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The Dizzying Cycle ‘Gets Real’

The Dizzying Cycle ‘Gets Real’

EDGAR® — founding father of all e-filing initiatives — opened its virtual
doors way back in 1992. Since then, law firms have invested incalculable
amounts of time:

retrieving previously-posted content from EDGAR
converting and/or cleaning up the downloaded files
assembling new content from myriad sources

editing and adding newly-authored content

reconverting and preparing for submission back into EDGAR

So, what's changed?

That’s exactly the point: nothing much, at all. Everywhere we looked,
document producers’ skills, the tools made available to them in support of
the endeavor, and most startling of all: the internal and external-facing
collaboration processes in use remain wedded to a non-electronic era long
gone hy.

Things were so much simpler back when the processes were first established
— with organizational designs well-poised to ensure accuracy and
accelerated delivery. But here, in 2004, where things are much more
complicated — looming little initiatives like Sarbanes-Oxley? being just one
of them — we’ve reduced our support staff, denied access to enabling tools,
and accepted that our attorneys needn’t attend training at all.

The Questions, The Indicators — The Answers

The Questions:
Have you
reviewed your
processes lately?

So, when was the last time you revisited your EDGAR filing processes? How
challenging is the intake of your client’s financial data? Is the quality of your
editable result one you’re proud to reveal to your client, or do you find
yourself electronically masking its less-than-flattering construction by
scanning or PDF-ing? Would your internal workflow withstand external
scrutiny? As for the deliverable, are you still filing to EDGAR in ASCII text,
or have you moved your 10-K’s and 10-Q’s forward into HTML instead?

1

EDGAR stands for the Electronic Data Gathering, Analysis and Retrieval System of the United States

Securities and Exchange Commission.

2

The Accounting Reform and Investor Protection Act of 2002, often referred to as the

Sarbanes-Oxley Act for the legislators who sponsored it, is directed at improving the accuracy of
financial statements and ensuring full disclosure of such information. The Sarbanes-Oxley Act seeks to
protect the objectivity of securities analysts and to improve the SEC’s resources and oversight

functions.
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The Objective

The Indicators:
Accelerate and
improve your
processes and
tools

The Answers:
Skill up, Tool up,
and Shape up
your internal
processes

The Objective

For as lucrative a venture as Corporate and Securities work can be to a law
firm, the indicators speak loud and clear: improve efficiencies, reduce both
your costs and the costs to your clients, accelerate your ability to deliver, and
collaborate expertly.

If you no longer employ proofreaders (most firms don’t), have you provided
readily-available technology people know how — and when — to use? With
the amount of content drawn from disparate electronic sources, and the
monkey-wrenching required to get it into the EDGAR-delivered document, do
you know whether critical statistical data is being retyped?

While the fleet-of-footedness required to ‘get the document out the door’ still
exists, the inherent capacity of a firm to deliver is met with an even more
focused eye on minimizing the content development risks.

These challenges underscore the need for answers, among them following the
best practices of:

m  rock-solid repurposing (e.g., Edit | Paste Special as Unformatted Text)
techniques

m ambidextrous comparison methods (e.g., ability to compare disparate
source content such as Excel to Word)

m create standard templates in which all content development occurs
m create boilerplate text and table structures

m  develop and assess skills, techniques and tools which minimize re-typing
data

m improve the collaboration landscape between you and your client, up to
and including providing your client with the same boilerplate content and
templates, tools and training resources you enjoy in-house

The goal of this document is to enlighten you on ways other firms have
reduced not only their “time-from-EDGAR?”, but their “time-to-EDGAR”,
while simultaneously maximizing predictability and quality.

This document will:

m identify the framework against which to assess your own processes

m offer techniques to improve the manual cleanup pursuit specific to
each type of source

m  raise awareness of tools to ease the burden of bringing forth a
quality, timely result:

o creative use of basic Word features:

o find/replace with wildcards and white space
e AutoFormat
e AutoText

Microsystems
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What steps should we be taking?

o feature sets in later versions of Word (2002/2003):

e “Highlight all items” in Find

o “Select Text with Similar Formatting”

e File|Save As Filtered HTML
o0 DocXtools (occasions flagged with product logo)
0 Adobe Acrobat

What steps should we be taking?

The most successful EDGAR-filing workflows build the following into their

pursuit:

1. Preparatory cleanup of springboard documents, most particularly:

baseline document taken from EDGAR (if applicable)
baseline document or documents used from previously-filed deals

2. Careful and expert placement of newly-authored content through team-
wide use of:

boilerplate templates and content elements (e.g., commonly used
table structures, text frames and other form elements)

Edit | Paste Special as Unformatted Text when source was drawn
from other Word documents, PDF files or HTML, and
appropriately-treated table structures, whether brought in from Excel,
or created from tabbed or typewriter-form text

3. Continuing assessment and development of:

boilerplate document quality and integrity

quality and integrity checks throughout the document lifecycle

tips, techniques and tools which accelerate the cleanup and
table-structure building endeavors

operators’ command of available tools, and

expert-level document skills, requiring intimacy with varying
formats and tools — Word, RTF, HTML, PDF — and resolving the
dynamics created by all-too-frequent use of the Windows Clipboard.

