Creating Portfolio Chapter documents (analysis.98)
BPub Prep Workflow CLEANUP, TAGGING, SENDING TO “GATEWAY”

P 1. Create New file in Word.

A. In Word, click on File, then New, then Personal, then BPub_#########, then in DocType GUI, under
Portfolio, select “Chapter” then OK.
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B. You should now have an empty file, populated
with an empty <porfolio.unit.start>.

Unit. Start{

unitstart| | banner.name enterteyt || bRaid.prefix | eptertext . ClaSS.C008™ | enterpeQUIRED-text |- 0ASS.NAME™ | cnterREQUIREDtext -
COPYright.OWNEr | entertext |- OO |entertext’ |- PArtname entertext |- PAMLNUM | entertext |- PAMNEME | entertext
portfolio.classification | entertext| . portfolio.name | eptertest! . publication.num™ | enter.REQUIRED4ext |- S8IVICR.CO0E™ | thogsean-item:
(REQUIRED) - Short.dass.name entertext - SMOMLUNILNAME | entertext - SUDCIASS.NEMe | eptertext | UNILCOO® | entertext

UNit.name™ | enterREQUIRED-text| - VOIUME.NUM |gntertext | | UNItStart 1

Document
. ~ v
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P 2. General File Cleanup and Preliminary Style Tagging

A. <portfolio.unit.start>. Enter values by tabbing from field to field. The service.code value is
accessible via a picklist (you must be in Print Layout view to access the service.code picklist (access
Print Layout under the View tab)).

NOTE: The unit.start values must be added before sending the file through the gateway.
B. “Clean up” file. Click on the BCleanup&Prep tab.

@ HS O: N\ Do

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW BCleanup&Prep BAnalysis-Other D

Eﬁ v #4*1' Tag ALL ital & case v, “1% Add <it_start> /% General Style Tagging ~ AB] 122
E 23
BRukP — G LD *2) Clean & Mark Doc Add ot < Add <cn_start> !T Individual Cleanup Tools ~ Fixand R-) b c i
ubPrep Inse eneral Doc . <cn_start> ix and Renumber onve
Desktop ~ File Cleanup #G._.EL Find&Tag All Tables & <end> “% Add <end> Footnotes ~ Numbers to Text
/Prepar E(&top Gerferal Cleanup PreTag Document PreTag Tools General BTagging Tricks
#1 # #3 - ; 1 .

Make sure cursor is located before the empty 9. Then, select in the following order:
1. BPub Prep Desktop — opens Navigation/DocMap Pane, Style Pane, and Style Box.
2. Insert file — navigate to correct directory, then select [YOURFILENAME] and then, Insert.

EDac_Start Unit.Starﬂ'
Bnormal unit.start|| banner.name | oprertexe | bnaidprefix oprertext | d8s5.c0de® oporREQUIRED-text - ClaSSnaME ooierrequIRED
text| || coPyrightowner (antartaxt| | folio lantertext || PArtname (antartext| - PALMUM (antartext| |- PAMNEME | anpertext
portfolio.dassification |aprer taxt| || POMHONGNAME |aprarrexe) | PUDICAHORNUM® | wrrar REQUIRED text| || SEMVICEc0de™ criaose an
item-(REQUIRED) | - short.cdass.name | onrertext short.unit.name (ooiertext | - Subdass.name | oniertext unit.code (oneertext

Depending upon the original
file, your file may now look
something like this:

Unit.name® | opror REQUIRED-text | - YOIUMEMUM | oniortext | | |UNit.start |

Documenty

1

-1
rame_da_chapter IT.*Notification 'of+§501(c)(3) ‘Status«
1

A.‘New-Organizations¥

T

1.-Section-508(a)-General Rulef

P

m W W o

&eclmn'SOS(a) ‘provides-that -an-organization-organized -after-October-9, 1969 -will not ‘be treated -as-described -
in-§501(c)(3) unless it properly notifies the TRS that 1t is applying for recognition of its-exempt status > Reg -
§1.308-1(a)(1)(ii) providesthat-if the-organization-has timelv given the prescribed -notice, -it will-generally -be-
treated -as-described in-§501(c)(3)-from the dateof its formation -Such-organization-will not ‘be treated -as-
described mn-§501(c)(3) for the period -priorto-giving notice, however. ‘unless notice-1s-given-within the-15-month,
time-period -set-forth-in Reg.-§1.508-1T(a)(2)(1).*-or 27-month -period {15 months-plus-12-month-automatic-
extension).?-Certain newly created -organizations-(created -after October-9,-1969) -are-excepted from these-
requirements-under-§508(c) %

