Index tagging instructions for authors

Main entries – use yellow highlighter to highlight words to be included in index as main entries. Simply highlight the words in the body of the text that you want included.  If you want the index listing entry to be different, write the entry in the outside margin, for instance:

TEXT



MARGIN


INDEX

This is an Intel processor.
computer processor

computer processor xx

Sub entries – use a blue highlighter to indicate level 2 entries, and write the level 1 entry under which they fall in the outside margin of the page.  Below shows examples of  main entries – with the “processor” main entry having “computer” and “Intel” as a subentries under processor. Separate main from sub entries with a colon. If the entry is identical to the text, you can start or end with the colon to save some writing, for instance:

TEXT



MARGIN


INDEX

This is an Intel processor.
computer


computer









    Intel processor  xx

This is an Intel processor.
:computer


Intel processor









    computer  xx

Multiple entries – for multiple entries, write them all in the margin. If an entry is both a main entry and is to be a reference for a sub entry, also list that in the margin, but use the yellow highligher to indicate that there is also a  main entry.

This is an Intel processor.
processor:Intel

processor
hardware:processor

    Intel  xx






hardware






    processor  xx

This is an Intel processor.
computer:chip


Intel processor xx









computer









    chip xx

Instructions to the indexer – to indicate you are telling the indexer something rather than giving the indexer a word to enter you need to use special marks, for instance

GOAL




MARK



INDEX

Comments to an indexer

<indexer, please do this…>

Word that need to be in bold

double underline


Entry
Words that need to be in italics
single underline


Entry
Capitalization
write the word how you want 
the entry to look,Initial Cap, 
ALL CAPS, strangE capS











ENTRY











Entry











enTry

Cross references –“see” entries append main entries but the main entry does not get a page reference.  “see also” entries are used as subentries and the main entry gets a page reference.  Both “see” and “see also” to point to other primary (or secondary) index entries.  Neither cross-references have page numbers associate with them, as the page numbers appear at the cross referenced entry.  Indicate either entry in the margin, for instance:

TEXT



MARGIN

INDEX 

This is an Intel processor.
See also processors
Intel processor  xx
   See also processors



processors  xx
This is an Intel processor.
See processors

Intel processor. See processors





processors  xx

Acronyms – acronyms are entered both ways, with the one entry pointing to the other.  Please be certain to indicate what an acronym stands for the first time you highlight it to be included in the index.

Inverted entries – like the acronyms, entries can be inverted.  Indicate so in the margin if you want an entry and its inverse entered, and  also indicate if the inverse is a subentry.

TEXT
MARGIN


INDEX

DOS runs Intel computers.
Disk Operating System
DOS (Disk Operating System) xx






Disk Operating System. See DOS

DOS runs Intel computers
Invert



Intel computers xx






Computers, Intel xx

DOS runs Intel computers
Invert and sub


Intel computers xx






Computers






   Intel xx

