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Cruz, Ricky

From: sampath <sampath@infoconi.com>
Sent: Tuesday, December 6, 2022 9:29 AM
To: Demiraydin, Murat; 'Manjula'; 'Palani'; Surendra, Manjula
Cc: Adesh Prasad; Baird, Sally; Hicks, Shawne; Cruz, Ricky; Hall, Justyna; Nguyen, Tan; 

Wortherly, Kenya
Subject: RE: Tax Prep Guide - 2022 edition

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the 
sender and know the content is safe. Please report suspicious emails to: phishing@bloombergindustry.com 

 
Dear Murat, 
 
We are ready to process Tax Prep Guide 2022 edition. Instructions are similar to what we did last year edition, the 
difference being we need to do Phase 1 and Phase 2 together. 
 
We will let you know if we need any additional information or we have any questions. 
 
Thanks, 
Sampath 
Manager – Quality Control 

 

 
www.infoconinternational.com 

Disclaimer:  This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If you 
have received this email in error please notify the system manager. Please note that any views or opinions presented in this email are solely those of the author and do 
not necessarily represent those of the company. Finally, the recipient should check this email and any attachments for the presence of viruses. The company accepts 
no liability for any damage caused by any virus transmitted by this email. 

 

From: Demiraydin, Murat [mailto:MDemiraydin@bloombergindustry.com]  
Sent: Tuesday, December 6, 2022 3:59 AM 
To: Manjula; Sampath; Palani; Surendra, Manjula 
Cc: Adesh; Baird, Sally; Hicks, Shawne; Cruz, Ricky; Hall, Justyna; Nguyen, Tan; Wortherly, Kenya 
Subject: RE: Tax Prep Guide - 2022 edition 
 
 
Dear Manjula,  
 
I have found and pasted below the two sets of instructions I sent to you last year: one for Phase 1, and another for 
Phase 2. Again, since we have changed our workflow this year, we expect you to do both Phases all at once.  
 
Ignore any references below to FTP sites, or attachments not included in this mail.  All you need is document ids 
assigned to each Tab, which is attached, and types of cites that you can use as models, also attached here. Now that you 
have access to our network drive, you can also access the same files at this address: 
I:\Tax&Accounting\Operations\Production\Books\Federal\Tax Prep Guide\Tax Prep Guide 2023. 
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We will be creating JIRA tickets to assign you Tabs. This e-mail only serves as a way to communicate instructions. All 
future interactions will resume on JIRA. 
 
Your responsibilities in a nutshell:  
 

 Pick up a Tab ready for you, and process it for Phase 1 (i.e., set internal links for the same Tab.) 
 Remain in the same Tab, and process it for Phase 2 (i.e., set links to other Tabs, and primary sources, and build a 

TOC.) 
 Once done, you can place your completed files here: 

I:\Tax&Accounting\Operations\Production\Books\Federal\Tax Prep Guide\Tax Prep Guide 
2023\Phase1+2\Returned from Infocon. 

 
Stay tuned for your first JIRA ticket for the new edition of Tax Prep Guide.  
 
If you have any questions, let me know. 
 
Thanks, 
 
Murat 
 
 
 
 
 
Dear Sampath, 
 
We have finally figured out a workflow for your team and ours. As in the previous years, there will be mainly two phases 
to the project. In this e-mail I will focus on Phase 1 only. As we progress, we will inform you about Phase 2, or more, if 
any. Our goal has been to reduce the overall effort while maintaining functionality.  
 
Phase 1 begins with us cleaning up the PFD files as we receive them from the vendor. The files you get will be free from 
any propriety reference to our vendor's name, products and resources, including the cartoon-like artwork. So far I have 
uploaded 19 files to the FTP site. You can get them from BBNA/2021/PDF/Phase1.   
 
In this Phase, you will be responsible for setting hyperlinks (links for short) to pages within the same Tabs. That means if 
you pick up Tab 10 to process, set links only to pages in the same Tab 10. Attached is a sample file that shows all the 
work you need to do. The rectangular borders in green are there ONLY to demonstrate to you what needs to be included 
in the link. Your links should be invisible.  
 