The IRS tuled that the-survivor-of-a merger-of two-public-charities-is not-considered -a -new-organization -and is-
therefore not required to-give notice-under-§308(a). The merger-did not -affect the-exempt status-of the survivor-
which-was to-carry-on the activities of both parties to the- merger " However. the IR S-also ruled that-a-
consolidation-of two public-charities tesulted -in-a-new-entity-which had to-give notice under-§508(a) .2 Exempt-
status-did not cover-a-pre-incorporation-period -where-a-corporation-was a-successor-to -an-unincorporated -
assaciation that had carried an-the-same-activities for-three-vears withont filing a Form 1023 - When an-

3. General Doc Cleanup — this macro “cleans up” the document. Click OK when prompted.
4. Tag ALL ital & case — this macro finds italics, differentes italic vs casenames, applies Bstyle.
5. Clean & Mark Doc — applies Bstyles. Click OK when prompted.

6. Find&Tag All Tables — tags tables (does nothing if file has no tables). Click OK when
prompted.
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C. Resulting File.

After running the Cleanup macros, file will look generally like this:

The basic “Bstyles” have now been applied (i.e., BNormal and Blist_item_bul).

BDoc Start Ul'lit. St T

Eharmal unitstart(| banner.name | gnter-text bna.id.prefix | gnrer-text class.code™ (| .| dass.name® yyy | . copyrightowner (gnear

e folio | antertext part.name | grtertext part.um | oo et pdm.name | oo portfolio.dassifiation | on0r
eyt - Portfolioname aprarteyr . Publicatiomnum™ 315 .| servicecode™ agpor . shomtclass.niame aprertext
shortunit.name | oo e subdass.name | ooeoc ot unit.code | gpeerrex unit.name™ |, volume.num | Tz the Chapter

MName unit.start ﬂ

BDoc_Start
o Documentf]

BNarmal IIL Notification-of-§501(c)(3) -StatusT
BNl A.New-OrganizationsY

1.-Section-50f(a)-General Rule{

Section-508(a) provides that -an-organization-organized -after October9,-1969! -will not ‘be treated -as-described m-
§3501(c)(3)-unless it properly notifiesthe IR S that it is-applying for recognition-of-its-exempt status. > Reg.-
§1.508-1(a)(1)(it)-provides that-if the organization has-timely-given-the prescribed notice, 1t ‘will-generally-be-
treated -as-described -m-§501(c)(3) fromthe-date-of its formation * -Such-organization will not ‘be-treated -as-
described -in-§501(c)(3)-forthe period -prior to-giving notice, however, unless notice 1s-given-within-the-15-month-
time-period set forth in Reg_-§1 308-1T(a)(2)(1).*-or-27-month-period {15 months-plus-12-month-automatic-
extension).’ - Certain newly created -organizations (created -after-October 9,-1969) are-excepted from these-
requirements under-§308(c). %

BNormal

BNarmal

Elormal The IR S tuled that the survivor-of a-merger-of two-public charitiesis-not -considered -a-new-organization-and -is-

therefore not required to-give notice under-§508(a). The merger-did not-affect the-exempt status-of the survivor-
which wasto-carry onthe-activities of both-parties tothe merger.” However, the IR S -also-ruled thata-
consolidation -of two public-charities resulted -in-a new-entity-which-had to-give notice-under-§308(a).> Exempt -
status-did -not-cover-a-pre-incorporation period -where-a-corporation was-a-successor to-an unincorporated -
association-that had -carried -on the-same-activities for three years-without filing-a Form-1023 - When-an-
unincorporated -association-incorporates, a-new-legal-entity-is formed -which-must-comply with-the-§ 508 notice-
requirements. % This-is true even if the unincorporated -association-had -already given notice to the TR S -which-
recognized ‘its-exempt -status. ‘Upon-incorporation, the-entity must start from scratch -and -give the IR S notice that-
it-is-applying for recognition-of exempt status 19

