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Employment at Will A State-by-State Survey
SPECIAL INSTRUCTIONS
There are several special instructions you need to be aware of: 
1. Summary section: Treat the "overview" section as the summary. Tag all content before subsection II as summary.block. 
2. Author information: Include author name and affiliation in the summary.block, separated by line breaks. Use small cap font for names. 
3. Current through information: Include in the summary.block, using bold and italic font. 
4. Section headings: Treat as BNormal and retain bold font. 
5. Lists: Use level 1 (filled circle), level 2 (circle), and level 3 (square) for bulleted lists. 
6. Chapter numbers: Do not add chapter numbers when running BNA-ID expansion macro. 
7. Footnotes: Move footnotes with section heads to the next available paragraph. 
8. Discretionary line breaks: Replace with <line.break> in the Author Block. 
9. Empty tags: Remove using the "remove empty elements" tool and manually remove empty <superior> tags. 
10. Ellipses formatting: Ensure proper spacing and tagging of ellipses. 
11. Baseball card and outside paywall: Add these tags to each chapter. 
12. Cite.url tags: Add for specific references listed in the instructions. 
13. State law formatting: Ensure correct formatting before running Autocite. 
14. Autocite: Run in two parts with specific options for each part. 
15. Summary block tagging: Add around chapter summaries. 
These special instructions are crucial for maintaining consistency and meeting specific requirements for the SGML conversion process.






Here's a step-by-step summary of the document: 
1. Preparation: - Map the specified network folder to a drive - Open the allocated file in the correct folder - Use provided guidelines for conversion 
2. Initial Processing: - Run cleanup macros and tag head macro - Format the summary section, including author information - Handle section headings and lists appropriately - Remove discretionary line breaks in URLs 
3. Document Review: - Fix broken paragraphs - Ensure proper sentence structure and punctuation 
4. Oxygen XML Editor Tasks:
 - Remove empty tags
 - Format ellipses correctly
 - Add baseball card and outside paywall tags 
- Insert cite.url tags for specific references 
- Run Autocite tool for citations 
5. Final Steps:
 - Add summary block tagging
 - Pull file to BWIP using specified instructions
 - Save the processed file in the designated network location 
This process ensures proper conversion from Word to SGML format, with specific attention to formatting, tagging, and content structure for state employment law survey chapters.


create a checklist for the process
Here's a checklist for the Word to SGML conversion process: 
□ 1. Preparation 
□ Map network folder to drive 
□ Open allocated file in correct folder
 □ Review conversion guidelines 
□ 2. Initial Processing 
□ Run cleanup macros and tag head macro 
□ Format summary section 
□ Handle author information and current through date
 □ Format section headings as BNormal 
□ Process lists (levels 1, 2, 3) 
□ Remove discretionary line breaks in URLs 
□ 3. Document Review 
□ Fix broken paragraphs 
□ Check sentence structure and punctuation
 □ 4. Oxygen XML Editor Tasks 
□ Remove empty tags 
□ Format ellipses correctly 
□ Add baseball card and outside paywall tags 
□ Insert cite.url tags for specific references 
□ Run Autocite tool 
□ Format state laws correctly 
□ Run Autocite in two parts (as specified) 
□ 5. Post-Processing 
□ Add summary block tagging 
□ Validate document 
□ Handle special characters (e.g., ellipses) 
□ 6. Final Steps □ Pull file to BWIP 
□ Save processed file in designated network location 
□ 7. Quality Check 
□ Review final document for any missed items or errors


