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In Detail:
· Check out all relevant files for the document which is given in the ticket. 
· Download files from BWIP which are checked out. (Portfolio Description, Detailed Analysis and Working Papers)
· Start working from TP, PD and TW:
1. In “TP” first check spaces and if required will have to correct them.
2. Add “This Portfolio revises and supersedes …" at the bottom of the page in TP & Portfolio number and heading.
3. Suppress the author biographies if more than one page.
4. In “PD” view the page and if required changes are made.
5. Change "This Tax Management Portfolio" to "This Bloomberg Tax Portfolio"
6. In “TW” change all worksheets to Title case, remove unwanted line breaks. Finally add “Working Papers for this Portfolio can be found online at https://bloombergtax.com” the end of the Table of worksheets before “Additional Resources”
· In Detailed Analysis check the following:
1. list.items (Order and Unorder list)
2. long.quote
3. &mdash; &ndash;, &minus; hyphens
4. Dots of footnotes (remove unwanted and add required). Remove reserved footnotes.
5. Heading levels (change as Title Case wherever necessary)
6. Page alignments
7. Example, Notes & Special paragraphs (Note: Example: Comment: are in italic)
8. Website address
9. Remove unwanted end.page tags, add the tag wherever if required.
10. Remove unwanted end.block tags, add the tag wherever if required.
11. Remove line breaks in headings.

· In Tables check the following:
1. Add the line breaks if required.
2. Table headings (change as Title Case)
3. Check the alignments
4. Check Frame, Row, Column separators
5. Adjust the page and columns
6. Will consume more time if the table doesn’t fit within column or page
· Check the font size (Check all page’s fonts)
· TOC Creation (Select all files in order and create TOC in BWIP and Insert the pages numbers in the “Actions”)
· Reassign All EINs (reassign ids for all files in BWIP programmatically)
· Renumber Footnotes (renumber all footnotes in BWIP and remove the reserved footnotes)
· In QA check the following:
1. Check and change the page numbers in “folio” in the Attributes
2. Check the Images are visible.
3. Check the footnotes which are in tables and images
4. Check the tables (should not be unbroken and check start on even-numbered page and end with odd-numbered page)
5. Check list.items
6. Check all chapters begins in an odd number page
· Review Pdf (Review each page for errors in style and format)
· Download PDF & merge (Download all files and select in order and merge the files as one)
· Final PDF verification:
1. Check the page numbers
2. Footnotes
3. Column of Pages
4. Headers and footers (Date at the bottom of the page)
5. Portfolio number in the “TP”
Once the PDF is generated, it gets little tedious to make any further changes while doing QA or verification. We need to open corresponding files in BWIP with edit mode. Next choose 3 dots click "Edit as XML", correct the text and again come back to "Switch to Author mode". Next click on Tools, select "PDF Preview". And go on repeating the same procedure for every other correction from this point onwards.
Kindly advise us if there is a much simpler way for this.
· Copy the completed file onto AWS drive and notify.