Btlormal Note:-An-organization may -also-have to reapply-for-exemption inthe-states-in -which -1t -operates-upon ts-
incorporation.y

ENormz| The IR S-mled thata-sinole-membertimited iabilitv:company(LLC) awhose-solememberisa-5301()3):

D. Save file.
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P 3. DocType-Specific Tagging.

A. Tagging. Click on BPortfolios tab. See buttons in the Portfolio Tagging Shortcuts group.

HOME  INSERT  DESIGN PAGE LAYOUT ~ REFERENCES — MAILNGS ~ REVIEW  VIEW  BCleanup&Prep BPortfolios |~ DEVEL

] = ENormal ¥ BHdl 4 BHd4 & BQuote~ E Bullets = 3= Indent Level (&) Image BU

A = Tag 5th-6th Level Hds Oper;yles A ChapMame & BHd2 4 BHdS (4 BAuthor ;E Blist_orig¥ - €= Outdent Level ~ AE Fix/Renu

. File PﬂTag Single Special P~ 515 Casename 4 BHd3 E: Blist_num# ~

Start Portfolio Tagging ShortCuts Chapter Tagging List Item Tagging Custo
5 5 3 3

B. Apply General Portfolio Tagging. Select “Tag Hds & Special Ps.”

This macro cycles through your file. It looks for headings, bulleted/numbered lists, and “special” paras
and applies the correct Bstyle tagging. (“Special Ps” are paragraphs which begin with “Comment:”,

“Example:”, “Practice Note:”, etc.)

For example: a “BHead1” style would be applied to return followed by a capital
letter followed by a period, followed by a space or tab (A. Heading Text Here).

Typically, if a macro is “not working,’ it is because it is not finding the expected
pattern. Please check this in your document if you have problems with the macros.

If your portfolio goes to a 5™ or 6" level, use the “Tag 5th-6" Level Hds” button.

C. Review Document. Check for correct Bstyles, correct heading levels, <portfolio.unit.start> values,

etc.

Use the individual tagging tools under the “Chapter Tagging,” and “List Item Tagging” groups to apply

any style missed by the macro.

HOME INSERT DESIGM PAGE LAYOUT REFERENCES ECleanup&Pre BPortfalios DEVEL]
@ = Tag Hds & Special Ps = EMormal ¥ BHdl 4 BHd4 & BQuote~ E Bullets - 3= Indent @Image By
1 = Tag 5th-6th Level Hds Ooens A ChapName 4 BHd2 4 BHdS g} BAuthor  := Blist_origi~ &= Outdent Level )AB, Fix/Renu
nsert penaty —
File l":‘Tag Single Special P - me 4 BHd3 := Blist_num# =
Start Portfolio Tagging ShortCuts Chapter Tagging List Item Tagging Custo
Q 1 7 2
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Use the Navigation Pane to ensure that document headings are correctly nested.

L
Navigation v
o- BDoc Start Un
Bxormal ™
HEADINGS PAGES RESULTS
. text
4 1, Affiliation Agreements i
A . What are Affiliation Agresmernts? uni
* 1. Covenants
* 2. Legal Concemns Boe start Do
1. Jaint Operating Agresments ENarmal Ard
4 A What are Joint Operating Agreemen... Bormal J
1. Structure ay
¥ 2. Selected Legal Concerns EHeadl I
I Joint Ventures -
A Whatis a Jaint Venture? Eread2
4 8. Special Corporate Law Issues 4.
1. Many community hospitals are o... Earmal Aff]
¥ 2. Many community haspitals are o... B
4 . Other Common lssues in Affiliation.. P—
1. Governance
¥ 2. Cultural and Refigious Issues BMormal i'hc
IV, Leases and Management Agreeme... to-
A. How can a lease or a management. EMormal T)'J
4 B, Interesting features of leases and m...
1. Commitment by the landlord or... EHeadd
2. Commitment by the landlord or...
V. Acquisitions
4 A Forms of Transactions Brieacs
1. Asset Purchase
5 g Exeadd

