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Software Requirements

· Word 2013 or later.
· Latest BPub Prep Template installed for Word. See these instructions for installation.
 

Overview

A Word-based template called BPub Prep is used to convert manuscripts form Word to SGML format, and to send the tagged files to the WebQ. This template provides several built-in macros to tag and add styles to different components (headings, list items, examples, etc.) in a manuscript. The template is a work in progress. This documentation focuses on Detailed Analysis (DA) chapters only. Converting other portions of a manuscript, such as Worksheets, are not described here.
 

Opening Manuscript in Template 

1. Start Word.
2. Click File > New > CUSTOM
3. Click BPub_Prep
4. In Choose Document Type dialog box, select Chapter (analysis.98) under Portfolio. (This opens an empty document with info.start attributes on top that are going to be filled in later.)

[image: https://confluence.bna.com/download/attachments/494403830/image2017-8-24_18-15-52.png?version=1&modificationDate=1503612955000&api=v2]
5. Place your cursor between Document and the paragraph symbol.
6. Press Enter twice.
7. Click BCleanup&Prep tab.
8. Click Insert File.
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9. Locate your manuscript file in your drive and insert it in your document.
10. Remove all front matter including the title page, portfolio description, table of contents as well as table of worksheets and worksheets at the end. The manuscript should begin with Chapter I heading.
11. Click Convert Numbers to Text. (This ensures “soft” numbers in numbered lists and headings turned to “hard” (unchanging) numbers.)
12. Click Image Bullets to BList. (This converts image-type bullets to BList style.)
 

Applying Macros

Now you may start running the macros in the following order to clean up, and tag your manuscript. Wait for one macro to finish before you start the next one.
1. Click General Doc Cleanup.
2. Click Tag ALL ital & case. (This button identifies and changes any regular italic text and case names to BPub styles.)
3. Click Clean & Mark Doc. (This macro will perform several clean-up tasks.)
4. Click Find&Tag All Tables. (You will have to further modify, clean up your tables in the WebQ.)
5. You are done using BCleanup&Prep tab. Now select BPortfolios tab.
6. Click Tag Hds & Special Ps. (When completed, this macro will have tagged heading levels 1 through 4, and special paragraphs such as comments, examples.)
 

Reviewing and Troubleshooting Your Document

Currently, the template is not flawless, and requires manual intervention post-tagging. Although it applies most Bstyles correctly, it still misidentifies certain text elements and tags them incorrectly. It is time now to review the whole document and reassign the correct styles where needed.
Using View tab, you can determine whether the headings are leveled correctly in the Navigation pane on the left (BHead1, BHead2, etc.). The center column displays styles assigned to each item. Majority of your paragraphs should be tagged with BNormal.
Right mouse click offers a shortcut menu, where you can choose Validate Styles to check the entire document for valid styles.
Some of the most common errors in tagging:
1. Numbered list items tagged as BHead2 or BHead4.
· Go to BPortfolios tab
· Select the erroneous list items
· Select BList_orig# > BList_orig (or another)

[image: https://confluence.bna.com/download/attachments/494403830/image2017-8-24_18-25-25.png?version=1&modificationDate=1503613528000&api=v2]
2. Roman numeral list items tagged as BNormal: 
· Select the erroneous list items
· Change the style to BList_orig (or another)
At any time, OpenStyles macro (under BPortoflios tab) can be used to view and apply the entire collection of valid styles.
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Dividing Portfolio
 
1. Click Divide Complete Portfolio under BPortfolios tab.
2. Specify the default Unit.Start values:
· bna.id.prefix: portfolio number
· class.code: A
· portfolio.classification: retrieve this value from previous edition
· portfolio.name: full portfolio title
· publication.num: portfolio number and revision (e.g., 324-4th)
· service code: select one from list
· You may leave other attributes intact
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3. Press Accept
 
Your portfolio will be broken into individual chapters where each chapter will be appended a unit.start on top. When dividing completes, Word will close and your divided chapters will be copied in Documents folder on your computer.
 

