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INTRODUCTION 
The Department has a web-based electronic Planning and electronic Grants System (ePeGS) for 
applications and reporting requirements of ESEA/Every Student Succeeds Act (ESSA) Federal 
Funds.  This document is intended to provide guidance and be an overview of this system that includes 
step-by-step instructions for completing ESSA Payment Requests.   

TECHNICAL ASSISTANCE CONTACTS 
Additional assistance is available by contacting ESSA Finance: 
 
 Pat Kaiser, Coordinator 
 Pat.kaiser@dese.mo.gov 

Phone: (573) 751-8643 
Fax: (573) 522-3477 
 
Kim Oligschlaeger, Assistant Director 
kim.oligschlaeger@dese.mo.gov 
Phone: (573) 751-2641 
Fax: (573) 522-3477 
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SECTION I 
PAYMENT REQUEST PROCESS 

 
 
Payment requests for Federal funds may be submitted any day of the month beginning July 1 or 
upon approval of initial budget request.  Payment requests received between the 21st of the prior 
month and the 1st of the current month will be paid on approximately the 21st of the current month. 
Payment requests received between the 2nd of the current month and the 20th of the current month 
will be paid by the end of the current month.  The FY18 Federal Payment Request schedule can be 
found in the DESE Administrative Memo FAS-17-004 dated 6/13/2017 at: 
https://dese.mo.gov/administrative-memos. 
Below is a summary of the new payment request schedule. 
 

Payment Request Submitted Date 
 

Payment Received (ACH) Date 
 

21st of prior month to 1st of current month By 21st of current month 
 

2nd to 20th of current month By end of the current month 
 

In addition to the regularly scheduled payments, Districts/LEAs have the option to request 
“adhoc” payments.  Adhoc payments are those submitted and processed outside the routine 
schedule above.  This option may be used when an open budget prevents payment submittal on 
the due date or when the payment received (ACH) date needs to be different than above.   

 
PAYMENT REQUEST COMPONENTS 
The Payment Request screen has the following components: 

 
Current Funds Available: the total amount of the district/LEA’s available funding which 
includes the original allocation any allocation adjustments, the carryover (if any) from the 
previous year and any carryover adjustment.   
 
Amount Budgeted (version): the last approved Budget Application amounts the 
district/LEA has budgeted.  
 
Amount Paid to Date: the total amount the district/LEA has requested and has been paid as 
of the current date. 
 
Balance Available: the amount of funds budgeted minus the paid to date amount.    
 

 
Payment Request Amount: the amount the district/LEA will receive based on actual 
cumulative expenditures less amount paid to date. 

https://dese.mo.gov/administrative-memos
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The screen print below shows the layout and components of the Payment Request page.  
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SECTION II 
PAYMENT REQUEST STATUS 

  

Payment Requests, like all other ePeGS funding documents, have a processing “Status” 
displayed on the Grant Summary page. The descriptions for each status are listed below. 

PAYMENT REQUEST STATUS DESCRIPTIONS 

Created: Payment Request has been created but not submitted for Department approval. 
 

Submitted: Payment Request has been submitted for Department approval. The 
district/LEA can revise the Payment Request by clicking “Revise Payment Request” if an 
amount needs to be changed prior to the due date for the Monthly School Payment.  

 
Approved: Payment has been Department approved.  

  
Disapproved/Open: Payment Request has been disapproved and is open for district/LEA to 
revise/re-submit. 

 
Payment in Process: Payment is being processed by the Department for the monthly 
payment. The district/LEA does not have the option to revise the Payment Request. 

 
Payment Processed: District/LEA Payment Request has been processed and funds will be 
deposited to their bank account.  Monthly Payment Transmittals are available at: 
http://dese.mo.gov/financial-admin-services/school-finance/financial-reports 
 

  

http://dese.mo.gov/financial-admin-services/school-finance/financial-reports
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SECTION III 
CREATING AND SUBMITTING A 

PAYMENT REQUEST 
 

STEP 1: Select Payment Request and “Create Payment 
Request” 

 

 

 
STEP 2: Select a Program 
 
Once the payment has been created the user must select a program. 
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STEP 3: Enter Actual Cumulative Program Year 
Expenditures to Date and the Additional Anticipated 
Expenditures by Receipt of Funds 
 

• Payments must be on a reimbursement basis only and payment requests can only include the 
amount expended to date. More information about Cash Management can be found on page 
9 of the General Federal Guidance at http://dese.mo.gov/financial-admin-services/general-
federal-guidance 

 
• The payment grid will display the approved budget amounts per each function/object 

code.  LEAs will enter the expenditures in each cell where funds have been budgeted.  
The system will not allow expenditures to be placed in a cell where funds have not been 
budgeted.   