C. Document Ready to “Send to BPub” (or, in old terms, to “Send to the Gateway”)

Below is an example of a file ready to Send to BPub. Note that it begins with a single
“Bchapter Name.” Each portfolio chapter must have something as BChapter_Name at the beginning of
the file.

- BDoc_Start IJnit.Startf
BNormal - = 5
unitstart | banner.name |enrertext) || DN prefix [enterrext| |- dass.code® (4] |.( dass.name™ (xxx) . opyrightowner [enser
text] (000 entertaxt] - PARNGME [antartext] |- PAREAIM antartest] |- PAMNGME [antar-tast) || pOTEFOND dasSTREAEON [¢pter
text] - BOTtfolio.name [gntartext) ). PUblicationnum® (1219 d€* [agtpor) |- SHOM.2S5.08ME [amertext
short.nitname [oniertexc) - SUbCass.name [gnartext) - UNitode [gntartgxs ) .| unitaame® (i} Ju{ volume.num (Thisis he-Chapter

Name | | Junit.start 4

BDoc_Start Documentﬁ'
scnapter tame 01 ‘Notification 0f-§501(c)(3)-Statusq
Brieact A.-New-Organizationsq

BHead2

1.-Section-508(a)-General-Ruleq

S Section-508(a) providesthat-an-organization organized ‘after October-9,-1969" -will not betreated -as-described in
§501(c)(3) unless it properly notifies the IRS that it is-applying for recognition of its-exempt status.> Reg.
§1.508-1(a)(1)(ii) provides that if the organization-has timely given theprescribed notice, it-will- generally-be
treated -as-described in-§501(c)(3) from the date-of its formation * Such-organization will not be treated -as-
described in-§501(c)(3) for the period prior to-giving notice, however, unless notice is-given-within-the-15-montk
time-period set forth in Reg.-§1.508-1T(a)(2)(1).* or 2 7-month period {15-months plus-12-month automatic-
extension) *Certain newly created -organizations {created -after October-9,-1969) -are excepted from these-
requirements under-§508(c).5]

BN I - . .
orma The IRS ruled that the-survivor-of -a merger-of two public charities isnot-considered a new organization and is

therefore not required to-give notice under-§508(a). The merger-did not-affect the exempt status-of the survivor-
which-wasto-carry-on the-activities-of ‘both parties to the merger.” However, the IR S also ruled that a-
consolidation-of two-public-charities resulted in-a-new entity which-had to-give notice under-§508(a).! Exempt-
status did not covera pre-incorporation period ‘where a-corporation was a successor to-an unincorporated
association that had carried -on the same-activities for three vears-without filing-a Form 1023 °-Whenan-

i d association .-anew-legal entity-is formed which -must-comply ‘with the-§508 notice
requirements.'® This-is true-even if the unincorporated -association had already given notice to the IRS which-
recognized its-exempt status -Upon-incorporation, the-entity-must-start-from-scratch-and -give-the TR S notice that
it -is-applying for recognition of exempt status. 'y
BNote_para Note:- An may-also-have-to-reapply for-ex -in-the-states-in-which-it-operates -upon-ite
incorporation. |

Brorml The IRS ruled that a single-member limited liability-company (LLC), whose-sole-member-s-a-§301(c)(3)-
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P 4. Send to BPub (i.e., “gateway”)
Once chapter file is complete:

A. With cursor somewhere in text, Right-Click. Select Send to BPub.

BDoc_Start Unit‘S‘rartf

Bharmal unit.start| | banner.name | ooter-text bna.id.prefix (gniertext | -/ class.cod Wner | anter-
text) - folio anrer-taxt Part.name | anter-text | - PAMLOUM | onportaxt ‘D Paste Options: Fation | antar
text portfolio.name | onrartext publication.num® 1542 service.cod o e

e
short.unit.name | anrar taxt SubCl3SS.NaMe | ontar past unit.code | nter & 3 A isisthe Chapter-

Name unit.start l] A Ecnt...

