SUPREME COURT TODAY CHECKLIST


Checklist:

✅ 1. Watch Training Videos (Total ~25 mins)
These provide key overviews of SCT production. Watch in order:
1. Lunch & Learn Overview
Supreme Court Today: Overview
1. Clean-Up Q Files
Clean-Up
1. Creating and Generating PDF in Oxygen
Generating PDF
1. Fixing Bad Breaks in Oxygen (Parts I & II)
Part I
Part II
1. Emailing the Final PDF
Emailing

📋 2. Understand What SCT Is
1. Weekly PDF newsletter linked from U.S. Law Week.
1. Contains recent Supreme Court actions: orders, ORTOs, filings, etc.
1. Published 49 weeks/year by Thursday. Production deadline: Wednesday noon–2 PM.
1. New issues always begin on the next odd-numbered page from the last.

🗂 3. Before Production Day (Prep Work)
A. Gather Materials
1. Legal content specialists add files to in3-lw Q.
1. JIRA ticket is created (e.g., ECO-91632).
1. Ticket includes:
2. Volume/Issue number
2. Publication date
2. Starting page number (next odd page after previous issue)
2. List/order of content sections

🧰 4. Prepare Oxygen Template
A. Clone the Template
1. Go to BWIP > in3-lw Q.
1. Clone Supreme_Court_Today_Template VOL_XX_XX_MM_DD_YY_PPPP.
1. Rename:
Supreme_Court_Today_VOL_[VolNo]_[IssueNo]_[MM_DD_YY]_[StartPage]
(e.g., Supreme_Court_Today_VOL_92_50_07_04_24_3343)
B. Remove Unused Sections
Delete any story groups not used in this issue (e.g., ORTO, Oral Arguments if empty).

🧼 5. Clean Up Individual Files
Start from Index (last) and work backward.
A. Apply Clean-Up Rules (especially to "Recently Filed"):
1. Fix punctuation (curly quotes/apostrophes, no ALL CAPS)
1. Correct legal style (e.g., “Fifth Amendment,” not “fifth amendment”)
1. Apply Bluebook state abbreviations
1. Fix spacing, remove double spaces/line breaks
1. Run spellcheck manually
B. Style Notes
1. Firm names: keep original punctuation.
1. Et als: remove from case names.
1. Use <end.block justify="l"> tags to fix bad breaks in PDF.

📄 6. Build the SCT Issue File in Oxygen
A. Copy & Paste Clean Files
1. Copy cleaned content (not the outermost pdm tags) into the appropriate story groups in your issue template.
B. Fix Front Page Box
1. The Front Page Box goes under the first story group used.
1. Remove any entries that:
1. Are on the first page
1. Are not in this week’s issue

🧾 7. Generate the PDF
1. In Oxygen, go to: Actions > Create PDF
1. Fill in:
1. Service: lw3-not
1. Pub date, start page, volume, issue
1. Click OK
1. Check for:
3. Bad column/page breaks
3. Unwanted banner on ORTOs (see Troubleshooting below)

✂️ 8. Fix Bad Breaks (if needed)
1. Insert <end.block justify="l"> after problematic paragraphs to adjust layout.
1. Focus on fixing:
1. Orphaned lines/headings
1. Blank columns/pages

💾 9. Save the PDF
Save TWO versions in:
\\pride1\jade_data\DealMaker\Supreme_Court_Today_Issues
1. Draft: Section 3 [VolNo] [IssueNo] [Month_Day_Year]_DRAFT.pdf
1. Final: Section 3 [VolNo] [IssueNo] [Month_Day_Year].pdf

📧 10. Email for Review
A. First Draft
Send to Review Group (JimShir, Andie, Prod Squad, etc.)
Email text:
Good morning. Draft 1 for Supreme Court Today [Vol. No.] [Issue No.] [Date] is attached.
B. After Revisions
1. Save as _DRAFT 2 and final
1. Reply to same thread confirming fixes made

📤 11. Email Final Version
Send to Final Group (John Crawley, Seth Stern, JimShir, etc.)
Email text:
Greetings. The PDF for Supreme Court Today [Vol. No.] [Issue No.] [Date] is attached.
1. Attach final PDF
1. Check that email sent successfully

📁 12. Final Steps
1. Attach final PDF to JIRA ticket
1. Move ticket to Platform QA
1. Once John Crawley confirms it's posted (or even before), close the ticket

🛠 13. Troubleshooting
A. Too Much Content Error?
1. Split ORTOs into a separate Oxygen file/PDF
1. Use Adobe Acrobat Pro to merge:
1. Add ORTOs starting on next page number
1. Remove banner page
B. Clear Chrome Cache if “Generate Article PDF” fails