4. Simultaneous-focus on:

the collaborative needs of the Client
requirements for the EDGAR-filing moment

How much time should we allocate to preparatory cleanup?

The time required to cleanse content largely depends upon :

source format (e.g., PDF, HTML, ASCII, .DOC, Excel — or all of
the above...)

electronic quality of the source documents

skills of the operator, and

Microsystems
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From EDGAR — Best Practices for Repurposing its Content

m the availability of boilerplate table structures and/or reusable content
and its formatting

The preparatory cycle alone averages about 20 minutes per tabled-page. This
means a properly-prepared 80-page 10-K consumes between 12-14 hours
before content edits even begin®.

The trail back to EDGAR isn’t much better. Among the most
time-consuming tasks are:

= adding uniformity to content assembled from disparate sources

m general cleanup (e.g., consistent quotation marks, similarly-formed
paragraphs, appropriate font references, consecutive humbering,
reliable table formatting, etc.)

m  preparations — or reparations! — required to create the
properly-formed HTML required by the EDGAR system

All this means you can plan on spending between eight to 10 hours “fiddling’
and tweaking an average-sized 10-K. Add to that all the authoring, data entry
and proofing required, and the merit of accelerating the repeatable tasks
becomes evident.

From EDGAR — Best Practices for Repurposing its Content

Although EDGAR is a destination, it’s the only place you’ll find the latest
version of the document: as last-minute filing changes work their way into
the posted content, your internally-managed source may not be up to date.

As such, and dependent upon the format of that source (PDF, HTML or
ASCII text), it can be challenging (read: time-consuming) to whip content
and formatting into shape.

What follows are some tips and tricks to assist in the endeavor, regardless of
the source of your content. And don’t miss the final page of this document if
you’re a Microsystems Knowledge Partnership client: DocXtools SEC
Accelerator hastens the task even further!

Manual Cleanup from Modernized EDGAR (HTML)

The EDGAR cycle can begin when the requisite, modernized EDGAR
document (in HTML format) is retrieved from http://www.sec.gov.* Cleanup
steps required are:

® Itisassumed all cleanup and preparatory work is complete before content editing occurs. In situations where

content edits are made without due diligence paid to cleanup tasks and forging consistent formatting onto the
work product, the filing moment becomes jeopardized, not to mention the firm’s relationship with the client!

4 If youre working from the ASCII or supplemental PDF postings, the manual cleanup steps are similar, but
the process is likely to be elongated. Those distinctions can be found in the section titled “Manual Cleanup
Process from EDGAR (Supplemental PDFs)* which begins on Page 17.
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From EDGAR — Best Practices for Repurposing its Content

1. File | New in Word to appropriate SEC template (e.g., 10-Q, 10-K or
other), then Insert | File the downloaded HTML document. File | Save
into Word format.

NOTE: Insert | File is the preferred method since File | Open of HTML
means content will continue to be saved as HTML, not as a Word
document.® You’ll need to perform a File | Save As | (Word document) to
make it a binary .DOC. file.

2. As long as there are no other graphics in the document, you can remove
the spurious graphic lines in the table using Edit | Replace. In the “Find
What?” box, enter “/~g” without the quotes, make sure the “With What?”
box is empty, and click “Replace All”.

= BV,
| Findanl Hanlkies .,Jk.ﬂ

| Find | Reglace | GoTo |

Find what: ~q|

Replace with:

[ More ¥ ] [ Replace ] [Replace all ] [ Find Mext ] [ Cancel

Figure 1 - Replace All Graphic Lines

If there are other graphic objects you need to preserve, you can use the
Browse Object method (see Figure 2 — Browse by Object below), or
Shift-F4 to find next.

3. Table cleanup comes next. Select “Table” as your “Browse” object type
using the icon at the lower right corner of the Word window. Navigate to
the first table.

Figure 2 — Browse by Object

4. Select the entire table (Alt-5 on the keypad, NumLock off), then
Ctrl-Shift-N (applies “Normal” to the selected text) to ensure any
obscured text becomes visible, and all applied styles are removed.

> Aswe tested our process against several EDGAR-posted HTML files, we found at least one file which hung
Word 2003 upon an Insert|File. Should you encounter this issue, use File|Open, instead, then copy and paste
content into your SEC template.
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From EDGAR — Best Practices for Repurposing its Content

Copy the table, and paste it into a new blank document. File | Save as a
separate, temporary document.

