
The following is a quick step-by-step on replacing those annoying “Document filed in paper 
format—no additionl information is available online” documents. 
 

1) Send your minute orders to the spool file and export them to word (see “Ariel's Guide to 
Exporting MINCs as Word DOCs and emailing them.pdf” for more information). 
 

2) Browse to your LexisNexis File & Serve Home tab and click “Scanned Document 
Upload” from your “Toolbox” in the lower right hand corner. 

 

 
  



 
3) From the Upload Scanned Documents screen select the “Replace an existing document or 

paper-filed event” radio button from the “Choose an Action” menu and then enter a Case 
Number in the Case Information menu and click the “Find Case” button. 

 

 
  



4) Click the radio button next to the appropriate case number and click the “Select Case” 
button. 

 

 
  



5) Select your judge or magistrate from the “Sending Party” menu by clicking the radio 
button next to his or her name. Then select the radio button next to the document you are 
replacing in the “Document details” menu. 

 

 
  



6) Change the “Document Title” to something meaningful and then click the “Browse…” 
button (unless you have the web-based scan utility installed). 

 

 
  



7) A “Choose File to Upload” window will popup. Browse to your Word DOC or Acrobat 
PDF, select it and either double click it or click the “Open” button. 

 

 
  



8) The path to your selected file will appear next to that browse button but the file isn’t 
ready to be transmitted until you click the “Attach Document” button. After you click the 
“Attach Document” button the document will appear just below. When the document is 
properly attached, click the “Submit Document” button. 

 

 
  



9) The system will tell you it is converting your uploaded document. 
 

 
  



10) Finally the system will confirm it’s success. 
 

 
 


