
Index

This headnote, much longer and more analytical than anything I would 
write for a typical index, describes some of the choices I made in designing 
this index, and points out some issues of interest.

Indexing a book on indexing is an exercise in metacognition. In fac-
ing this text, the result of my analysis of my own thinking process, and 
then using that same thinking process to analyze and make accessible its 
contents, I felt as though I was looking into mirrors in mirrors. At times 
the indexing process became somewhat surreal: I found myself cross-
checking the “Cross-checking” entry, and making sure that the entry 
for “Undifferentiated locators” did not have too many undifferentiated 
locators. I was tempted to include page references to the main text from 
this headnote, and I contemplated indexing the headnote material, which, 
after all, discusses indexing.

In several places the text discusses its own index. I gathered these 
discussions into a main entry, “Facing the Text indexing,” and referenced 
them in subheadings as appropriate. Similarly, in several places I used 
qualifiers to distinguish self-referential headings: “Definitions (in Facing 
the Text)” vs. “Definitions (in text being indexed).”

On page 28 of the text, I assert that the places in which I explicitly 
state my argument metatopic should be gathered in the index. Here is that 
argument: “The index must arise from the needs of the reader, informed 
by—but independent of—both the structure of the text and external, 
abstract rules.” I indexed this concept, when I stated it in the text, under 
its two basic parts: “Context-specific decision making” and “Text/index 
distinctions.” 

Book types (encyclopedias, reference books, scholarly books, text-
books, and trade books) provide an alternative conceptual structure in 
this index. All discussions addressing a particular book type (in general, 
or via a particular book example) are indexed under these types. Thus, 
the reader especially interested in scholarly book indexing will find all 
information about scholarly books in the collection of main entries be-
ginning with “Scholarly books.” 

Readers who are interested in following the multiple discussions of 
particular indexes used as examples will find the locators for each citation 
in the Reference List itself.
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This book contains intricately interwoven concepts and topics. Every-
thing is related to everything else. Furthermore, after a straight-through 
reading, this book will be used as a reference guide to particular index-
ing problems. Therefore, the index is highly detailed (averaging thirteen 
entries per page) and somewhat repetitive. Large entries have overlapping 
subheading locators so that connections are explicated. I double-posted 
extensively. I also provided separate subheadings for features such as 
definitions and overviews, and for short but important topics within a 
section. For instance, in the “Breaking down spans” entry, page 178 is 
covered in the subheadings for “local main topic overviews,” “need for,” 
and “span-length guidelines.”

Writing this book, I found myself discussing concepts that do not have 
official terms. I defined new terms in the text (ancillary topics, local main 
topics, metatopics, the subheading types). But as I indexed, I found many 
topics that I had described in the text with informal wordings. Here are 
some examples: subheadings that cannot stand alone as main headings, 
moving down a level in the text headings when higher levels are vague, 
and the need for an open mind in decision making. Inventing wordings 
for these concepts was a difficult task, one with which many colleagues 
helped. In some cases, given the luxury of self-publishing and a flexible 
designer, I went back into the text to reword using the new terms the 
index demanded. The final wordings for the three examples above are 

“Subheadings, dependent,” “Section topics, lower-level,” and “Flexibility, 
need for,” respectively. 

This index uses letter-by-letter alphabetization. Leading function 
words in subheadings are not alphabetized. See also references appear at 
the end of the list of subheadings, or at the end of the locators if there are 
no subheadings. Page number spans are expressed in full. The first letter 
of each main entry is capitalized, which increases readability in an index 
with few proper names.
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Abbreviations (keywords), 301, 320, 328, 340
Access points

and context-specific topic relationships, 
294–297

identification of, 268–270, 278
and multiple readers, 267–268
process for, 279, 314–316
synonymous topics as, 270–271, 320
See also Cross-references; Double-posting; 

Double-posting subheadings as main 
headings

Accuracy, 300, 302, 306, 323
Acronyms

cross-checking of, 320
and encyclopedia article topics, 57, 245–246
as synonymous topics, 270, 284–285

Adjectives
in main headings, 226–227
in subheadings, 197, 259

Alphabetization check, 323
Ancillary topics, 65–89

and covering the section, 54
cumulative understanding of, 79–83, 216
defined, 65
dense, 76, 84–87
importance of, 65–67, 69–70
imposed categories, 74–79, 269–270, 280
“Inside an Indexer’s Brain” demonstrations, 

