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Before You Begin  

To ensure you are following the appropriate steps, select the scenario that matches 

your transaction.  

Choose one of the following : 

• I am extending the term of a loan created in Lightning Docs . → Click here . 

• I am extending the term of a loan that was not created in Lightning Docs.  → 

Click here . 
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How to Create a Basic Extension  from an Existing Record  

 

(For  loan s  created outside  of Lightning Docs , please see page  7.) 

1) Locate the record in which you would like to extend the maturity date. You 

can do this by using the search bar or scrolling through the list of existing 

records. Select the file.  

 

2) You will then locate the purple “SELECT APP ” button at the bottom of the 

loan information preview box. (See screenshot below ). 

 

3) From the dropdown menu, you will select “Basic Extension ”. This will take you 

immediately into the interview for the Basic Extension application.  
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4 ) You will now notice a  preview of the loan information section at the top of the 

interview. This section should already be completed since information was 

copied from an existing record (see screenshot below ).  

 

 
 

IMPORTANT NOTE  

Under the details of an existing loan record, you can  

add to the record by selecting “Basic Extension ”, which will then prefill the 

below information.  

• Parties to the Transaction  

o Borrower  

o Lender  

• Collateral  

o Property Information  

• Standard Loan Terms  

It is crucial  to review the pre -filled information in the above categories to 

ensure that it matches the signed loan documents . Signed loan documents 

determine final terms and information, so the extension must accurately 

reference the correct information. That way, anything corrected after the loan 

documents were downloaded will be accounted for.  
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5) As you scroll further, you will notice new fields where the Extension 

information can be completed.  

 

 
 

6 ) Original Maturity Date : If the maturity date suggested by Lightning Docs 

(shown in bold above ) is not  correct, you may select “Yes ” to manually update 

the maturity date. A new field titled “Original Maturity Date ” will appear. 

Screenshot below : 

 

 

 

PLEASE NOTE : ONLY the ORIGINAL MATURITY DATE of the loan should be 

entered into this field.  Even if the loan has previously been extended, this  

date should reflect the original maturity date.  
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In the event that this extension is NOT the first extension of this loan, then 

you should select the Extension Maturity Date option to "Identify Specific 

Maturity Date " (screenshot below ). DO NOT  use the “Specify number of 

months to extend ” option, as this will calculate the number of months from 

the Original Maturity Date.  

 

 
 

7) Once you are satisfied with the information entered in the interview and are 

ready to download your documents, select the “Create Docs ” button in the 

lower right -hand corner.  
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8 ) You will now be redirected to your home screen, where you will see a new 

option to download your Basic Extension using one of the options highlighted 

below.  

 

If further assistance is needed, please reach out to support @lightningdocs.ai  

and we are happy to help ! 

  

mailto:support@lightningdocs.ai
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How to Create a Basic Extension from Scratch  

 

(For loans created within Lightning Docs, please see  page 2.) 

1) Click the “Create Record ” button located at the upper left -hand corner of your 

Lightning Docs homepage. From the dropdown menu, select “Basic 

Extension ”. 

 

2) A pop -up window will appear, prompting you to select a Scenario, the same as 

when creating a Master Document set. You may select if applicable or bypass 

by clicking the X in the upper right -hand corner.  

 

3) You will now be brought to the Basic Extension  interview. At the top of the 

interview, a  preview of the loan information section appears. This section will 

look a bit strange as the information in the interview has not yet been 

completed (see screenshot below ).  
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This information will update once these fields are completed and either the 

“Finish Later ” or “Create Docs ” button has been clicked.  

4 ) As you scroll further, you will notice new fields where the Extension 

information can be completed.  

 

5) Original Maturity Date : If the maturity date suggested by Lightning Docs 

(shown in bold above ) is not correct, you may select “Yes ” to manually update 

the maturity date. A new field titled “Original Maturity Date ” will appear. 

Screenshot below : 

 

 

PLEASE NOTE : ONLY  the ORIGINAL MATURITY DATE  of the loan should be 

entered into this field.  Even if the loan has previously been extended, this 

date should reflect the original maturity date . 
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In the event that this extension is NOT  the first extension of this loan, then 

you should select the Extension Maturity Date option to "Identify Specific 

Maturity Date " (screenshot below ). DO NOT  use the specify number of 

months to extend option as this will calculate the number of months from the 

Original Maturity Date.  

 

 
 

IMPORTANT NOTE  

It is crucial  to review the loan information in the categories below to ensure that 

it matches the signed loan documents . Signed loan documents determine final 

terms and information, so the extension must accurately reference the correct 

information.  

• Parties to the transaction  

o Lender  

o Borrower  

• Collateral  

o Property Information  

• Standard  Loan Terms  

 

6 ) Once you are satisfied with the information entered in the interview and are 

ready to download your documents, select the “Create Docs ” button in the 

lower right -hand corner.  
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7) You will now be redirected to your home screen, where you will see a new 

option to download your Basic Extension using one of the options highlighted 

below.  

 

If further assistance is needed, please reach out to support @lightningdocs.ai  and we 

are happy to help ! 
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