Duplicating a File

You can create a one-to-one copy of a file that you have previously created in
Lightning Docs by following the steps below:

1) Select the loan that you would like to duplicate in your list of Lightning Docs

files.
CREATE RECOR... - Add filter GLOBAL INFO ~
RECORDS LAST MODIFI... STA.. DETAILS
a a
¢ .
New Work tem Apr 20,2026 | 456 Property Street (Lending Lender LLC) (ABC LLC) (CA) ©
321 Collateral Property... Apr 17, 2026 v (Steve TESt)
Borrower(s): Status: v Available
New record (created b... Apr 17, 2026 -4 1. ABC LLC, a California limited liability company Last Apr 17, 2026, 1:24
Guarantor(s): modified: PM
456 Property Street (Le... Apr 17,2026 v 1. John Smith Last
. as
i modified
456 Property Street (Le..  Apr 17, 2026 v Lender(s): by:
1. Lending Lender LLC, a California limited liability company
External Closed
123 Main Street (Lendi... Apr 14, 2026 v Property(ies): access:
1. 456 Property Street, Irvine, California 00000 (owned by ABC LLC, a
123 Main Street (Lendi... Apr 14, 2026 v California limited liability company)
Loan Amount:
Apr 14, 2026 v $500,000.00
Apr 14, 2026 v Interest Rate:
10%
Apr 14, 2026 v
P APP 4 LAST MODIFIED STATUS ACTION
123 Property Address (.. Apr 10, 2026 v Master Loan Apr 17, 2026, 1:24 PM Completed .

2) Hover over the hamburger menu in the top right corner and select “Export”
from the dropdown menu.

456 Property Street (Lending Lender LLC) (ABC LL

(Steve Test) + Open in full screen
—> QEEEUNG
Borrower(s): Status:
e — ‘DHistory
1. ABC LLC, a California limited liability company Last
as . B Delete item
Guarantor(s): modified:
1. John Smith Last
dified
Lender(s): EO e
1. Lending Lender LLC, a California limited liability company v
External Closed
Property(ies): access:

1. 456 Property Street, Irvine, California 00000 (owned by ABC LLC, a
California limited liability company)




3) Selecting “Export” will download the loan file to your computer as a “JSON”
file type.

4) Hover over the “Create Record” dropdown menu in the top left corner and
choose the “Import JSON or CSV”.

CREATE RECORD ~ “
_ LAST MODIFIED STATUS

Master Loan Apr 20, 2026

New York Building Loan

Madification Apr 20, 2026

Basic Extension

Apr 20, 2026 v

Import JSON or CSV

5) Drag and drop the .json file that you just downloaded into the pop-up window
or locate the file on your computer and select. Then choose “Master Loan”
from the dropdown menu and click “Upload”

Import JSON or C5V

_456 Property Street (Lending Lender LLC) (ABC LLC) (CA) (Steve ... o

2.63 KB - Uploaded

Prepare for use with app (optional)

Master Loan W

e




6) Close out this window once you receive a “100%” successful upload.

Import JSON or CSV

Summary
TOTAL SUCCEEDED FAILED
1 elements 1 elements, (100%) 0

_" Close

7) You have now created a one-to-one copy of this file. The duplicated file should
be the first file in your account labeled with the same name as the original
file. You can access the file to make any necessary edits by clicking “Review or
Update” as shown below.

RECORDS LAST MODIFI... STA.. DETAILS
156 Property Sreet (.. Apr 20,2006 6 Property Street (Lending Lender LLC) (ABC LLC) (CA) ©
(Steve Test)
New Work ltem Apr 20, 2026 v
Borrower(s): Status: v Available
1. ABC LLC, a California limited liability company
321 Collateral Property...  Apr 17, 2026 v Last Apr 20, 2026,
Guarantor(s): modified: 12:13 PM
New record (created b... Apr 17, 2026 -4 1. John Smith Last
Lender(s): Emded
456 Property Street (Le...  Apr 17, 2026 v 1. Lending Lender LLC, a California limited liability company v
External Closed
Property(ies): access:
436 Property Street (Le... Apr 17,2026 v 1. 456 Property Street, Irvine, California 00000 (owned by ABC LLC, a
California limited liability company)
123 Main Street (Lendi... Apr 14, 2026 v
Loan Amount:
123 Main Street (Lendi... Apr 14, 2026 v $500,000.00
Interest Rate:
Apr 14, 2026 v 10%
Apr 14, 2026 v APP LAST MODIFIED STATUS ACTION
Apr 14, 202 v Master Loan Apr 20, 2026, 12:13 PM Modified RZ\;ii\:t:r
pda

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

are happy to help!
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