328–329, 331–332, 338
interwoven, 68–69, 85, 140–142, 202–204
low-hanging fruit, 67, 325
overlooked, 87–89, 92, 193
process for, 309–310
sparse, 83–84, 328, 329
See also Breaking down locator strings; 

Gathered topics
“And,” 261–265

in categorical subheadings, 154, 259
placement of, 265–266
in relational subheadings, 154, 260
and wording consistency/inconsistency, 229

Annotations. See Heading clarifications
Anthologies. See Multiauthored books
Argument metatopics

conceptual parts of, 24–27, 288
in Facing the Text, 2–4, 28, 53
identification of, 11–12
in organic texts, 48

Argument metatopics (continued)
stated, 27–28
wording of, 234–235

“As,” 155
Associative cross-references, 285–287
Author communications. See Client 

communications
Author’s intentions

and context-based decision making, 3
and Do Mi’s Second Rule, 133
empathy with, 94
hidden agendas, 13, 325
and imposed categories, 75
and wording, 229–231, 235, 236, 242, 

248–249
See also Text structure

Automatic indexing, 123–124
Awkward wording, 213, 226–227, 229, 235

Background knowledge, 83, 114, 123, 124, 
231

Baker, Victoria, 77
Banning, Kay, 77
Being stuck, 45, 324–326
Bell, Hazel K., 23
Biographies, 22–23, 100, 260
Blocks, overcoming, 45, 324–326
Boldfaced locators. See Locator format 

variations
Boldfaced terms

and indexability, 96, 110
and wording, 180, 226, 253–254

Boolean searching, 315, 319
Box features. See Features in text; Feature 

subheadings
Breaking down locator strings, 198–204

and consolidating subheadings, 201, 
216–217

and editing process, 321–322
“Inside an Indexer’s Brain” 

demonstrations, 328–329, 332–333, 338, 
339, 340

and interwoven topics, 202–204
and local main topics, 199–202, 340
need for, 194–195
process for, 87, 195, 308
and repeated points, 202
and section levels, 200–202, 216, 330
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Breaking down locator strings (continued)
and subheading types, 161–162, 173–176, 

200, 202, 204
and undifferentiated locators, 195, 198–199, 

214
Breaking down spans, 177–194

consistency/inconsistency in, 188–191
and Do Mi’s Second Rule, 129–130
“Inside an Indexer’s Brain” demonstrations, 

328, 330, 332
and local main topic importance, 31
local main topic overviews, 54–55, 178
need for, 177–178
and overlapping text divisions, 182–184
and patterned local main topics, 33–34, 187
and reproducing the table of contents, 

191–193
and section length, 136, 146–147, 183, 

184–188, 189–190, 196, 218
and section levels, 188, 189–190, 194
span-length guidelines, 178
and subheading types, 159–160, 172–173, 

277
undifferentiated locators, 136, 180, 218, 219
and useful text divisions, 178–180
and vague text headings, 180–182, 185–186, 

194, 196, 328
whole-chapter demonstration, 193–194, 

196–197
Breaking out, 148, 187, 205–211

and cross-references, 118–119, 206, 207–208, 
209, 210, 288

and cumulative understanding of ancillary 
topics, 81

defined, 205–206
and Do Mi’s First Rule, 118–119, 210
and encyclopedia article locators, 60
“Inside an Indexer’s Brain” demonstrations, 

336, 337
and local main topic identification, 47
repeated, 210–211
and subheading types, 171

Broad/narrow related topics
cross-references, 99, 287–291
double-posting, 272, 278–282, 291
and imposed categories, 77
wording of, 240
See also Overlapping concepts

Case studies, 108–109, 188, 338–339. See also 
Features in text

Categorical subheadings
alternatives to, 168–169
and breaking down locator strings, 161
and breaking down spans, 159–160
defined, 149–151, 162
double-posting, 276
mixing category sets, 151, 173–174, 199
and undifferentiated locators, 199
wording of, 154, 259
See also Subtopic categorical subheadings

Changing your mind
and breaking out, 208
and informal topic announcements, 44
“Inside an Indexer’s Brain” demonstrations, 