With the cursor anywhere in the table, clear away residual table
formatting with Ctrl-Alt-U.

Accelerated by

doc@'tlcl)pols

To ensure the table wraps properly, select the table (Alt-5) and alter the
font size to 10 pt.: Ctrl-Shift-P, 10, Enter. File | Save, if desired.

Using DocXtools, click the Cleanup drop-down on the Expert toolbar
and choose Manual Cleanup, choose the following tools from this menu:

0 beneath Character: “Remove extraneous spaces and tabs”
0 beneath Tables: “Remove leading & trailing {1 markers from
cells”

(3 Claaginy \3

G/i/l\ microsystems

Remove extraneous spaces/tabs

= Fiel

o O e Y

Dielete {Private} field codes
Turn {SEQ} field codes to test
Delete {TCHATOCH field codes
Turn f&utoNum} codes to text
Delete {TAR{TOA} field codes
Tum {REF} field codes ta test
Delete empty [{ 1) field cades
Urlirk. all field codes
Update all field codes
Delete all field codes
[] Delete {advance} field codes
[] Rebuild cross references
=l Footnotes
[] Clearup footnotes & endnotes
[ Rebuild & cleanup foctnates & endnotes
= Tables
|:| Fieset table borders & shading
Remove leading & trailing | markers from cells
[ Tum labed list to table
|:| Reset line spacing in tables to single
[] Check "&llow Fow to Break Across Pags"

bl YAl Denn bn Brmsle farmnn Danat!

O Copy irta new docurment

l:l hd Ok | Cancel |

Figure 3 - DocXtools Manual Cleanup
Click OK, then OK again to confirm completion.

NOTE: If you don’t have DocXtools, a careful series of replaces will be
necessary.

Zoom up to 200% or more, then simplify the table structure:

m use Table | Merge cells to eliminate any superfluous empty cells
m delete any pointless empty columns

Copy the treated table, return to the originating document. Select the
‘source table’, and delete it. Paste the clean table in place.

Microsystems
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From EDGAR — Best Practices for Repurposing its Content

10. Repeat steps until all tables are done.

Accelerated by 11. Using DocXtools “Apply”:

doc@'tlcl)nols

Outlines
Titles

Body Text
Single Lists
Bullets

OO0OO0OO0O0

NOTE: If you don’t have DocXtools, follow these guidelines:

0 Restyle body text elements in document. Quickly do so using
right-click, “Select Text with Similar Formatting” found in Word
2002 or Word 2003, only®. Otherwise a series of ‘replace’
operations will also accomplish this.

0 Restyle title text elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise, a series of ‘replace’ operations
will also accomplish this.

0 Restyle bulleted elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise a series of ‘replace’ operations will
also accomplish this.

0 Restyle any paragraphs which indicate that outline or single-list
numbering should be applied, if necessary (e.g., if a Table of
Contents, navigation using Word’s Document Map, or Adobe
Reader’s Bookmarks pane when producing a PDF are desired).
Additionally, automatic numbering may be required to facilitate
any further editing.

12. Revisit each table, ensuring that fonts and font size are consistently
applied throughout.

®  This feature only enabled when Tools|Options|Edit| “Keep Track of Formatting” and “Mark formatting

inconsistencies” are checked. Also, Tools|Options|Save| “Disable features introduced after:” must remain
unchecked.
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From EDGAR — Best Practices for Repurposing its Content

13.

14.

15.

16.

17.

Visit each table, resetting borders using Table | Table Autoformat, then
choose “Table Normal” style in Word 2002 or Word 2003.

Category:
Alltable styles

Table styles:
Table Grid & [ New, ..
FearBnd oo cid 7 =
+ Table Grid &
002 Table List 1
Table List 2
Table List 3
Table List 4
Table List 5
[Qathous |7 e it s
Statement of Operations Dala | iyt
Operating revenie |51,089,00 | Table List i
Gperating expenses INZTETN ot o
Operating income 147,780 preview
Mon-operating income/(expense), net %,174
Met income/{loss) 84,280 Tan Feh Mar Total
Basic and diluted eamnings/{loss) per
chars(D) | b3 East 7 7 5 12
Weighted average mmber of shares used West 6 4 7 17
in computations South 8 7 9 24
Basic || 61,062 Total 21 18 21 60
Diluted 61,069

Apply special Formats ta

[ Heading rows [ Last row
[C1First calumn [ Last column
Apply Cancel

Figure 4 - Table Autoformat

Visit each table, ensuring tables do not extend into page margins. If so,
resize them. (In Word 2003, a Tools | Options | Compatibility setting can
help to safeguard against this issue.)

