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Migrating candidate data into Lever doesn’t have to be tricky. 
We’ve built a template to help simplify this process. Once 
your jobs are created, you can download our preformatted 
template, fill it out, then send it to Lever for upload.

Full-Name: Candidate’s full name (Required).

Email: Candidate’s email address.

Date-Added: The date the candidate was created 
in the system. If left blank, it will default to the 
date of upload (Required).

Stage: The active Lever stage the candidate 
belongs in (Required).

Archive-Reason: If the candidate was 
dispositioned or hired, the archive reason the 
candidate belongs in. This can be left blank if 
the candidate is still active.

Archive-Date: The date the candidate was 
dispositioned or hired. This can be left blank if 
the candidate is still active. If an archive reason 
is present, but the archive date is left blank, the 
archive date will default to the date of upload.

Sources: The source the candidate was brought 
in from.

Origin: This is a fixed list - Applied, Sourced, 
Referred, University, Internal, Agency (Required).

Tags: You can separate multiple tags by comma 
(no spaces).

Phone: You can separate multiple phone 
numbers by comma (no spaces).

Links: You can separate multiple links by comma 
(no spaces).

Referrer: If referred, you can place the referrer 
name here.

Resume-Filename: The matching resume 
filename if applicable.

Lever-Posting-URL: You can grab the external 
link to the job and place it here. If left blank, the 
candidate will be associated with a general 
opportunity.

Owner: If no owner is set, it will default to the 
owner of the job posting.

Note-0: If you have notes/feedback on the 
candidate, you can add the note here. You can 
also specify the creator, date, and privacy of the 
note in the respective column.

When filling out the template, here are a few columns to highlight:

http://lever-assets.s3.amazonaws.com/help/files/Candidate_Import_Template_September162016.csv
http://lever-assets.s3.amazonaws.com/help/files/Candidate_Import_Template_September162016.csv


After filling out the preformatted CSV, your final output may 
look like this:

What else should I know to ensure proper 
migration of our data?

● Each row will create a new candidate 
opportunity in Lever.

● Preserve all column headings.
● Ensure correct spelling. For example:

○ “New Lead” for Stage, not “Lead”
○ “JohnSmith_Resume.pdf” not 

“John Smith resume”
● Lever will catch duplicate profiles. If the 

candidate has multiple applications, 
please make sure the email addresses 
are the same to ensure a proper merge.

Should I migrate all my data?

A lot of customers will choose to migrate a 
subset of their data, but it’s ultimately up to 
your team to decide what data you want to have 
represented in Lever.

Do I need a technical background to complete 
the data migration on my own?

Absolutely not. A lot of legacy data extracts will 
be presented in CSV format. The bulk of the work 
is to transfer the data from the respective CSVs 
into Lever’s preformatted template. This will 
require a lot of copying and pasting between 
spreadsheets, but having a basic knowledge of 
Excel can definitely help speed up the process.

Once I fill out the CSV, what’s next?

Once you have filled out the CSV, you can send it 
to Lever’s support team for upload. If you have 
resumes, please include them in a ZIP folder on 
the same request. It will typically take our 
support team 3-4 business days to complete the 
upload. Please make sure to audit your data 
prior to sending to Lever to ensure a smooth 
transition.

What if I only want to upload the resumes?

You can send our support team a ZIP folder of all 
the resumes and we can upload the resumes en 
masse. Each resume will create a candidate 
profile and will be associated with a general 
opportunity. All candidates will be uploaded into 
the “New Applicant” stage unless another status 
is specified.

Aren’t origin and source the same thing?

We know from our customers that many users 
organize their sources into higher-level 
categories. We call these broader categories 
origins (applied, sourced, referred, internal, 
agency, university). Origins allow you to group 
your sources together and build reports on these 
sources in bulk.

https://help.lever.co/hc/en-us/requests/new
https://help.lever.co/hc/en-us/requests/new