331, 332, 333, 336
and wording, 227, 312
See also Flexibility, need for; Tentative 

entries; Tentative wordings
Chapters

argument metatopics in, 13
breaking down spans demonstration, 

193–194, 196–197
locator spans after main heading, 35, 62, 

196, 328
metatopics as text headings, 39–40, 218
spans in subheadings under metatopics, 

19–20
See also Patterned local main topics

Chapter topics. See Breaking down spans; 
Local main topics

Checkbacks, 98, 304, 307–308, 310, 317, 331
Children’s literature textbooks, 102
Chronologies, 71, 86–87, 145
Citations (in Facing the Text), 345–351
Citations (in text being indexed)

in footnotes/endnotes, 107–108
and local main topics, 51
as low-hanging fruit, 67
process for, 301
in text features, 109
See also Proper names

Classes of topics, cross-references to. See 
General cross-references

Classified subheadings. See Subtopic 
categorical subheadings
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Client communications
and editing process, 341
on encyclopedia article titles, 57, 244
on footnote/endnote indexability, 108
and imposed categories, 75
and scheduling, 305
and setup file, 304, 323
on topic relationships, 118
on wording inconsistencies in text, 249, 

250–251, 250–252, 256
See also Client preferences

Client preferences
acronyms, 285, 320
locator spans after main heading, 54
need for subheadings, 128, 137
placement of “and,” 265
and resource feature indexability, 110
word processor format, 323
See also Client communications

Collected locators. See Breaking down locator 
strings; Locator strings

Collected topics. See Gathered topics
Combining subheadings. See Consolidating 

subheadings
Common errors. See Errors in indexing
Completeness of entries. See Do Mi’s First Rule
Computer-generated indexes, 123–124
Computers. See Computer-generated indexes; 

Indexing software
Conceptual structures. See Text structure; 

Topic relationships
Conjunctions. See “And”; Function words
Consistency/inconsistency in index

in breaking down spans, 188–191
and indexability, 109–110, 115
and software tools, 302
in wording, 227–229, 244, 245, 248, 258
See also Wording inconsistencies in text

Consolidating subheadings
and breaking down locator strings, 201, 

216–217
and cumulative understanding of ancillary 

topics, 81, 82
and direct double-posting, 284
and Do Mi’s Second Rule, 131–132,

133–134, 185
in editing process, 322
and opposite meanings, 254–255

Consolidating subheadings (continued)
and short sections, 185
using “and” for, 262

Context. See Context-based decision making; 
Context-specific topic relationships; Text/
index distinctions

Context-based decision making
and author’s intentions, 3
cross-references, 288
Do Mi’s Second Rule exceptions, 136
double-posting, 274
as Facing the Text argument metatopic, 28
gathered topics, 72
indexability, 91, 101, 106–107, 121–122
and reproducing the table of contents, 

192–193
subheadings under metatopics, 20
and subheading types, 150–151, 153, 167
topic relationships, 294
undifferentiated locators, 195
See also Flexibility, need for; Text/index 

distinctions
Context-specific topic relationships, 111–112, 

294–297, 342
Controversial metatopics, 13
Controversies. See Controversial metatopics; 

Indexing controversies
Copy and paste, 300–301, 316
Covering the section, 31, 53–54, 328
Cross-checking, 33, 317–321

and Do Mi’s First Rule in subheadings, 221
and full vs. partial locator sets, 272
and subtopic categorical subheadings, 163, 

164
Cross-references, 284–296

and access point identification, 268, 269
associative, 285–287
and author’s terminology, 229
and breaking out, 118–119, 206, 207–208, 

209, 210, 288
for broad/narrow related topics, 99, 

287–291
defined, 284
and Do Mi’s First Rule, 99, 118–119, 121, 

210, 239, 287–288
and encyclopedia article topics, 57, 58
for functionally synonymous topics, 

294–296
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Cross-references (continued)
general, 121, 166, 193, 292–294, 336
from metatopics, 20, 24, 25–26, 288
and phrase reviewing, 236, 269
process for, 313, 315–316, 323
and relationships as topics, 47, 82
and scattering out, 212
from subheadings, 206
for synonymous topics, 239, 284–285, 