Listed further below are brief instructions for setting links, if you have not done this before.   
 
You may return your individual files as soon as you finish them. No need to wait until you finish them all.  
 
Ricky will be the main contact person maintaining correspondence from now on. I will continue to step in when needed. 
 
Any questions or concerns? Please, don’t hesitate to ask.  
 
Best,  
 
Murat 
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 Open your file in Adobe. 
 Highlight the future link (i.e., section heading and page number). (Note: If the your link lies on more than one 

line, just keep highlighting over to the next line(s).)   
 Right mouse click. 
 Select “Create Link”. 

 
 

 
 
 

 Specify these options, and click Next. 
 
 



4

 
 
 

 The following window will appear.  
 Now, go to the target (destination) page (i.e., page 7 in this example). 

 

 
 

 On the target page, press “Set Link.”  
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 You will then be taken back to your departing page where you started out from. You can make sure you’ve set 
the link properly by observing your cursor changing to a hand icon over the link. 

 
 Continue to set the next link.  

 
 
 
 
Dear Sampath, 
 
While we still wait for two more Tabs from the authors to send you and complete Phase 1, we can start introducing you 
to Phase 2.  
 
Phase 2 will involve these three simple steps: 
 

1) Adding links in a Tab to pages in other Tabs.  
2) Adding links to primary sources (IRC code sections, Forms, IRS publications, etc.) 
3) Building TOC.  

 
To help you with your task, find the following files attached to this e-mail: 

 Document ids for each Tab 
 Types of cites (primary sources) and how to link to them 
 Last year’s citations  
 Sample Tab for TOC 
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I created a new folder (Phase 2) on the FTP site. You can get Tab 11 from there and start working on it. Return it as soon 
as you finish so we can give feedback that could be useful before we send them the rest of the files.  
 
See below for detailed instructions. 
 
Best,  
 
Murat 
 
Adding Links to Other Tabs 
 
When you are in a given Tab, other Tabs may have been referred to in two different ways: 
 

1) Tab 3, Tab 7, Tab 19, etc. 
 

In this example, we are in Tab 9. There is a reference to Tab 10.  
 

 
 
 
Select the topic heading and the Tab number; right mouse click; Create Link;  and “Open a web page”. 
 
 

 
 
 
Type in the URL. The last highlighted portion in the URL identifies Tab 10, and comes from the id list provided to you. 
The rest of the address will be standard in all external Tab references (i.e., 
https://www.bloomberglaw.com/product/tax/document/) 
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2) Page 3-4, page 13-8, page 21-5, etc.  
 

In this example, we are still in Tab 9. There is a reference to page 8-4. That means Tab 8, page 4.  
 

 
 
Select the whole link text as before.  
                

 
 
For the URL, put in https://www.bloomberglaw.com/product/tax/document/XARLDFNG000000/download#page=4 
Note the unique document id for Tab 8, and page 4. 
 
Adding Links to Primary Sources 
 
First, examine the table provided that lists all types of cites to primary sources available in our collection. Make 
yourselves familiar with the types of cite references so you know what to look for in PDFs. Those cite types are based on 
last year’s edition. If you notice a different kind of cite this year, please let us know. We will provide you new info. 
 
For example, IRS Forms are linked to using this pattern: 
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So, to add a link to Form 4562 here, modify the URL to https://www.bloomberglaw.com/product/tax/citation/IRS Form 
4562 
 
 

 
 
Similarly, to add links to these highlighted references, use the following URLs. 
 

 
 
https://www.bloomberglaw.com/product/tax/citation/IRS Publication 946 
https://www.bloomberglaw.com/product/tax/citation/26 USC 168 
 
More examples: 
 

 
 
https://www.bloomberglaw.com/product/tax/citation/26 CFR 1.162-3, 
https://www.bloomberglaw.com/product/tax/citation/26 CFR 1.162-4  
https://www.bloomberglaw.com/product/tax/citation/IRS Revenue Procedure 2015-56 
https://www.bloomberglaw.com/product/tax/citation/IRS Notice 2015-82 
 
 
 
Caution: Do not add links when cites are part of a heading.  
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Do not add links to existing links. 
 
