INDEXING

with Adobe® InDesign®
Step!

» Mark the names and topics you want to appear in the“\index.

» For names, highlight it and then use the keyboard shortcut:
Cmd+Shift+Option+] (Mac) Ctrl+Alt+Shift+] (Windows). These will be
indexed alphabetically by the last name.

» For names with two parts, such as Ann Marie, use a non-breaking
space (Type>Insert White Space>Nonbreaking space) between the
two. InDesign will then treat it as one word.

» For names in a list separated by commas (such as sports teams or
groups), you can highlight them all at once and apply the keyboard
shortcut once.

» For topics, such as football or French, or proper nouns, such as
McDonald’s or Taylor Publishing, use the keyboard shortcut:
Cmd+Shift+Option+[ (Mac), Ctrl+Alt+Shift+[ (Windows). These will be
indexed alphabetically.

Step z

» Make sure all of your documents for your book are on

< - X
one computer or network server. | ¢ Yearbook Index x | _ ,:l
» Organize and combine all of your book documents T i 16682.096 007 9% g7
using InDesign’s book feature. From the File menu, [ [ 16682 098 099 98-99 Remove Document
choose New>Book. Give it a name and save it in a safe || [ffj 16682 100 101 100-101
i 16682_102_103 102-103 Save Book As..
location. Lo m S Close Book
» Now add your yearbook documents by clicking the " B 16682_104 105 104-105
. . Preflight Selected Documents
+ sign at the bottom of the panel or choosing Add 53 [l index Documen: 240-241h | pyckage Selected Documents
Document...from the contextual menu in the upper _Export Book to Digital Edition
right hand corner of the panel. It’s best to add the ™ E 3 & -

documents in order so that the resulting index will list the
page numbers in sequential order.

» Check the column to the right of the document names to see if the
page numbering is correct on each document. This is the number
InDesign will use as the page numbers when it generates the index.
You can double click on a document in the Book panel to open it.

Step 3

» Create your index document - the actual document where you want
the index to be printed. Create one document with as many pages as
you think you might need for the index.

» Add this “Index Document” to your Book. Very important!
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stepd) =
| ¢ Index x | =
» Open the Index panel - Window>Type & (®) Reference () Topic [ Book
Tables>Index. W Ayala, Brenda
This will indicate what names (and topics) have o7 Sort Options...
been marked for the index in whatever document | v & ' o
is currently open. b Baca Joshua IR
» With your Index Document open, click the middle ¥ Badal, David i SO
button at the bottom of the Index panel or from 0 o7
the contextual menu choose Generate Index. b Bai, Ye 3
» Check Include Book Documents and make sure b Ballard, Zack 3
your yearbook book name is correct by Book | NEE T

Name. If you haven’t added your Index
Document to the book, the Include

Generate Index

Book Documents will be greyed out and Title: Index ok )
unavailable. Go back and add it to the Title Style: { Index Title ) R (" Cancel )
book and Continue. @Replace Existing Index ( Fewer Options N
. . E Include Book Documents Book Name: Yearbook...ex.indb )
» If you are generating the index more M include Entries on Hidden Layers
than once, be sure to check Replace (Nested B
Existing Index and it will automatically # Include Index Section Headings

Include Empty Index Sections

place it correctly.

. . . Level Style Index Style
» Click OK. InDesign will scan all of evel : P T - Section Heading: (index Section Head IR
the documents in your book to find Level 2: (Index Level 2 1% Page Number: (page mumbers 18
names (and tOpiCS) that are marked. Level 3: [ Index Level 3 [ Cross-reference: [ Index Cross-refer...[ 4]
You will then see your cursor Change Level 4: [ Index Level 4 F Cross-referenced Topic: [[None] %]
to a loaded text icon, meaning you — Entry Separators
have text that needs to be placed Following Topic: A Between Page Numbers: ,— »
on a page. Just click on your Index Between Entries: ; ¥ Before Cross-reference: . |»
Page Range: A= |® Entry End: | ¥

Document page and a new text
frame will be created with your index
flowed alphabetically. You can create
separate text frames for each column
on each page and link them together or create one text frame and go to
Object>Text Frame Options... and create columns within the frame. You'll
still need to link frames from page to page.

Extra Info e
Crawferd, Kacie
Crez, Crystal........
Cruz, Markett De L]
» Formatting your index text can be done after you generate it, like any :
. . . . Bjerke, it =
other text. Or you can save time, especially if you have a long index, M\
by creating paragraph and character styles. You can set font, size, a8 WY oy e
Whearyt, Jared 7] [Biaiane. Aden
color, tabs (including leader characters), etc. Create these in your Index plbte i |

7 Bozergmehri, Shayan._.
7 Breneman, Joshua ..
7 Broathway, Ryan.
7 Brogks, Bramden .
s B, Cheistophes
7 Buddey, Kendall -
) Bullodk, Angel
) Bullock, Angelia
7 Burgess, Michael
s Burgin, Adidyn

7 Bums, Samantha—......

Document and then apply them in the Generate Index dialog box.
» Some useful styles you might consider are:
» Index Title —paragraph style applied to Title bt e
» Index Level 1-paragraph style applied to names, topics B e
» Index Section Head-paragraph style applied to alpha letters
» Page Number-create a character style in your Index Document A
and it will then appear in this drop-down menu e ra— e —

Iguilar, Michael,

Wauinalda, Mariah

AN

= Douglass, Kevin ..

= Dozier, Renee......
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