315–316, 320
and terms of art, 231, 232
unnecessary, 277, 287, 288–289
and wording inconsistencies in text, 249, 

251, 253, 254
and wording inventions, 245

Debates. See Indexing controversies
Decorative text headings, 36–37, 42, 328
Definitions (in Facing the Text)

ancillary topics, 65
breaking out, 205–206
categorical subheadings, 149–151, 162
cross-references, 284
dependent subheadings, 20
descriptive-aspect subheadings, 155–156
Do Mi’s First Rule, 116
Do Mi’s Second Rule, 128
double-posting, 271
entry elements, 6–7
feature subheadings, 156–157
general cross-references, 292
local main topics, 31
metatopics, 9
organic texts, 44–45
relational subheadings, 154–155
scattering out, 211
subtopic categorical subheadings, 151–152, 

162
text features, 72
text headings, 6, 34

Definitions (in text being indexed)
“Inside an Indexer’s Brain” demonstration, 

331–332
and overlapping subheading locators, 148
and topic recognition, 117
and undifferentiated locators, 195
See also Glossary terms

Deleting lines, 301

Deleting subheadings, 321, 340. See also 
Consolidating subheadings

De-nesting. See Breaking out
Dense ancillary topics, 76, 84–87
Dependent subheadings. See Subheadings, 

dependent
Descriptive-aspect subheadings

and breaking down locator strings, 161, 202
and breaking down spans, 160
defined, 155–156
double-posting, 276
preference for, 168–169
wording of, 155, 259–260

Details, indexability of, 94–96, 112–114
Difficulty of indexing, 1–2

and complex metatopics, 12, 13, 26–27
and imposed categories, 79
and indexability, 91, 94
“Inside an Indexer’s Brain” demonstration, 

333–335
and low-hanging fruit, 67
and organic texts, 45
overcoming blocks, 45, 324–326
and rules, 3
and subtopic categorical subheadings, 163
and wording inconsistencies in text, 250

Digging wording from text, 43–44, 46–47, 
232–238, 336

Digressions in text, 45, 48, 51–52
Direct double-posting

identical locators in, 33, 59, 271–272, 316, 
318–319, 320

overview of, 282–284
patterned local main topics, 33, 275, 278, 

283
and redundant subheadings, 309–310
and relational subheadings, 275–276
software command for, 316
and subheading types, 275–276, 278

Disciplines. See Fields of study
Distractions, 51–52
Do Mi’s First Rule, 116–123

and checkbacks, 308
and consolidating subheadings, 216, 217
and cross-references, 99, 118–119, 121, 210, 

239, 287–288
defined, 116
and double-posting, 279, 281
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Do Mi’s First Rule (continued)
and encyclopedia subheadings, 221
and metatopics, 18–19
and need for flexibility, 99
and nonindexable mentions of indexable 

topics, 119–123
and overlapping subheading locators, 

139–140
and overlapping text divisions, 182, 183
and section levels, 200
and subheading editing, 321–322
and subheadings overview, 220–221
and subtopic categorical subheadings, 

163–165
and synonymous topics, 116, 238, 271
and topic recognition, 116–118

Do Mi’s Second Rule, 128–148
and consolidating subheadings, 131–132, 

133–134, 185
defined, 128
demonstration of, 128–130
and gathered topics, 134
and indexability, 56, 109
“Inside an Indexer’s Brain” demonstration, 

330
and overgrown subheadings, 129, 186
and subheading consistency/inconsistency, 

191
and subheading types, 161
and text/index distinctions, 135–136
and useful text headings, 35
and writing the book in the index, 133–134
See also Do Mi’s Second Rule, exceptions to; 

Double-posting and Do Mi’s Second Rule
Do Mi’s Second Rule, exceptions to, 136–148

and definitions in text, 148
and dependent subheadings, 142–144
and Do Mi’s First Rule, 139–140
and double-posting, 279–280
and interwoven topics, 140–142
overgrown subheadings, 136–137, 145, 243
subheadings for few locators, 137–139
and text features, 147, 329
and text structure, 144–147
and writing the book in the index, 134

Double local main topics, 56–57, 110, 203, 
246. See also Interwoven topics

Double metatopics, 13–14, 28–29

Double-posting, 271–284
and access point identification, 269–270
of broad/narrow related topics, 272, 