Revisit each table, ensuring that the properties of merged and split cells
are appropriate.

Revisit each table, ensuring that any graphical elements (e.g., separator
lines and/or borders used within a cell) appear as desired.

Mormal (weh) PARTI|

Marmal {eb) Itelle.ss'ﬂ
Mormal (Web) -webs1te-addxess-is Www.expressjeLcDm.-A]l-of-our-ﬁli.ngs-with-the-es-and-Exchange-

Commission(“3EC7) are-available free-of charge through-ourwebsite onrthe-same-day, oras-soofras:
reasonably practicable-after we file them with, or furnishthem to, the- SEC.

Mormal {Wweb) Fnrward-Looki.lg-Statemems'ﬂ

Mormal (ieb) s-Annual-Report-on-ontams-forwardrlooki.ng-statements as-defined-itrthe Private
Figure 5 - HTML's Spurious Use of Hard Spaces

‘Convert’ hard spaces which lead the paragraph into proper paragraph
indents — see Figure 5 above. This requires a two-pronged series of
search/replace operations. Assuming a pattern of five hard spaces should
become a first line indent of .5 inches:

Microsystems

10 “Are You SEC-Ready?”



From EDGAR — Best Practices for Repurposing its Content

WEnd e FEEpLHE ._Jkﬂ
| Find - Replace GoTo |
Find what: MEEE g
Farmat:
Replace with: |

Format:  Indent: First line: 0ch

[ More ¥ ] [ Replace ] [Replace Al ] [ Eind Mext ] [ Close ]

Figure 6 - Replace #1: Hard Spaces to First Line Indent

. W
‘ rindant He e _Ju;‘l

Find Replace | GoTo

Find what: Drapgrtiabadag

Replace with:

|Df_|cure¥J [ Replace ] [Replace all l [ Eind Mext ] [ Cancel

Figure 7 - Replace #2: Eliminate the Hard Spaces

18. Clean up random inserted hard spaces throughout document using
replace, e.g., those which fall within or internal to the paragraph.
Reinsert required hard spaces throughout the document where line
endings and page endings necessitate.

. (s
| Findanl Hanlkies ._Jk.a

| Find | Reglace | GoTo |

Find what: g

Replace with:

Figure 8 - Eliminate Remaining Hard Spaces

19. Locate and handle spurious manual line breaks (e.g., [Shift-Enter]’s)
throughout document: Edit|Replace ™1 with ~p.

20. Optional, but based on your firm standards: replace straight quotes with
smart or curly quotes.

21. Locate and replace any inappropriate symbols and (e.g., “- -” becomes

“_»)

Microsystems 1 “Are You SEC-Ready?”



From EDGAR — Best Practices for Repurposing its Content

22.

23.

24.

25.

26.

Resolve Page Margins, Headers and Footers and page numbering as
these are not features inherent in HTML, thus must be assigned during
the cleanup process. You should also watch for the inevitable insertion
of:

m Landscape-oriented tables which will require insertion of an altered
section above and below the table.
= Introduction of unique page numbering, per section.

HINT: It is best to work from the back of the document forward during
this process.

Once all pagination challenges (e.g., line/page endings and section break
insertions) are met, rebuild the Table of Contents, most often inserted as
a table, at least in the case of a 10-K. If Word’s table of contents feature
will not be used, it is recommended that you use Insert | Bookmark,
cross-referencing to the appropriate Heading style in the document. This
ensures further edits to the document will require no further modification
to this TOC.

If you have Adobe Acrobat, you can verify your result matches that of
your source using the technique described in the “Verifying Original
PDF vs. Resulting OCR'ed & Cleaned Copy“ segment on Page 21.

Once cleanup is complete, the document is ready for the content edits
required, namely the insertion of new table columns to reflect the current
annual or quarterly numbers, update applicable company information and
revise or author new content for the coming year.

Ensure that throughout the authoring process, and you attempt to post the
document back up to EDGAR, on-going quality checks are made.
Because content will be assembled from myriad sources, what had
previously been a stable document can easily become unstable, requiring
risky interventions at the final hour.

Manual Cleanup Process from EDGAR (ASCII)

Many have toiled over the task of turning plain text EDGAR submissions
into editable Word content. While text cleanup is assuredly tedious, the real

test is spinning typewriter-esque financial content into properly-formed
Word tables. That’s where skills, ingenuity and command of a few of Word’s

new features come into play.

Please note: Modernized HTML EDGAR postings already house financial
content into discernable — albeit messy — table structures. Refer to Manual
Cleanup from Modernized EDGAR (HTML) above for best practice
methodologies to cleanup these structures.

1.