EDoc tart Documentq] =0 Paragraph...

BNormal I ‘Notification-of -§301(c)(3)-StatusT Define

BNormal A_-New-OrganizationsY Synonyms »

BN 1. Section-503(a) General Rule] Be Translate

B Section-508(a) provides-that-an-organization-organized -after-Oct éa Search with Bing escribed in-
§501(c)(3)unless-it -properly notifies the TR S that it -is-applying f¢ . Reg -
§1.508-1(a)(1)(11) provides-that 1f the-organization has timely-givi % Hyperlink... rally-be-
treated -as-described -in-§501(c)(3) from the date-of -its formation. 7 Newc . ed as-
described in-§501(c)(3)-forthe period priorto-giving notice, how e e-1
time period set forth-in-Reg -§1 508-1T(a)(2)(1),*-or27-monthpet Send to EPUB
extension).’-Certain newly-created -organizations-(created -after-O) v
requirements-under-§308(c).5] Tag Italics

Ehormal The IRS ruled that-the survivor-of-a-merger-of two-public-charits Validate Unit.5tarts on-and s
therefore not required to-give notice under-§508(a). The merger- Validate Stul he-survivor-
which-wasto-carry-onthe-activities-of ‘both-parties-to-the merger validate styles a
consolidation-of two-public-charities resulted in-a-new-entity -wh Add Unit.Start . -Exempt-
status-did -not-cover-a pre-incorporation period -where-a-corporati : ated -
association-that-had -carried -on-the-same-activities forthree-vears Delete Unit.Start an-

Insert Related.To Markup

B. The filename defaults to the existing filename. Select approprratequenegroup. Then Accept.

Enter the filename:
sampleWorksheet]

|~ Select queue
Service Queue
Testing inpsp
|| sPsPoR bankin-pex
CPSFOR port-cps
HLBS-POR in-hibs

PS-POR
PSPS-POR/PVL-POR  in-psps
SBS-POR sedinpex
TA Federal in-tmeomp

in-tmprod
in-cpj
in-egy
in-tmij
in-tmm
inrej

TA State portin-tms
portin-apps

Accept Cancel

C. If this message displays, file has successfully been sent to specified queue.

==

sampleWorksheet.xml was successfully SENT to your =
BPUB Queue (/prod/data/queues/psp/in/sampleWorksheet 1),
You may continue to work on this file in ArborText,

As a backup, sampleWorksheet.xml was alse SAVED to your BPub_Sent folder
1| (C\Users\sh7220\Documents\BPUB_Sent). P
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D 5. Chapter Delivered to BPub (i.e., queue)
A. Check queue for file:

| B Q: sb7220-psp E! W hd G! | | Confluence | | TEMIS/Taxenomy | | Jira | ) BCORE | ) BDATA | | BlawProducts ﬁ ArlCountyCrime c AdamScience @ Transformié G_Cal @ BWD Workflow dashl

in-psp Qswitch~ View -~ Send~ SendCopy~ Publish ~ Tools ~ Admin ~

/ﬁ‘l < filename headline/name slug x sdatex ownerx S

~ View  sampleWorksheet o Initial COBRA Motice Content Requirements 4/29 13:55 in
~ Edit | View 160430IB_VN_Dividends_GT_v2 Vietnamese Tax on Dividends Paid to Overseas In...  Dividends 4/2012:28 in
@ Edit | view 1604301B_MY_FATCA_Wong_v2 Implementation Status of FATCA in Malaysia Tax Compliance 4/29 12:28 in
e e -

B. Open in AT. Edit, as needed.