278–282, 291
and cross-checking, 33, 163, 164, 221, 272, 

317–321
and cross-references, 291
and cumulative understanding of ancillary 

topics, 80
defined, 271
direct double-posting, overview of, 282–284
of full vs. partial locator sets, 272
and group mode, 165, 272, 315
and identical locators, 33, 59, 271, 316, 

318–319, 320
parallel, 213, 214–215, 281–282
of patterned local main topics, 33, 275, 283
process for, 273, 279, 283–284, 316, 

317–318, 320
and redundant subheadings, 283–284, 

309–310
by scattering out, 280–282, 319–320
and subheading types, 161, 163–165, 

275–278, 277
of synonymous topics, 239, 273, 320
See also Double-posting and Do Mi’s 

Second Rule; Double-posting subheadings 
as main headings; Encyclopedias, double-
posting

Double-posting and Do Mi’s Second Rule
direct double-posting, 282–284
exceptions to Do Mi’s Second Rule, 279–280
few locators, 280
overview of, 272–273
scattering out, 281–282
subheadings as main headings, 131–133, 

136, 153, 185, 274
Double-posting subheadings as main headings, 

273–278
and consolidating subheadings, 132, 185
and cumulative understanding of ancillary 

topics, 81
and Do Mi’s Second Rule, 131–133, 136, 

153, 185, 274
“Inside an Indexer’s Brain” demonstrations, 

328, 331
and overgrown subheadings, 204
and overlapping text divisions, 184
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Double-posting subheadings as main 
headings (continued)

and overlooked ancillary topics, 88
and patterned local main topics, 33–34, 

274–275
and reproducing the table of contents, 193
software command for, 316
and subheadings under metatopics, 15, 17, 

19
and subheading types, 161, 276
and subtopic categorical subheadings, 77, 

153, 167
in whole-chapter demonstration, 194, 

196–197
Duplicated information, 137
Duplicated subheading locators. See 

Overlapping subheading locators

Editing process, 317–323
and Do Mi’s First Rule, 221
and Do Mi’s Second Rule, 273, 283–284
double-posting, 273, 283–284, 316
and full vs. partial locator sets, 272
“Inside an Indexer’s Brain” demonstration, 

339–343
and notes to yourself, 302, 322
and overlapping concepts, 315
and stuckness strategies, 326
subheadings, 321–322
See also Cross-checking

Editor communications. See Client 
communications

Efficiency. See Indexing speed
Eliminating subheadings, 321, 340. See also 

Consolidating subheadings
Encyclopedias

cross-references in, 57, 58, 290–291, 
293–294, 295

text structure in, 32, 76, 80, 95
See also Reference books; headings beginning 

with Encyclopedias
Encyclopedias, ancillary topics

cumulative understanding of, 79–83, 216
density of, 76
imposed categories, 75–79
process for, 309–310

Encyclopedias, article titles
and article locators, 57–58, 290
and cross-references, 290

Encyclopedias, article titles (continued)
importing lists of, 80, 111, 303
inaccurate, 38–39
and local main topic identification, 32, 35
and wording inventions, 57–58, 244–246, 

303
See also Encyclopedias, article topics

Encyclopedias, article topics, 56–61
and acronyms, 57, 245–246
boldfaced locators in subheadings, 57, 

58–61
and consolidating subheadings, 216–217
double-posting, 35, 56–57, 246
identification of, 32, 35
and imposed categories, 78
and inaccurate article titles, 38–39
indexability of, 55, 67, 110–111
See also Encyclopedias, article titles

Encyclopedias, double-posting
and access point identification, 269–270
of article topics, 35, 56–57, 246
and cross-checking, 317–318
and cumulative understanding of ancillary 

topics, 80
direct, 283–284, 309–310
subheadings as main headings, 277
subheadings under broad topics, 280

Encyclopedias, indexability
article topics, 55, 67, 110–111
details, 95–96
of examples in text, 103
nonindexable mentions of indexable topics, 

120
proper names, 92–93

Encyclopedias, local main topics. See 
Encyclopedias, article topics

Encyclopedias, metatopics
implied, 17, 152
and imposed categories, 78
and introductory material, 10, 23–24, 60

