




BPUB Cleanup Workflow:
1. Extract Images (Bbooks Tab &  Convert numbers to text) 
· Run macro: Extract Images (only for chapters listed in Image Inventory).
· Outcome: Inserts image placeholders and saves images to /images folder.

2. General Cleanup (Bcleanp@prep Tab)
· Run macro: General Doc Cleanup.
· Function: Accepts tracked changes, removes extra formatting, and standardizes legal citations.
· Note: Delete TOC (if present) before running.

3. Italics and Case Names Tagging
· Run macro: Tag All ital & case to pre-tag italic text and case names.

4. Clean & Format Document
· Run macro: Clean & Mark Doc.
· Function:
· Applies Bnormal, removes all formatting.
· Replaces pre-tags with Bstyles.
· Tags bullets, number lists, and indented paragraphs.

5. Tag Tables
· Run macro: Find & Tag All Tables.
· Function: Prepares tables for conversion.
· Note: Visually compare with original doc for formatting consistency.

6. Tag Chapter Name
· Assign tag: chaptername.
· Location: Bbooks tab or "BPUB Prep Desktop".
· Format: Add "Chapter" prefix before the enumeration.

7. Apply Heading Tags
· Run macro: Tag Head (usually pick “Tag Head [I.]” unless otherwise specified).

8. BNA ID Tagging
· Run macro: BNA id Tagging (select “Last Digit” option).
· Note: Watch for:
· Mistagged Roman numerals (I, L).
· Misidentified table list numbers.
· Use "Remove BNA.ID Tagging" if needed.

9. Expand BNA ID
· Run macro: BNA id Expansion.
· Note: Input chapter number when prompted to prepend section heads.

10. Final Manual Review
· Check formatting for:
· Lists
· Long quotes
· Tables

11. Send to Gateway
· Run macro: send to bpub.
· Queue: Usually books-psp.
· QA Checklist:
· No filename spaces
· BHead levels are sequential
· Remove mistagged numbers/alphabets from tables
· Ensure no space between section numbers and headings after ID expansion

12. Oxygen Edits
· Before Autocite: Remove <line.break> or <discretionary.line.break> between citations.
· Other tasks:
· Replace inappropriate line breaks
· Remove empty tags using BV icon
· Run Autocite:
· Stage 1: All laws, regulations, services, web
· Stage 2: All cases
· QA section heads in collapse view

13. Push to BWIP
· Action:
· Select book via service code
· Overwrite/import file from queue
· Mark document for "Approval"
· Notify in JIRA & set for platform QA








✅ Pre-Cleanup Setup
· Navigate to the "BCleanup&Prep" tab.
· Run the "Convert Numbers to Text" macro before running cleanup macros.
· Ensure all titles are in Title Case (only the first letter of each main word capitalized).

✅ Chapter-Level Edits
· Each chapter includes an Author Block with bios linked via URL.
· Apply the proper style formatting to Author Blocks — retain URLs.
· Move footnotes from chapter titles/headers to the next paragraph.
· Fix broken paragraphs and section headers (use provided formatting example).
· Delete any content before the chapter title.
· Format the Summary Block as follows:
· Remove BNA.ID for section number "I".
· Change heading style from BHead1 to BQuote_long, keep bold.
· Style text below as BQuote_Long.
· Wrap in <summary.block> tags.

✅ Oxygen XML Editor Edits
· Search for and remove all discretionary.line.break unless inside Author Block.
· If inside Author Block, replace with <line.break>.
· Use “Remove Empty Elements” tool to clean:
· Empty <para>, <p>, <emph> tags.
· Manually remove empty <superior/> tags:
· Use Text Mode, find <superior/>, click Find All, then Replace All.
· Search and tag ellipses properly:
· Example 1: ... → space/ellipse/space
· Example 2: ... . → space/ellipse/space/period
· Example 3: . ... → period/space/ellipse/space
· Run Validation Macro after cleanup.
· Ignore empty tags in tables only.

✅ Autocite & Legal Citations
· Fix state law formatting:
· Periods must be inside <emph> tags.
· Entire code (e.g., Mo. Rev. Stat.) must be inside <emph>.
· Remove space after section symbol (use §290.530, not § 290.530).
· Run Autocite via BWIP only (not in Oxygen):
· Run Part 1:
· All BNA Services
· All Federal Rules of Procedure
· All Federal Agency Documents (not Tax)
· All Federal Laws
· Federal Laws by Acronym (skip EHS)
· Federal Laws by Name
· Federal Regulations (uncheck COMREG)
· Model Acts
· State Agency Documents
· State Constitutions
· State Laws
· Web
· TM State Regulations
· Run Part 2:
· All Cases

✅ Special Tagging Requirements
· Add <outside.paywall> tag inside existing <related.to>:
· Set attributes:
· paywall.status="summary"
· related.page="https://www.bloomberglaw.com/product/BLAW/page/book_blaw_cpglf"
· seo.description="Guide for legal professionals on cybersecurity, data privacy, and digital ethics addressing the intersection of technology, ethics, and regulation"
· Confirm each chapter has <summary.block> with:
· Author name and URL in <cite.url>
· Update note (e.g., "Current through April 30, 2025")
· Summary content inside <long.quote>

✅ Final Steps
· Pull file into BWIP:
· Use "Import from Queue", service code: CPGLF-Book
· Checkout the document first
· Update Jira Ticket:
· Do NOT attach the processed Word or image files.
· Ensure files are saved at:
\\wideaccess.intdom.bna.com\share\jade_data\data\ProductSupport\DataAdministration\Books\Books\3. Source and Analysis\CPGLF-Book\CPGLF1\docs\doctosgml

