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​    Generic CSV Imports​

 
 

 

 

 

 

 

 

 

 

 

 

 



Documentation 

As of now, you can use generic imports to import contacts (both persons and organizations) as well as tasks, 

comments, and notes.  

 

Guidelines 

●​ Always start the import with a few records (10-20 samples). This approach makes it easier to adjust the 

format and redo the import if necessary. 

●​ Each file must be mapped to a single entity type: person, organization, task, comment, or note. 

●​ It is crucial that files with links between them are configured in the same Laylah import. 

●​ Make sure  that date formats are respected; otherwise, the import will fail. 

●​ We strongly suggest that you use our Excel templates without modifying the column headings, to simplify the 

task. 

●​ Don't forget to convert the template to comma-separated CSV format before importing. 

●​ You can run imports multiple times without any risk of duplication. 

●​ It is possible to delete a file imported into the configuration but this does not delete the data in Laylah. 

●​ If the import configuration is deleted, all data imported by that configuration will be deleted. 
 

We are continuously adding supported fields, so please let us know if you need anything! 

 

 



 

Supported Entities 

Persons 

Column Format Description 

id Text Must be unique for each row. 

first_name Text Contact first name. 

last_name Text Contact last name. 

middle_name Text Middle Name 

status client, prospect, other Contact status. 

birthdate* Date Suggested format : YYYY-MM-DD. 

gender male, female Contact gender.​
Use only a value from this list (all in small caps). 

file Text Contact file unique number. 

personal_email Text Personal email. 

work_email Text Work email. 

personal_phone Text Personal phone. 

work_phone Text Work phone. 

home_address Text Home address. 

work_address Text Work address. 

other_address Text Other address. 

tags  List[Text] List of labels to assign to contact. Values must be separated by “;” 

assignees Text Assignees Names for this contact. Values must be separated by “;” 

pin Text This value will add a pinned note to the created contact. 

relationship_status 

single,divorced,engaged,
in_a_relationship,in_civil_
union,in_domestic_partn
ership,its_complicated,m
arried,separated,widowe
d,unknown 

Contact relationship status.​
Use only a value from this list (all in small caps). 

occupation Text Biography occupation 

job_title Text Current job title 

employer Text Current employer 

annual_income Numeric Must be a numeric value without any dollar signs. 

ssn Text Contact social security number 

 



driver_license Text Contact driving license number 

 

Organizations 

Column Format Description 

id Text Must be unique for each row. 

name Text Organization name. 

legal_name Text Organization legal name. 

description Text Organization description. 

status client, prospect, other Contact status. 
Use only a value from this list (all in small caps). 

email Text Primary location email address. 

phone Text Primary location phone number. 

address Text Primary location physical address. 

tags  List[Text] List of labels to assign to contact. Values must be separated by “;” 

assignees Text Assignees Names for this contact. Values must be separated by “;” 

pin Text This value will add a pinned note to the created contact. 

 

 

 



Tasks 

Column Format Description 

id Text Must be unique for each row. 

summary Text Task summary. 

description Text (plain text only) Task description 

status Picklist Value Task status. Value must match configured tasks statuses in Laylah. 

priority Picklist Value Task priority. Value must match configured tasks priorities in Laylah. 

type Picklist Value Task type. Value must match configured tasks types in Laylah. 

created_at DateTime* Task creation timestamp. 

completed_at DateTime* Task completed timestamp. 

due_at Date Suggested format : YYYY-MM-DD. 

assignees List[Text] Assignees Names for this task. 

person_ids List[Text] List of ids that refer to person ids. Files must be in the same import for the 
link to work. Values must be separated by ; 

organization_ids List[Text] List of ids that refer to organization ids. Files must be in the same import for 
the link to work. Values must be separated by ; 

 

Comments 

Column Format Description 

id Text Must be unique for each row. 

content Text (plain text only) Comment description 

created_at DateTime* Comment creation timestamp. 

updated_at DateTime* Comment updated timestamp. 

person_id Text Link to a person. Files must be in the same import for the link to work.  

organization_id Text Link to an organization.. Files must be in the same import for the link to work.  