Encyclopedias, subheadings
boldfaced locators in, 57, 58–61
breaking out, 209–210
and broad/narrow related topics, 280
consolidation of, 216–217
and Do Mi’s First Rule, 221
and Do Mi’s Second Rule, 130–131, 134
double-posting as main headings, 277
mixing types of, 171–172, 175–176
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Encyclopedias, subheadings (continued)
overlapping locators in, 146–147
redundant, 283–284, 309–310
and repeated information, 137
scattering out, 214–215
and short sections, 146–147
subtopic categorical, 77, 152, 166–167, 170, 

277
Encyclopedias, wording, 255

See also Encyclopedias, article titles
Endnotes/footnotes, 107–108, 122–123, 256
Entry, defined, 6
Errors in indexing

and decorative text headings, 247
and Do Mi’s First Rule, 20, 140, 164, 221, 

239
and Do Mi’s Second Rule, 128, 129, 130, 

132–133, 186
and double-posting, 272, 318
and editing process, 323
and inaccurate text headings, 38–39
inappropriate imposed categories, 74, 75
indexing nonindexable topics, 92–93, 195
metatopics as subheadings, 20, 217–220
overgrown subheadings, 19–20, 165–166, 

186–188, 209, 218
overlooked ancillary topics, 87–89, 92, 193
overlooked local main topics, 61–62, 92, 

116
subheadings under metatopics, 14–15, 

17–20
and text/index distinctions, 4, 19–20
unacceptable wordings, 225–226, 226–227
unnecessary cross-references, 277, 287, 

288–289
See also Accuracy

Example citations (in Facing the Text), 345–351
Examples (in text being indexed), 71, 74, 

103–107, 114, 196
Exercises, 109. See also Features in text
Expectations. See Flexibility, need for

Facing the Text indexing
argument metatopic, 2–4, 28, 53
decorative text headings, 37, 247
headnote addressing, 353–354
informal topic announcements, 42
nonindexable examples, 104
terms of art, 232

“Facing the Text” workshop, 2, 8
Features in text

defined, 72
and Do Mi’s First Rule, 117
feature subheadings, 156–157, 260, 277–278, 

283
gathered, 72–73, 109, 329–330
indexability, 108–110
“Inside an Indexer’s Brain” demonstrations, 

327–328, 329–330
long locator spans for, 136–137, 145
and overlapping subheading locators, 147

Feature subheadings, 156–157, 260, 277–278, 
283. See also Features in text

Fields of study
background knowledge, 83, 114, 123, 124, 

231
important terms in, 114
and indexability, 112–114
and indexing practice variations, 7
and metatopics, 21, 22
nonstandard terms in, 229, 249
and wording inconsistencies in text, 249, 

250–252, 253
See also Metatopics

Flexibility, need for
and cumulative understanding of ancillary 

topics, 83
and inaccurate text headings, 39
and indexability, 98–99
and overgrown subheadings, 209
and stuckness strategies, 325
and unexpected local main topics, 50–51
and wording, 232
See also Changing your mind; Context-

based decision making
Flip command, 316. See also Direct double-

posting
Footnotes/endnotes, 107–108, 122–123, 

256
Fred’s Rule, 3
Functionally synonymous topics, 111–112, 

294–296
Function words

and subheading types, 154, 155, 259, 260
and wording consistency/inconsistency, 

228–229, 258
See also “And”
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Gathered topics, 69–74
breaking out, 209–210
checkbacks for, 307
and Do Mi’s Second Rule, 134
in encyclopedias, 59–60, 77, 209–210
importance of, 69–71
inappropriate, 73–74
and indexability, 70, 121
“Inside an Indexer’s Brain” demonstrations, 

329–330, 341
in multiauthored books, 73
subheading types for, 153, 169–171
text features, 72–73, 109, 329–330
wording inventions for, 242, 243
See also Imposed categories

General cross-references
and breaking down spans, 193
defined, 292
“Inside an Indexer’s Brain” demonstration, 