Download a plain text edition of an EDGAR 10-K or 10-Q submission
(http://www.sec.gov/).

Microsystems
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From EDGAR — Best Practices for Repurposing its Content

2.

Insert|File into the template which contains appropriate margins and
styles used to govern your resulting SEC document. File|Save the
document.

Accelerated by 3

doc@tgols

If you have DocXtools, select the following options on the Manual
Cleanup dialogue:

0 Reflow end of line markers into paragraphs
o Convert straight quotes to curly quotes

(2 Clzguy \3

(79 microsystems

|:| Apply SpaceBefore for multiple 1 patterns
I:‘ Remove applied styles % retain formatting
[] Change hard page breaks to "Page break before"!
|:| Remove empty Nl [no Spacedfiter/SpaceBefore]
Retlow end of line markers into paragraphs

[l Character
|:| Substitute True Tvpe fonts for common printer fonts
[ Azsess for predominant fort in document
[] Remove condensed font attribute
[] Remove optional hyphens

[] Remove extraneous spaces/tabs
El Fields

[] Delete {Private} field codes B

[] Tum {SEQ} field codes to text

[] Delete {TCIATOC field codes

[ Tum fautoMurn} codes to text

I:‘ Delete {TAIATOA} field codes

[] Tum {REF} field codes to text

[ Delete empty [{ ¥ field codes

[ Unilirk &l figld codes

[] Update all figld codes

=

Frml=ba =Ml Fmld mmAn

O Copy into new document

SEC Cleanup - ] 4 | Cancel ‘

Figure 9 - Manual Cleanup Options for ASCIl EDGAR

If you don’t have DocXtools, you’ll need first to confirm your settings
for Word’s AutoFormat by visiting Format|AutoFormat|Options ensuring
the following options are selected:

0 Straight quotes with “smart quotes”
0 Plain text WordMail documents

Microsystems
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From EDGAR — Best Practices for Repurposing its Content

I OISOTIETT: d
AutoCorrect AutoFormat As You Type
AutoText AutoFormat Smart Tags
Apphy
[ Built-in Heading styles [ automatic bulleted lists
[ List styles [] other paragraph skyles
Replace

"Straight guotes" with “smart quotes”

[ ordinals {15t} with superscript

| i i ion character (15)
[ *Bold* and _italic_ with real formatting

[ internet and network paths with hyperlinks

Preserve
[ atvles
Always AutoFormat
Plain text WordMail documents

[ K ][ Cancel ]

Figure 10 — Confirm Word’s AutoFormat Settings

Dismiss this dialogue, then “AutoFormat” now by clicking on OK.
(Note: If your AutoFormat options are already established, you can press
Ctrl-Alt-K to invoke the AutoFormat process). When done, paragraphs
will reflow, and most manually-terminated line endings will be removed.

Cool trick: “Shake off” all leading spaces turning them into first-line
indents with this multi-part tip:

m Edit|Replace, and in the “Find what:” box enter ~p~w
= In the “Replace with:” box assign first-line indent formatting
(More|Format|Paragraph|First Line|.5). Replace All.

’ [T
‘ Findspl ek ha

Find Replace | GoTo

Find what: S

Format:

Replace with:
Formak:  Indenk: First line: 0ch

[ More | [ Replace ] [Replace all l [ Find Mesxt ] [ Zancel

Figure 11 - Replace with First-Line Indents

m  Next, select all paragraphs with this applied formatting: Edit|Find,
“Find what:” ~p”w, adding the First Line Indent to the further
qualify your candidates. Check the “Highlight all items found box”.

Microsystems
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From EDGAR — Best Practices for Repurposing its Content

[=£1 %
Pl Hanlies J Q

Find | Replace | GoTo |

Find what: o
Farmat:  Indent: Firsk line: 0ch

[¥]*Highlight all items Found in::

Main Document [ More ¥ ][ Find Al ][ Cancel ]

Figure 12 - Select All Applied First-Line Indents

m  Dismiss the dialogue, but don’t select anything in the document as
this dismisses your document-wide selections. Press Ctrl-E to center
everything, then left align it with Ctrl-L. All leading spaces are now
gone.

Accelerated by 5. Using DocXtools “Apply” features, apply:

doc@'tl(l)nols

Outlines
Titles

Body Text
Single Lists
Bullets

NOTE: If you don’t have DocXtools, follow these guidelines:

O 00O

o

0 Restyle body text elements in document. Quickly do so using
right-click, “Select Text with Similar Formatting” found in Word
2002 or Word 2003, only’. Otherwise a series of ‘replace’
operations will also accomplish this.

0 Restyle title text elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise, a series of ‘replace’ operations
will also accomplish this.

0 Restyle bulleted elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise a series of ‘replace’ operations will
also accomplish this.

