their User ID 
and password.  If you are having trouble logging in please contact your district’s User Manager and be sure 
that you are set up in the ePeGs system for School Improvement Early Childhood PAT, either as Data Entry or 
Authorized Representative authority.     

 Data Entry – Allows the user to Create and Complete the Final Invoice and Create and review the 
Final Payment Request.   

 Authorized Representative – Can perform all the tasks of the Data Entry user and is the only user 
that can submit the Final Payment Request.  This is usually an Administrator.  Anyone who is 
providing direct services that are reported for reimbursement should not be an Authorized 
Representative. 

 

 
 
 

Compliance Plan – Due May 15th  

It will be important to select the correct year.  Be sure to use the drop down box to select the new year.   
 
ePeGs 

Once the User has logged into ePeGs the following page will appear.  Be sure to review the Warning Messages 
regarding “Multiple Tabs”.  Then click on the Funding Application Menu button.  

  

 Compliance Plans (Federal and State) is 
the link for PAT programs to complete 
their Compliance Plan for the new Fiscal 
Year.  (Due May 15th) 

 ePeGs is the system that allows PAT 
programs to complete the Final Invoice 
and Final Payment Request for the 
current Fiscal Year.  (Due May 15th)  

 



The Funding Application will appear.  Click the Show link to the right of School Improvement to find the 
Parents as Teachers link.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the User clicks the Parents as Teachers link the Summary Page will appear.  The Summary Page allows 
access to the Invoice, Payment Request, Final Invoice, Final Payment Request and the Final Payment Report.  
The Invoice and Payment Request have been closed as of April 1st and only the Final Invoice and Final Payment 
Request are available to submit.  By clicking on the Show link next to the Final Invoice the User will open the 
form.  Complete the Final Invoice by reporting all the services provided from the start date, or beginning of the 
year, through the established end date. 
 
 
 
 

  



Final Invoice and Final Payment Request – Due May 15th  

This two step process for requesting a final payment must be completed no later than May 15th.  Programs will 
need to establish their “end date” for services reported in the current Fiscal Year and a “start date” for services 
for the new Fiscal Year so that there is no overlap in services reported.   
 
The Final Invoice has all of the edits and warnings in place just as the regular Invoice.  If a red Edit button 
appears or a yellow Warning button, the User may click the button to view the message associated with the 
edit or warning.  If the User is not able to view the message, check the Pop Up Blocker.  The messages are set 
up as Pop Up’s so the User will have to allow for DESE Pop Up’s. 
 

 Warning Messages require the User to review the information, if it is correct, check the box at the 
bottom of the page to verify the data is correct and click the SAVE button.  If the information is not 
correct, adjust the data and click the SAVE button.  The Warning Messages are for the following areas: 

 Minority families, review Section I 

 Screening delays, review Section 2 

 Lesser services are reported on the Final Invoice, review Section I and II. 

 Edit Messages require the User to make adjustments to the data provided. 
 

Once all of the Warning Messages and Edit Messages have been resolved the User must then click the 
COMPLETE button at the bottom of the screen.  This saves the data reported and allows the Final Payment 
Request to be CREATED by either the Data Entry or Authorized Representative User. 
 
The Final Payment Request serves as the program’s last request for payment for the current Fiscal Year.  The 
Final Payment Request includes the following sections: 

 Previous Payment Amounts section that includes the current Fiscal Year Allocations, the Amount Paid 
to Date and the Allocation Balance. 

 Current Payment Request section shows the number of family visits and screenings provided for the 
year.  It also calculates a request for 100% of the services provided regardless of the Allocation 
restrictions.   

 

Note in the example below:  The Total Parent Education Funds Requested exceeds the Parent Education 
Allocation.  The Total Screening Funds Requested exceeds the Screening Allocation.  The program is reporting 
all of the services that were provided and then DESE will calculate payment based on available funds.   
 
After the information has been reviewed and the Authorized Representative verifies the information is correct 
the SUBMIT button must be clicked.    
 
  



Once the Final Payment Request is submitted a DESE Early Learning Supervisor will review the Invoice and 
approve it for consideration of payment.  Review the Priorities/Reimbursement document for information 
regarding the calculation of the Final Payment. http://dese.mo.gov/eel/el/pat/documents/eel-el-
PrioritiesReimbursement.pdf  
 
After all of the Final Invoices are approved by a DESE Early Learning Supervisor, the Final Payment Calculation 
can begin.  Based on the funds available and the process outlined in the above document programs final 
payments will be calculated. 
 
The Final Payment Report is generated once the payment amounts have been finalized.  The report provides 
the program with the Total Funds Requested for the Year and the Actual Payment for the Year.   
 
In the example below the program requested $400,750 total funds but the actual payment is $386,360.   
 
The table provided under “Final Payment Report Payment” reports the Previous Payments ($219,960.40) and 
the Final Payment ($166,399.60) for a Total Payment of $386,360.00. 
 

 

http://dese.mo.gov/eel/el/pat/documents/eel-el-PrioritiesReimbursement.pdf
http://dese.mo.gov/eel/el/pat/documents/eel-el-PrioritiesReimbursement.pdf

