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Duplicating a File  

GETTING STARTED  

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.  

 

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

from the dropdown menu.  
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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 ”. 

 

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

 

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.  

 
 

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

are happy to help ! 
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