 

 
 
 
Do not add links to state forms. Follow last year’s instruction.  
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No need to add links to cites as printed on images of actual documents (e.g., Forms, Schedules, etc.)  
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Note: One of the attachments is a spreadsheet that includes all the active cites extracted from last year’s edition of the 
Tax Prep Guide. Refer to it, if you find it useful.   
 
 
Building TOC 
 
We intend to offer our subscribers an easy way to navigate while within a Tab. Therefore, a Table of Contents (TOC) will 
be made available in the navigation pane for each Tab. The TOC will be based on topic headings, and created by adding 
bookmarks.  
 
The TOC will only have two levels including: 1) headings in gray elongated bubbles, 2) headings in bold lying on separate 
lines.  
 
Select heading; right mouse click; choose “Add Bookmark” 
 

 
The heading will appear in the navigation pane on the left.   
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Move on to the next heading, and repeat. Make sure the TOC reflects the hierarchy in the text. Secondary entries should 
look indented as shown. Adjust levels where needed.  
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Obviously, start on page 1, but exclude the Tab Contents on that page. I attached a sample Tab to demonstrate what I 
included in the first 4 pages.  
 
 
 
 
 
 
 

From: Manjula <manjulak@infoconi.com>  
Sent: Monday, October 31, 2022 6:52 AM 
To: Demiraydin, Murat <MDemiraydin@bloombergindustry.com>; Sampath Kumar <sampath@infoconi.com>; Palani 
<palani@infoconi.com>; Surendra, Manjula <msurendra@vendor.bloombergindustry.com> 
Cc: Adesh Prasad <Adesh@infoconi.com>; Baird, Sally <sbaird@bloombergindustry.com>; Hicks, Shawne 
<shicks1@bloombergindustry.com>; Cruz, Ricky <rcruz@bloombergindustry.com>; Hall, Justyna 
<jhall@bloombergindustry.com>; Nguyen, Tan <thnguyen@bloombergindustry.com>; Wortherly, Kenya 
<kwortherly@bloombergindustry.com> 
Subject: Re: Tax Prep Guide - 2022 edition 
 
CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the 
sender and know the content is safe. Please report suspicious emails to: phishing@bloombergindustry.com 

 
Dear Murat 
 
Glad to know another season for the Tax Prep Guide is getting started soon.  
Looking forward to receiving the first batch of tabs from you. Will let you know if i need any clarifications or 
have any questions. 
 
Warm Regards 
Manjula k 
 

From: Demiraydin, Murat <MDemiraydin@bloombergindustry.com> 
Sent: Friday, October 28, 2022 11:03 PM 
To: Sampath <sampath@infoconi.com>; Manjula <manjulak@infoconi.com>; Palani <palani@infoconi.com>; Surendra, 
Manjula <msurendra@vendor.bloombergindustry.com> 
Cc: Adesh <adesh@infoconi.com>; Baird, Sally <sbaird@bloombergindustry.com>; Hicks, Shawne 
<shicks1@bloombergindustry.com>; Cruz, Ricky <rcruz@bloombergindustry.com>; Hall, Justyna 
<jhall@bloombergindustry.com>; Nguyen, Tan <thnguyen@bloombergindustry.com>; Wortherly, Kenya 
<kwortherly@bloombergindustry.com> 
Subject: Tax Prep Guide - 2022 edition  
  
Hi @Surendra, Manjula, 
  
We are getting close to starting the new edition of Tax Prep Guide soon. We expect to receive the first set of Tabs from 
the vendor around the first week of November. As before, we’ll handle the first few steps in house, and then send the 
job over to you.  
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Differently from last year, we are looking to combine Phases 1 and 2 for you to complete the whole task in one go. We 
should send you the revised instructions shortly.  
  
In the meantime, you may want to review last year’s e-mails for specs, tips and feedback to refresh your memory.  
  
We’ll be using JIRA to communicate and exchange files – just like we do for Portfolios now.  
  
If you think anyone needs to be added or removed from the list of recipients, let me know. (This is also true for us TPQA 
folks.) 
  
Any questions or concerns? Feel free to reach out. 
  
Best,  
  
Murat 
  


