[bookmark: _GoBack]Formatting Archived Emails for Website Publishing

The purpose of this project is to publish the archived emails from visitors at The Path of Truth over the years. 
The email threads are all stored in Microsoft Word, and in reverse chronological order. They contain email headers with email addresses, links to TPOT papers, 
text-decoration such as italics/bold/underline, color formatting, internal notes such as material from 3rd party sites, and links to social media profiles.  All of these things must be taken into account when working with these files.
The finished document will be a clear, chronologically-listed correspondence that includes all of the original formatting, but with the internal notes removed. Below is a list you can follow. There may be some exceptions or new scenarios that arise, and you can ask about those.
One important thing, maybe the most important thing, is to read the correspondence. Look to the Lord for understanding of what is being said by the writer and in the responses. This will help you format and edit things, knowing what to edit and what not to. It will also help you formulate a title for the correspondence. Sometimes you can find specific questions from the writer or use the subject, particularly as it evolves and is updated.
Below are some elements of these files and whether or not to include or remove them:
1) Email Headers – Include
2) Email addresses – Remove, and replace with the writers first name only, except when it is Victor, Paul, or someone else writing from The Path of Truth, then the first and last name will be kept.

Here is an example email header (minus the outlined box), followed by an edited header:

------Original Message-------
From: Paul Cohen 
To: a1z5ss7@netzero.net 
Cc: Victor Hafichuk 
Sent: Tuesday, April 12, 2011 9:57 PM
Subject: Follow Up to Our Talk Last Night







Edited (email links and background formatting removed; bold the header prefixes like “From,” “To”, remove last name of writer):

From: Paul Cohen 
To: Saumil
Cc: Victor Hafichuk 
Sent: Tuesday, April 12, 2011 9:57 PM
Subject: Follow Up to Our Talk Last Night











	
3) Chat transcripts – removed in most cases. You do need to take into account if there is a subsequent email reply that contains text from a previous chat. You may include the portion from that chat if it helps the correspondence remain clear. 
4) Links to social media profiles – Remove
5) Internal Notes – Remove
6) Text Decoration – Include all underlines, italics, and bold.
7) Color formatting – Include
8) Phone numbers, email addresses. You can just use XXX-XXX-XXXX for phone numbers and <email removed> for email (only when the email address is in the body of an email).

Some documents may touch on subjects that aren’t necessarily something we’d want to post, perhaps dealing with mundane matters, things with Harvest Haven, internal discussions, or very sensitive, private matters. You can set those aside. Ask if you have a question.
Links to Papers
Most of the emails have links to papers at TPOT. TPOT has changed over the years and some of the links are “broken”. For instance, there may be a link to “What Is Faith” that will point to the broken link, http://www.thepathoftruth.com/writings/whatisfaith.htm and the current link on the site is http://www.thepathoftruth.com/teachings/what-is-faith-spiritual.htm.
Review all links in Word by clicking on them and confirming they reach the intended page. If they don’t, you update the link by right clicking on the anchor text, clicking ‘Edit Hyperlink,’ and then paste the correct link for this paper. See here:
[image: ]

Creating a Title for the Correspondence
Once finished reformatting the paper, consider a title for the document. Here are a couple examples:
http://www.thepathoftruth.com/letters/am-i-eternally-lost.htm
http://www.thepathoftruth.com/letters/are-or-were-sinners-saved-by-grace.htm

In some cases you’ll find the writer asks a clear question that can be used for the title. In others, Victor may have reassigned a subject that will work. Otherwise, after reading the correspondence, consider, “What is being asked by the writer?” or “What is the subject here?” We are posting these to the website for visitors to find so we simply want a title that gives a potential reader an idea of what they are about to read, while taking into account what keywords or phrases will match a user’s search query (before they ever make it to the site).
Place your suggested title(s) at the top of the Word document. We will review, and edit if necessary, before posting.

Working with Documents
We will provide you with a link to a folder in the cloud where a batch of documents will be placed. You’ll download these, open in MS Word or Google Docs, edit what is needed, and when finished marking up the document, you’ll drop it in another folder we’ll provide. 

Once you are finished with the list of documents that are assigned to you, you can let us know and we’ll drop a new batch in your folder.
I recommend that when working with a document that you start a new, blank document, and transfer the content from the original document to the new one in chronological order, one email response at a time, including headers. Once the full correspondence has been transferred you can make the technical adjustments like editing the headers, removing email addresses, last names, phone number (not often found), internal notes, etc.
Once the document is formatted, read the correspondence. This will help you get an understanding of what is being said so you can identify if there are errors, or possibly duplicate/missing text. Also, by reading, it will help you come up with a title for the file. And, last but definitely not least – there is plenty of edification, and correction in these emails for you, the reader! I noticed after I started doing many of these, that I was being cleansed of false doctrine, wrong thinking, wrong attitudes. In other words – being given the truth! What could be better than that, to work on a project where The Project works with and for you?!
I’m sure there are things that aren’t covered here and I’ll need to add to this document as we go, but I wanted to give enough information to help people decide if this is something they are able to, and would like to do. If you have basic Word processing knowledge, I think you’ll be able to handle this.
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