0 Restyle any paragraphs which indicate that outline or single-list
numbering should be applied, if necessary (e.g., if a Table of
Contents, navigation using Word’s Document Map, or Adobe
Reader’s Bookmarks pane when producing a PDF are desired).
Additionally, automatic numbering may be required to facilitate
any further editing.

" This feature only enabled when Tools|Options|Edit| “Keep Track of Formatting” and “Mark formatting

inconsistencies” are checked. Also, Tools|Options|Save| “Disable features introduced after:” must remain
unchecked.
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From EDGAR — Best Practices for Repurposing its Content

Navigate to the first “Table” tag present in the document — Edit|Find|,
and enter <TABLE> in the “Find What:” box. Click OK.

Locate the line where column indicators (<C>) demark the tables'
structure:

<S> <C>
258508 MENLO PARK
259118 THOUSAND OAKS

<C> <C> <C> <C> <C> <C>
CA 94025 SFD 5.875 5.483 $2,721.08
CA 91362 SFD 5.375 4.983 $1,813.01

10.

11.

12.

13.

14.

Figure 13 - Sample ASCII Text Table Excerpt
Copy text from this line to the end of the “table”.

Create a new, Landscape document. Paste the content inside. If lines
wrap, adjust page margins and/or paper size until all lines maintain their
single-line presence.

Edit|Select All (Ctrl-A). While maintaining the active selection, click in
the ruler to insert a left-aligned tab marker above each left angle bracket

(<).

Collapse only columnar spaces into Tabs using this ingenious Replace
string:

m  Edit|Replace, in the “Find What:” box type a space, followed by ~w.
(The space is crucial, as it preserves the spaces between words;
without it, even words will become separated with tab markers.)

m In the “Replace with:” box, enter ~t., and Replace All

Search/Replace strings explained: “~w” finds ‘white space’ — basically
any combination of spaces, tabs or hard spaces in a document. The “~Mt”
replaces all found strings with a tab marker.

Convert remaining text into a table using Tables|Convert|Text to Table.

Save the document, then clean up, touch up and edit the table structure
and its properties as desired. When finished, move the table back into the
governing document.

Repeat steps for each remaining table.

Special note: Editing tables in a separate document greatly accelerates
Word's performance during this demanding editing phase: there is less
document content to paginate, thus minimizing on-screen refresh events.

Remove all leftover tags using this wildcard search string: Edit|Find,
enable both the “Use wildcards” and “Highlight all items found in” and
enter the following string in the “Find what:” box: \<*\> as illustrated
in Figure 14 below.

Microsystems
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= [T
Find gl Hanlkies _Ju@

Find | Replace | GoTo |

Find what: [ Eaubs
Options:  Use Wildcards

[#]Highlight all items Found in:

IMain Docurment | Less % ][ Fird &l

] [ Cancel

Search Options

Use wildcards

[] sounds like (English)

[ Find all ward Farms (English)
Find

’ Farmak = ][ Special * ]

Figure 14 - “Use wildcards” to Eliminate Leftover Tags

15. Touch up the remaining content, using the Document Map to quickly
navigate the document.

16. Regenerate the table of contents, and resolve any page numbering or
section formatting.

17. Verify your formatting work using DocXtools “Discover” which assesses
the document for document quality, and ensures best practices.

18. If you have Adobe Acrobat, you can verify your result matches that of
your source using the technique described in the “Verifying Original
PDF vs. Resulting OCR'ed & Cleaned Copy* segment on Page 21.

19. Your result is now ready for content edits.

Manual Cleanup Process from EDGAR (Supplemental PDFs)
The cleanup trail from a posted supplemental PDF takes on one of two forks:

m  Some form of paper capture or OCR scanning (most tedious)

m  Methods which leverage a combination of the tips and tricks noted in
the “Manual Cleanup from Modernized EDGAR (HTML)" and
“Manual Cleanup Process from EDGAR (ASCII)“ sections above.

An image-based PDF

You’ll know it’s an image-based PDF when Edit|Select All in Adobe Reader
selects nothing, or when you Search in the PDF and strings are not found.
When this happens you’ll need to OCR the content using any of the
following methods:
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m  Adobe Acrobat’s free plug-in, Paper Capture

OmniPage Pro’s ability to OCR a PDF

m If you have the source pages available in TIFF images, you can use
Microsoft’s Office Document Imaging Solution, a little-known but
valuable freebie available in Office XP and 2003

Once you have the document as editable text, perform cleanup as described
in the sections above.

