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Section Title

File Format
A technical look at file format 
options and how to safely open 
files to review the data



File Format

● What is a Delimiter?
○ A character used to 

separate values within the 
file.

● What is a field qualifier?
○ A character used when the 

delimiter character is part 
of the imported data.

● Common Delimiters
○ Comma , delimited
○ Tab delimited
○ Tilde ~ delimited

● Double Quotation 
Qualifier
○ “First Name, Last Name”, 

”Grade”,”School”



Section Title

File Transfer Utilities
How to transfer and manage your 
data files for automated importing



File Transfer Utilities  (Cloud Only)

● What is SFTP?
○ Secure File Transfer Protocol.

● What is an SFTP client?
○ A small program used to assist 

with transferring files from your 
local computer to the cloud file 
storage location.



Section TitleSection Title

Mosaic Exports
How to create and run a Mosaic 

Export



Mosaic Export
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Mosaic Imports
How to create and run a Mosaic 

Import



Mosaic Imports
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Scheduling Imports/Exports
How schedule automated Imports 

and Exports in Mosaic



Scheduler Tasks
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Troubleshooting Missing Students
Understanding how troubleshoot 

missing students in Mosaic



Review and Import



Troubleshooting Missing Students

● Check Mosaic
○ Search by ID.
○ Search by Name.
○ The child may be in Mosaic as Active = False, this would omit them from the Point of Sale 

student search.

● Connect to the Mosaic - SFTP
○ Verify when the Import File was last modified.

■ Download this file and search for the child.

● Check the Import Results - “Review and Import Tab”
○ Choose the most recent date (in most cases).
○ Checkmark only the top student to cause duplication and create a new record.
○ Checkmark both top and bottom to update the current record.