 

 

 



Notes 

Column Format Description 

id Text Must be unique for each row. 

content Text (plain text only) Note description 

created_at DateTime* Note creation timestamp. 

person_id Text Link to a person. Files must be in the same import for the link to work.  

organization_id Text Link to an organization.. Files must be in the same import for the link to work.  

 

Investments 

The investment rows will be grouped by account_number. The first record in the group will be used to populate the 

account fields and then all securities are added to this account (one security for each row). 

Column Format Description 

id Text Must be unique for each row. 

account_number Text  

account_description Text  

account_name Text  

account_status active,suspended,liquidat
e_only,closed,unknown Use only a value from this list (all in small caps). 

account_type 

cash, dpsp, fhsa, fresp, 
ipp, lif, lira, lrif, lrrsp, 
margin, non_registered, 
other, prif, rdsp, resp, rif, 
rrif, rrsp, srif, srrsp, tfsa, 
unknown 

Use only a value from this list (all in small caps). 

account_start_date Date Suggested format : YYYY-MM-DD. 

account_end_date Date Suggested format : YYYY-MM-DD. 

account_under_management true, false Use only a value from this list (all in small caps). 

account_value Numeric  

account_book_value Numeric  

account_maturity_date Date Suggested format : YYYY-MM-DD. 

account_institution Text  

account_owners List[Text] List of person names. Values must be separated by ; 

security_name Text  

security_type 
stock, option, bond, right, 
gold, index, mutual_fund, 
gic 

Use only a value from this list (all in small caps). 

 



security_fund Text  

security_gic_code Text  

security_gic_name Text  

security_certificate Text  

security_term Text  

security_rate Numeric  

security_start_date Date Suggested format : YYYY-MM-DD. 

security_end_date Date Suggested format : YYYY-MM-DD. 

security_end_value Numeric  

security_redeemable true, false Use only a value from this list (all in small caps). 

security_cusip Text  

security_isin Text  

security_sedol Text  

security_symbol Text  

security_position_date Date Suggested format : YYYY-MM-DD. 

security_position_quantity Numeric  

security_position_book_value Numeric  

security_position_market_value Numeric  

Person_ids List[Text] List of ids that refer to person ids. Files must be in the same import 
for the link to work. Values must be separated by ; 

organization_ids List[Text] List of ids that refer to organization ids. Files must be in the same 
import for the link to work. Values must be separated by ; 

 

 

 



Insurances 

Insurance lines will be grouped by policy_number. The first record in the group will be used to populate the policy 

fields, then all coverages are added to this policy (one security for each line). 

Column Format Description 

id Text Must be unique for each row. 

policy_number Text  

policy_plan_name Text  

policy_description Text  

policy_status 

annuitized, applied_for, 
approved, canceled, 
candidate, 
cash_value_paid, 
claim_pending, 
conversion_pending, 
converted, 
death_claim_paid, 
death_claim_pending, 
declined, dormant, 
exercised, expired, 
extended_term, 
fully_paid_up, 
grace_period, in_force, 
inactive, incomplete, 
invalid, issued, 
lapse_pending, lapsed, 
matured, other, paid, 
paid_up, pending, 
postponed, proposed, 
quoted, reduced_paid_up, 
refused, reinstated, 
reissue, rescinded, 
surrendered, suspend, 
terminated, 
under_disability, unknown, 
vested 

Use only a value from this list (all in small caps). 

policy_type 

annuity, critical_illness, 
disability, health, life, 
long_term_care, 
medicare_supplement, 
property_and_casualty, 
unknown, other 

Use only a value from this list (all in small caps). 

policy_sub_type 
term, whole, universal, 
guaranteed, 
non_guaranteed, other 

Use only a value from this list (all in small caps). 

policy_under_management true, false Use only a value from this list (all in small caps). 

policy_issue_date Date Suggested format : YYYY-MM-DD. 

policy_effective_date Date Suggested format : YYYY-MM-DD. 

policy_renewal_date Date Suggested format : YYYY-MM-DD. 