336
and nonindexable mentions of indexable 

topics, 121
overview of, 292–294
and subtopic categorical subheadings, 166

General/specific related topics. See Broad/
narrow related topics

General-to-specific cross-references, 287–288
Gerunds, 180, 226, 227
Glossary terms

indexability of, 96, 110
wording of, 226, 253–254

Grammatical forms, 225–227, 244, 258–261
Grouping tasks, 326, 340, 341, 343
Group mode

and cross-checking, 317–318, 319, 320
and double-posting, 165, 272, 315
and notes to yourself, 302, 322
and wording, 225, 313–314, 319

Guidance in indexing, 305, 326

Half-flip command, 316. See also Double-
posting subheadings as main headings

Hammock Method (reading with no pressure), 
324, 333

Handbooks. See Reference books
Heading clarifications

and double metatopics, 28–29
and encyclopedia article titles, 245
overview of, 255–256

Heading clarifications (continued)
and subheadings under metatopics, 21, 24
and synonymous topics, 239, 273
and wording consistency/inconsistency, 228

Help with indexing, 305, 326
Hidden agendas of authors, 13, 325
Holistic indexing demonstrations. See “Inside 

an Indexer’s Brain” demonstrations

Identifying topics. See Topic recognition
Implied metatopics, 17, 152, 167
Importing information into index, 80, 111, 303
Imposed categories, 74–79, 269–270, 280. See 

also Gathered topics; Subtopic categorical 
subheadings

Inaccuracies. See Poorly-edited texts
Inappropriate indexing. See Errors in indexing
Income as motivation, 304
Incomplete entries. See Do Mi’s First Rule
Inconsistency. See Consistency/inconsistency 

in index; Wording inconsistencies in text
Indexability, 91–125

broad possibilities for, 124–125
of details, 94–96, 112–114
of digressions in text, 52
of examples, 71, 74, 103–107, 114
of footnotes/endnotes, 107–108, 122–123
and functionally synonymous topics, 

111–112
and gathered topics, 70, 121
of glossary terms, 96, 110
“Inside an Indexer’s Brain” demonstrations, 

328–329, 330, 332, 335–336, 338, 339
and judgment, 94
of lists, 100–102
of local main topics, 55, 56
and low-hanging fruit, 67
and metatopics, 104–105, 112–113, 332
and need for flexibility, 98–99
nonindexable mentions of indexable topics, 

119–123
process for, 92, 98, 307–308, 317
subjectivity of, 91, 114–115
and substantive information, 92–93, 100, 

104, 106, 107–109, 116, 119
of text features, 108–110
and topic recognition, 116–118, 123–124
and topic types, 92
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Indexability (continued)
See also Do Mi’s First Rule; Double-

posting subheadings as main headings; 
Nonindexable topics; Recurring topics

Index as pointer. See Writing the book in the 
index

Indexer’s block (being stuck), 45, 324–326
Indexing Biographies and Other Stories of 

Human Lives (Bell), 23
Indexing controversies

locator spans after main heading, 54
placement of “and,” 265
reproducing the table of contents, 191, 193
specific-to-general cross-references, 288
subtopic categorical subheadings, 153
undifferentiated locators, 195
using “and,” 261

Indexing help, 326
Indexing software

cross-reference check, 316, 323
and direct double-posting, 316
and Do Mi’s First Rule, 118
features of, 300–302
importance of, 299
and importing information, 303
inserting markers in, 316, 320–321, 322
keywords, 301, 320, 328, 340
learning about, 299–300
and multiple indexes, 306
and notes to yourself, 224
and wording, 225, 313

Indexing speed
and covering the section, 54
and importing information, 303
“Inside an Indexer’s Brain” demonstration, 

331
and page marking, 306
and software tools, 300

Individual process, 2, 7, 91–92, 323–324, 327, 
343

Inflexibility. See Flexibility, need for
Informal wordings in text, 231–232, 247

topic announcements, 40–44, 196
See also Decorative text headings; Wording 

inventions
“Inside an Indexer’s Brain” demonstrations, 

327–343
reference books, 339–343
scholarly books, 331–333, 335–339

“Inside an Indexer’s Brain” demonstrations 
(continued)

textbooks, 327–331
trade books, 333–335

Interwoven topics
and ancillary topic density, 85
and ancillary topic identification, 68–69
and breaking down locator strings, 202–204
and overlapping subheading locators, 

140–142, 203
Intimidation. See Difficulty of indexing; 