A Text-Based PDF

If your PDF is text-enabled, the repurposing workflow resembles this:

Accelerated by

doc@'tl(l)nols

1. Open the PDF file in Adobe Reader

2. Edit| Copy file to Clipboard

3. InWord, File | New against a “Normal” document, and Edit | Paste,
preserving formatting

4. If you have DocXtools, select the following options on the Manual

Cleanup dialogue:

0 Reflow end of line markers into paragraphs
o0 Convert straight quotes to curly quotes

Microsystems
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(2 Clzguy \3

(79 microsystems

|:| Apply SpaceBefore for multiple 1 patterns
I:‘ Remove applied styles % retain formatting
[] Change hard page breaks to "Page break before"!
|:| Remove empty Nl [no Spacedfiter/SpaceBefore]
Retlow end of line markers into paragraphs

[l Character
|:| Substitute True Tvpe fonts for common printer fonts
[ Azsess for predominant fort in document
[] Remove condensed font attribute
[] Remove optional hyphens

[] Remove extraneous spaces/tabs
El Fields
[] Delete {Private} field codes B
[] Tum {SEQ} field codes to text
[] Delete {TCIATOC field codes
[ Tum fautoMurn} codes to text
I:‘ Delete {TAIATOA} field codes
[] Tum {REF} field codes to text
[ Delete empty [{ ¥ field codes
[ Unilirk &l figld codes
[] Update all figld codes

LI o T PRV N R

O Copy into new document

SEC Cleanup - ] 4 | Cancel ‘

Figure 15 - Manual Cleanup Options for PDF Cleanup

If you don’t have DocXtools, you’ll need first to confirm your settings
for Word’s AutoFormat by visiting Format|AutoFormat|Options ensuring
the following options are selected:

0 Straight quotes with “smart quotes”
0 Plain text WordMail documents

| SLOOTET: a

AutoCorrect AutoFormat As You Type

AukoText AukoFormat Smark Tags
Apphy
[ Built-in Heading styles [ automatic bulleted lists
[ List: styles [ other paragraph styles
Replace

"Straight guotes" with “smart quotes”
[ ordinals {1st} with superscript
[ Fracti ith Fraction character {14}

[ *Bold* and _italic_ with real Formatting
[ internet and network paths with hyperlinks

Preserve
[ styles
Always AutoFarmat
Flain text WordMail documents

[ OK ][ Cancel ]

Figure 16 — Confirm Word’s AutoFormat Settings
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Dismiss this dialogue, then “AutoFormat” now by clicking on OK.
(Note: If your AutoFormat options are already established, you can press
Ctrl-Alt-K to invoke the AutoFormat process). When done, paragraphs
will reflow, and most manually-terminated line endings will be removed.

5. Delete any unnecessary textual elements, such as those which reflect
page numbers, or in-line header or footer content.

6. Because tables are delivered into the document as typed text, you will
need to reconstruct them. The easiest method would be to use Adobe
Acrobat’s Select Table tools to select, then copy each segment as a
structure, then paste it into the appropriate location in the target
document you’re building — a very laborious task. If you don’t have
Acrobat — or scanning software which recognizes the tables as tables —
plan on spending a significant amount of time on this step.

7. Use DocXtools Expert Toolbar, Cleanup | Tools | Apply Normal font to
document content to eliminate inappropriate fonts from the document.

If you don’t have DocXtools, visit Tools | Options | Compatibility | Font
Substitution to make sure all fonts are substituted. If not, “Convert
Permanently” until all substitutions are made.

8. Next, Ctrl-A to Select All, then Ctrl-C to copy the entire document’s
content. File | New to the appropriate SEC template, and paste your
modified results inside.

Accelerated by 9. Using DocXtools “Apply” features, apply:

doc@?tglols

Outlines
Titles

Body Text
Single Lists
Bullets

NOTE: If you don’t have DocXtools, follow these guidelines:

O O0OO0Oo

o

0 Restyle body text elements in document. Quickly do so using
right-click, “Select Text with Similar Formatting” found in Word
2002 or Word 2003, only®. Otherwise a series of ‘replace’
operations will also accomplish this.

0 Restyle title text elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise, a series of ‘replace’ operations
will also accomplish this.

& This feature only enabled when Tools|Options|Edit| “Keep Track of Formatting” and “Mark formatting

inconsistencies” are checked. Also, Tools|Options|Save| “Disable features introduced after:” must remain
unchecked.
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0 Restyle bulleted elements in document. Quickly do so by placing
cursor in an appropriately-formatted paragraph, using right-click,
“Select Text with Similar Formatting” found in Word 2002 or
Word 2003, only®. Otherwise a series of ‘replace’ operations will
also accomplish this.

0 Restyle any paragraphs which indicate that outline or single-list
numbering should be applied, if necessary (e.g., if a Table of
Contents, navigation using Word’s Document Map, or Adobe
Reader’s Bookmarks pane when producing a PDF are desired).
Additionally, automatic numbering may be required to facilitate
any further editing.