 



policy_termination_date Date Suggested format : YYYY-MM-DD. 

policy_institution Text  

policy_face_amount Numeric  

policy_cash_value Numeric  

policy_surrender_value Numeric  

policy_insureds List[Text] List of person names. Values must be separated by ; 

policy_owners List[Text] List of person names. Values must be separated by ; 

policy_beneficiaries List[Text] List of person names. Values must be separated by ; 

coverage_order Numeric  

coverage_plan_name Text  

coverage_description Text  

coverage_type 

annuity, critical_illness, 
disability, health, life, 
long_term_care, 
medicare_supplement, 
property_and_casualty, 
unknown, other 

Use only a value from this list (all in small caps). 

coverage_sub_type 
term, whole, universal, 
guaranteed, 
non_guaranteed, other 

Use only a value from this list (all in small caps). 

coverage_status 

annuitized, applied_for, 
approved, canceled, 
candidate, 
cash_value_paid, 
claim_pending, 
conversion_pending, 
converted, 
death_claim_paid, 
death_claim_pending, 
declined, dormant, 
exercised, expired, 
extended_term, 
fully_paid_up, 
grace_period, in_force, 
inactive, incomplete, 
invalid, issued, 
lapse_pending, lapsed, 
matured, other, paid, 
paid_up, pending, 
postponed, proposed, 
quoted, reduced_paid_up, 
refused, reinstated, 
reissue, rescinded, 
surrendered, suspend, 
terminated, 
under_disability, unknown, 
vested 

Use only a value from this list (all in small caps). 

coverage_amount Numeric  

 



coverage_issue_date Date Suggested format : YYYY-MM-DD. 

coverage_renewal_date Date Suggested format : YYYY-MM-DD. 

coverage_termination_date Date Suggested format : YYYY-MM-DD. 

coverage_insureds List[Text] List of person names. Values must be separated by ; 

Person_ids List[Text] List of ids that refer to person ids. Files must be in the same import for 
the link to work. Values must be separated by ; 

organization_ids List[Text] List of ids that refer to organization ids. Files must be in the same 
import for the link to work. Values must be separated by ; 

 

 

 



Datetime formats 

Format Description 

2006-01-02T15:04:05Z07:00 RFC3339 
Exemples :  
"2025-12-25T16:32:59-05:00" (UTC-5, omit the Z) 
"2025-12-25T16:32:59Z" (UTC, include the Z and omit the rest) 

2006-01-02T15:04:05.999999999Z07:00 RFC3339 with nanoseconds 

02 Jan 06 15:04 MST RFC822 

02 Jan 06 15:04 -0700 RFC822 with timezone 

Monday, 02-Jan-06 15:04:05 MST RFC850 

Mon, 02 Jan 2006 15:04:05 MST RFC1123 

Mon, 02 Jan 2006 15:04:05 -0700 RFC1123 with timezone,  will be interpreted in UTC. 

 

*02 refers to the day, 01 refers to the month & 06 refers to the year in the samples above. 

 

Date formats 

Format Description 

2006-01-02 - 

2006/01/02 - 

02/01/2006 - 

02 Jan 06 - 

02 Jan 2006 - 

02 January 06 - 

02 January 2006 - 

2006-01-02T15:04:05Z07:00 RFC3339 (time value will be ignored) 

2006-01-02T15:04:05.999999999Z07:00 RFC3339 with nanoseconds (time value will be ignored) 

02 Jan 06 15:04 MST RFC822 (time value will be ignored) 

02 Jan 06 15:04 -0700 RFC822 with timezone (time value will be ignored) 

Monday, 02-Jan-06 15:04:05 MST RFC850 (time value will be ignored) 

Mon, 02 Jan 2006 15:04:05 MST RFC1123 (time value will be ignored) 

Mon, 02 Jan 2006 15:04:05 -0700 RFC1123 with timezone (time value will be ignored) 

 

*02 refers to the day, 01 refers to the month & 06 refers to the year in the samples above. 
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