Sending Chapters to BPub
 
1. Locate your individual files on your computer, and open the first chapter.
2. Specify further values for Unit.Start:
· unit.code: chapter number
· unit.name: chapter title
3. Right click on your mouse and select Send to Bpub.
· Give a name to your file
· Select queue in-tmprod
· Press Accept.
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4. Repeat the process for each chapter.
Note: If you receive an error while sending files to BPub, contact Sally Baird.
 

Opening Chapters in WebQ
 
All your chapters have now been sent to a designated queue (in-tmprod) in the WebQ. You can open them and perform any further editing, such as formatting tables and inserting images.
[bookmark: _GoBack] 
image1.png
crevecere T S W

© Analysis (other)
This incudes Deamaker, Practical
Guidance, treatse chapters, chartbuiders.

 Report (tisindudes nsichts)
© Book
 Source (document)

This provides a basic <head> and <p>
conversion for originalsource documents

Version 2.9

o] o= |





image2.png
BHS 0= >
FEl Hove  nserT

g

General Doc
Cleanup
General Cleanup

Navigation St
[Search document o -
HEADINGS | paGEs | Res(,

Create an interactive outine of
your document.

It a great way to keep track of
where you are or quickly move
your content around,

To get started, go to the Home tab
and apply Heading styles to the
headings in your document.

DESIGN  PAGELAYOUT  REFERENCES  MAIINGS

T Tag ALL its & case
7 Clean & Mark Doc
Q FindaiTag AllTables

B Add <it start>
& Add <cn start>
i Add <end>
PreTag Tools

Add <cn _start>
& <end>

PreTag Document

REVIEW  VIEW

£ Genera Sty Tagging -
1 Individual Cleanup Tools -

General BTagging

g

Unit. Start]

BCleanup&Prep

Document3 - Word

BPortfolios  Bable-Special  AC

A8 Fix and Renumber Footnotes. *
125 Convert Numbers to Text

oNAID
© tmage Bullets o 8Lt

Tagging

ROBAT

Special Use Tools
B

R ConvertRTF Tables o Text Paras
28 Hyperinked Notes to Word Footnotes

= Remove Left Indent All
R Remove Hyperlinks
> Remove ALL Bookmarks

BNormal -

Inspect Your Document
7

(- unit.start | banner.name |gptertext | || bnaidprefiX entertext) || 0ass.00€* | enterREQUIREDtext) |4 CIaSSNAMeE® | enter REQUIRED text, -

| COpYrigt.oWNer (entertext | /£ f0ll0 entertext) |- PAILNAME entertext| |- PAILAUM [enterext) || PAM.NAME | entertext |

{_portfolio.dassification | entertext, | POrtfolio.name entertext) || Publication.num* | enter REQUIRED text, |+ SerVice.code* | choose-anitem:

(REQUIRED) | |- Short.cass.name [enterext . Short.unitname (entertext, - Subdassname [entertext . UNIt.code entertext |

([ unitname* {nterneuirep-ext) |/ VOMENUM {entersers | unitstart g

Document{
1
1




image3.png
MAILINGS
A BHA
4 BHAS

9

REVIEW
& BQuote~
& BAuthor

VIEW

BCleanup8Prep | BPortfolios  BTable-Sp

3= Indent Level

X Delete TOC
= Divide Comp

Special Tools - T
2 i




image4.jpeg
Styles

BiiiddenText
BLevell
BLevel2
BLevel3
BLeveld
BLevel$
BLevels
o BList_jtem_bul
o BList_item_bul_2
= BList_item bul 3

© Blist_item_bul 4

=

=

=

Show Preview
[ Disable Linked Styles

o] %] [#]

Options.




image5.png
Enter the Default Unit.Start Values:

e[ attorane
o -
dosrane e .
artrame o
ot et [ -
fip-por.
pdm.name o ipapor |
P e
o |





image6.png
Send to BPub

Enter the filename.
330 DA 0010
- Select queue
Service Queve
Testng inpsp
BPSPOR bankn-pex
ey port-cps.
HLESPOR inhbs.
LPSPOR lifgin-pex
PSPSPOR/PYULPOR  npsps
SBSPOR sean-pex
S Creation amgref-ca
snetinca
S Curation inerfed
inerstate
T4 Federal
n-cpy
ingj
in-tmi
intom
e
Tastte portin-tms.
portin-apps
comp incomp

e ||





