Preliminary Steps
1. Convert Numbers to Text:
· Run the "Convert Numbers to Text" macro in the BCleanup&Prep tab before any cleanup macros.
2. Title Formatting:
· Use Title Case for all titles (capitalize main words only, no ALL CAPS).

Chapter Content Edits
3. Author Info Tagging:
· Each chapter must include an author block with URLs to bios retained. Format according to styled example.
4. Footnote Placement:
· If footnotes are attached to headings, move them to the next available paragraph while keeping context.
5. Fix Formatting:
· Correct any broken paragraphs or section headers to match provided formatting standards.
6. Remove Pre-Title Text:
· Delete any content before the chapter title.
7. Summary Block Styling:
· Editors identify the "I. Overview" as the Summary Block.
· Change section number tagging (remove BNA.ID), style the heading as BQuote_long and retain bold font.
· Text under heading should be BQuote_Long too.
· Wrap entire block in <summary.block> tags.

Oxygen Edits
8. Discretionary Line Breaks:
· Delete these unless in Author Block — then replace with <line.break>.
9. Remove Empty Tags:
· Use “Remove Empty Elements” tool for tags like <para>, <p>, <emph>.
· Manually delete empty <superior> tags by switching to Text Mode and running find/replace for <superior/>.
10. Ellipses Tagging:
· Replace all ellipses per the required style:
· ... → space/ellipse/space
· ... . → space/ellipse/space/period
· . ... → period/space/ellipse/space
11. Run Validation Macro:
· After cleanup, validate to ensure no empty tags remain (except in tables).

Autocite & State Law Formatting
12. Fix Formatting of State Laws:
· Ensure punctuation and <emph> tag placement is correct:
· Period inside emph.
· Entire code inside emph.
· No space after section symbol (§).
13. Run Autocite (BWIP only):
· Use Section 3.3.2 instructions from Confluence.
· Do not run in Oxygen.
· Run in two parts with specific service selections (Federal Laws, State Laws, All Cases, etc.).

Special Tagging
14. Outside Paywall Tagging:
· Add <outside.paywall> tag inside existing <related.to> block using specified attributes.
15. Summary Block Tagging:
· Each chapter’s summary section must be wrapped in <summary.block> using the correct nested tags (<cite.url>, <para>, <long.quote>, etc.).

Final Steps
16. Push to BWIP:
· Follow Step 4 from Confluence ("Import from Queue" for CPGLF-Book).
17. Update Jira Ticket:
· No need to attach the Word file.
· Save processed files at:
\\wideaccess.intdom.bna.com\share\jade_data\data\ProductSupport\DataAdministration\Books\Books\3. Source and Analysis\CPGLF-Book\CPGLF1\docs\doctosgml









