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Be sure you make a backup to DEMO to save the TES system before you start processing 

MySchoolReceipts Receipts. 

Step #1:  Process your receipts and deposit in TES exactly as you have been doing in the past. 

 

Step #2: Select a deposit to export to MCAI and click on  [Export Deposit] 

 

Step #3: click on Print Journal Entry to print a reference copy of the deposit.  
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Step #4: click on [Create MCAI Disk]   

 

 

Step #5: Login to MCAI LSA 

Step #6: TES-Receipts  NextGen LSA 

Select General Ledger  Journal Entry Import Program 

 

 

The file name is 

generated by using  and 

the date of the deposit. 

DEPYYYYMMDD.csv 

You can choose where this 

file is placed.   We do 

recommend it somewhere 

on the C: drive on your 

computer because this is 

accessible while you are in 

MCAI  
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Step #7: Click on [Browse] to Selec t the import file 

 

Step #8: Press [F1] to do the import. 

 

Step #9: Click on [Yes] to ignore this error 

 

Be sure and Change the 

search parameter to ALL 

Files (*,*) 