10. Take care of any necessary page setup, header/footer or page numbering
issues.

11. Verify your content rebuild using the PDF compare technique noted
below.

Verifying Original PDF vs. Resulting OCR'ed & Cleaned Copy

A little known method exists to aid in verifying your resulting OCR’ed and
cleaned content does not deviate from the originally-supplied PDF. This
technique requires Adobe Acrobat. Here’s how:

1. Create a PDF result of your OCR’ed and cleaned document

2. Launch Adobe Acrobat 6, and open both the original PDF you worked
from, and the one you’ve just created.

3. Choose Document|Compare Documents, and identify the ‘newer’ and
‘older’ documents.

4. Check ‘Textual Differences” and select either a side-by-side or
consolidated report. Click OK.

The resulting PDF will visually display where differences appear. You can
now return to Microsoft Word to make any necessary corrections.

To EDGAR — Creating Modernized HTML from Word

Manual Process to Create Modernized EDGAR (HTML) from Word

The preparation challenge when taking documents into modernized EDGAR
HTML largely involves “unfolding’ formatting disallowed by the on-line
EDGAR system, yet required during the:

editing

content development
collaboration
comparison and

Microsystems
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m  printing or PDF-ing

stages in Word. While there are many individual tasks, general document-
wide guidelines are:

m  Remove all unused styles (keeps the resulting HTML file very tidy
and compact)

= Remove all table borders

m  Center all table structures to appear in the center of the viewable
HTML page.

m  Eliminate all pagination control (e.g., “Keep with Next”, “Keep
Lines Together”, “Widow/Orphan Control™)

m  Remove content housed in text boxes, inserting it in-line

m  Translate paragraph indents (e.qg., first line, hanging and left indents)
into hard-coded tab markers

m  Use empty paragraph markers, in lieu of paragraph spacing

m  Convert curly quotes into straight quotes

Manual verification is necessary for:

= Assessment that all special symbols, such as trademark symbols and
fractions, comply with EDGAR guidelines.

m  Assessment of all inserted graphics — EDGAR does not allow
OLE-linked objects or graphics, requiring graphics in .gif or .jpg
form.

Creating the HTML file

While native Word provides a File|Save As Web Page, this result pollutes the
delivered HTML codes, generating several errors as it is posted onto the
EDGAR system. Use of the “filtered” HTML converter, however, produces
results more palatable to EDGAR.

Siide My _J \3
Save in: ) AdobePostings | @ -3 | Q [ [~ Tools =
@j Adobe - Form 10K {(10KFY02).htm
,,J ) Adobe - Form 10-0 (5211992021 0-0).htm
My Recent
Documents
7""-,}
Deskkop

My Docurnents

1
" ]
58
My Compuker
‘L ‘l Page itle: Change Title, .,
. File: name: am 1 5EC Ready.htm 3
Ty Metwork =
Places ELVCE AL ich Page, Filtered 0%, htm: * hml) i

Figure 17 - File|Save As|Web Page, Filtered HTML
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The DocXtools SEC Accelerator

Accelerated by

doc@tgols

About Microsystems

The SEC Accelerator, an enriched collection of cleanup tools and Discovery
rules to complement those already available in DocXtools, accelerates many
of the manual tasks discussed in this document, most notably:

When Repurposing from EDGAR:
m  Specialized handling based on source type:

0 ASCII/Plain Text
0 Modernized EDGAR
o0 Existing Word work product

m  Preparatory cleanup of:

Spurious Hard Spaces

Paragraph reflow

Hard Spaces into Paragraph Indents
One-click application of Styles
eliminating graphic lines

producing tables from text
‘cleansing’ table structures

When Inserting New Content:

OO0OO0OO0OO0OO0O0o

= Manipulating columns to remove outdated financial content
m  Shifting columnar data to the left or right

When filing to EDGAR:

Remove all table borders

Centering table structures

Eliminating all pagination controls

Relocating content housed in text boxes to in-line text
Converting:

0 paragraph indents into hard-coded tab markers
0 paragraph spacing into empty paragraph markers

Microsystems is the acknowledged leader in software-based document
formatting and clean-up solutions for the legal and life sciences markets and
other document-intensive industries. Its Knowledge Partnership program
provides more than 165 law firms and pharmaceutical companies with an
innovative combination of software products, consulting services, and
document support services designed to improve the total document
structuring and production processes. Microsystems also supplies document
conversion and migration services; the company estimates that its products
have migrated over 300 million documents from WordPerfect or legacy
versions of Microsoft Word to current versions of Word for more than 400
organizations worldwide. Microsystems is headquartered near Chicago in
Lombard, Illinois, with satellite offices in California and Washington, DC.

Microsystems
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