Instructions to prepare and upload editions
Saving the files
Transcriptions: 
Individual pieces:
> Save individual pieces in single .sib file 
> Export the .sib files to PDF 
> Create cover pages for each piece in Word
> Convert the cover pages to PDF
> Merge the cover pages with the relevant individual piece
> Convert the PDF including cover and content into PDF/A-2b (Druckproduktion > Preflight > Prüfen und korrigieren > Specihern) (Eng.: Print production > Preflight > Analyze and fix > Save) and save in a separate folder (PDF and PDF/A formats are not differentiated by name or file extention, thus it is important to save them separately.)

Volume
> Merge the PDFs of individual pieces in one file
> Prepare the frontmatter and content list using the template in Word
> Convert the Word file to PDF
> Merge the PDF files and convert to PDF/A-2b

Critical reports: 
Volume: 
> Save all reports in one Word file
> Convert the Word file to PDF
> Prepare the frontmatter, content list and introduction using the template in Word
> Convert the Word file to PDF
> Merge the PDF files including all critical reports with front matter + introduction and convert to PDF/A-2b

Individual pieces:
> Extract individual pieces as PDF from the PDF file that includes all critical reports
> Create cover pages for each piece in Word
> Convert the cover pages to PDF
> Merge the cover pages with the relevant individual piece
> Convert the PDF including cover and content into PDF/A-2b
File names:
The PDF files should be named according to the CMO numbers of the editions and based on the structure of the edition as follows:

Edition of an exclusively instrumental manuscript: 
Two parts in one volume: CMO1-I-XX
Two separate volumes for transcription and critical report: CMO1-I-XXa and CMO1-I-XXb

Edition including text:
Two parts in one volume: CMO1-I-XXa
Two separate volumes for transcription and critical report: CMO1-I-XXa and CMO1-I-XXb
Text edition: CMO1-I-XXc

Edition divided into more volumes:
In case the edition needs to be divided into more volumes due to the extent, as is the case with NE204, letters must be added accordingly, e.g.:

First volume of the transcriptions: CMO1-I-XXa
Second volume of the transcriptions: CMO1-I-XXb
Critical report: CMO1-I-XXc
Text edition: CMO1-I-XXd, etc. 

Individual pieces:
Names of the files for individual pieces are generated from their CMO number and the type of the edition they include, e.g.: CMO1-I-XX.01_Critical_report, CMO1-I-XX.01_Transcription, CMO1-I-XX.10_Text, etc. 
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