 
• Expenditures in approved object codes may not exceed 10% of the total amount 

budgeted within each of the approved programs. 
 
*Payment Request CANNOT be submitted if a budget is in submit status.* 

 

If the  button is visible, view the Edits by clicking the button. Hard Errors (E) must be 
fixed before the District/LEA is allowed to submit.  
 

http://dese.mo.gov/financial-admin-services/general-federal-guidance
http://dese.mo.gov/financial-admin-services/general-federal-guidance
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10% Variance Example 
 

• Expenditures in approved object codes (6100, 6150, etc) may not exceed 10% of the total 
amount budgeted within each of the approved programs (Program Costs Subtotal). 
 

• 10% of total amount budgeted under Title II.A = $804,676 x 10% = $80,467 
 

• Expenditures in approved object code of 6100 will allow Program Costs Subtotal of 
$598,494 ($518,027 budgeted + $80,467 (10% variance) 
 

• The variance applies to each category with a subtotal greater than $0. 
 

• The variance applies to cells with values greater than $0. 
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STEP 4: Use the Navigation Column to Select Another 
Program or Submit the Payment Request 
 

 
 
 
 
 
Once all data is saved and errors are addressed, click on the Submittal and Approval link. 
 

Click  button. This submits a Payment Request to the Department for review.  
 
Note: An email will be generated from the system with an approval/disapproval notice after 
Department staff has reviewed the Payment Request. Check DESE Comment section on this page 
after approval/disapproval.  
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SECTION IV 
Transferability, REAP-Flex, and Schoolwide 

Pool Payment Request 
 
Transferability Payment Request 

 
• When requesting payment, it is important to note that funds transferred from Title II.A 

and/or IV.A must retain their original source even though the funds will be budgeted and 
expended under another programs’ for purposes.   

 

 
 
 

• Payment requests are made through the program where funds are budgeted.  The ePeGS 
system will display the expenditure amount paid out by program.  The payment request page 
has a “View Transferability Chart” that provides the distribution of funds paid out under 
programs when tranferability is exercised.  

 
• Funds transferred into another program will be paid out based on the contribution 

percentage.   
 

• To view the breakdown of payments click on the “View Transferability Chart” link.   
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Reap-Flex Payment Request 
 

• REAP-Flex authority allows the eligible LEAs extra flexibility in how they are allowed to 
budget and spend grant funds.  Essentially, REAP-Flex allows an LEA to budget one grant’s 
allocation against another grant’s function codes.  

 
• Funds remain with the source program.  Expenditures and revenue are coded accordingly.  
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Schoolwide Pool Payment Request 
 

• Districts/LEA should treat the funds it is consolidating like a single “pool” of funds.  
 

• The funds from the contributing programs lose their identity  
 

• School has greater flexibility to support activities without concern about which program 
funded a particular activity, or if the activities are allowable under the program 
 

• Contribute to Schoolwide Pool - If the attendance center has an Approved Schoolwide Plan 
and its Title I Status is Served or Served-Grandfathered, the LEA may choose to Contribute 
to Schoolwide Pool.  The LEA may check this box to indicate they want this school served 
by the Schoolwide Pool on Step 4 of the BOA. 
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• The Schoolwide Pool Payment Request calculates the amount per program based on the 

percentage of the “Net Allocation”.  
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• To view the breakdown of payment click on the “View Schoolwide Pool Details” link.   
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SECTION V 

REQUESTING ADDITIONAL PAYMENTS 
 

• After the first initial Payment Request, each additional payment request will calculate the 
actual cumulative program year expenditures to date minus amount paid to date. 

 
 
STEP 1: Select Payment Request and Select “Create 
Payment Request” 

 

 
STEP 2: Repeat steps from Section III 
 
 

*Payment Request CANNOT be submitted if a budget is in submit status.* 
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SECTION VI 
RECEIVING A PAYMENT 

 
• The payment is recorded in the monthly payment transmittal that can be found at:  

https://dese.mo.gov/financial-admin-services/school-finance/financial-reports 
 

• The payment transmittal will list the revenue code, program name, CFDA number, FAIN 
(grant award number), and amount paid. 

 

 
 

https://dese.mo.gov/financial-admin-services/school-finance/financial-reports
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