Stuckness strategies
Introductory material

“Inside an Indexer’s Brain” demonstrations, 
328, 330, 331–333

and local main topic identification, 42, 47
and metatopics as text headings, 218–219
and orienting yourself to the book, 10, 331
and subheadings under metatopics, 19, 20, 

22, 23–24, 60
and undifferentiated locators, 195, 198
and wording, 46

Inverted entries. See Direct double-posting
Italic locators. See Locator format variations

Keyboard commands, 300
Keyboard macros, 301–302
Keywords, 301, 320, 328, 340

Learning about indexing, 299–300, 305, 326, 
343

Leise, Fred, 3
Length of locator spans/strings recommended, 

128, 178
Length of text sections. See Section length
Line schedule, 305
Lists, indexability of, 100–102
Local main topics, 31–63

for breaking down locator strings, 199–202, 
340

for breaking down spans, overview of, 
54–55, 178

covering the section, 31, 53–54, 328
and decorative text headings, 36–37, 42
defined, 31
and dependent subheadings, 55–56
and digressions in text, 45, 48, 51–52
double, 56–57, 110, 203, 246
in encyclopedias, 32, 56–61, 246
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Local main topics (continued)
importance of, 31–32
and inaccurate text headings, 37–39
indexability of, 55, 56
and informal topic announcements, 40–44, 

196
and integrated process, 53
interwoven, 68–69, 85, 140–142, 202–204
and metatopic text headings, 39–40
in organic texts, 44–50
and overgrown subheadings, 186
overlooked, 61–62, 92, 116
patterned, 32–34, 187, 201–202, 231, 258, 

274–275, 283
and stuckness strategies, 325
and text/index distinctions, 34, 43, 52–53, 

55–56
unexpected, 50–51, 334–335
and useful text headings, 32, 34–36
and wording, 43–44, 46–47, 232
See also Section topics, lower-level; Section 

levels; Text structure
Locator collections. See Breaking down locator 

strings; Locator strings
Locator format variations

for encyclopedia articles, 23–24, 56–61, 
110–111, 244, 246, 290

for illustrations, 182, 207
and undifferentiated locators, 195, 198

Locators
defined, 6
identical in direct double-posting, 33, 59, 

271, 316, 318–319, 320
and importing information, 303
subheadings for few locators, 137–139
See also Breaking down locator strings; 

Locator format variations; Locator spans; 
Locator strings; Overgrown subheadings; 
Undifferentiated locators

Locator spans
posting after main heading, 35, 54, 62, 129, 

178, 196
undifferentiated locators in, 136, 180, 218, 

219
See also Breaking down spans; Overgrown 

subheadings
Locator strings, 6. See also Breaking down 

locator strings; Overgrown subheadings

Lower-level section topics. See Section topics, 
lower-level

Low-hanging fruit, 67, 325

Macrex, 299. See also Indexing software
Macros, 301–302
Main entry, defined, 6
Main headings

defined, 6
limiting group mode to, 315
locator spans after, 35, 54, 62, 129, 178, 196
See also Double-posting; Double-posting 

subheadings as main headings; Heading 
clarifications; Undifferentiated locators; 
Wording

Main topics of whole books. See Metatopics
Marking pages, 305–306, 324
Memorable examples, 107
Mentors, 305, 326
Mertes, Kate, 206
Metatopics, 9–29

argument, 11–12, 24–28, 48, 53, 234–235, 
288

in biographies, 22–23, 260
and breaking out, 208, 210
centrality of, 14–15
chapter spans as subheadings under, 19–20
conceptual parts of, 24–27, 208–209, 210, 

288
cross-references from, 20, 24, 25–26, 288
defined, 9
double, 13–14, 28–29
in encyclopedia article titles, 245
and gathered topics, 74
general subheadings under, 20–24, 60
identification of, 10–14, 325
implied, 17, 152, 167
and imposed categories, 78
and indexability, 104–105, 112–113, 332
“Inside an Indexer’s Brain” demonstrations, 

332, 333–335
invisibility of, 16–17, 24
miscellaneous subheadings under, 15, 17–19
and overview encyclopedia articles, 10, 

23–24, 60
and Paragraph Method, 11–13
stated, 27–28
as subheadings, 20, 217–220
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Metatopics (continued)
and subtopic categorical subheadings, 

165–166
as text headings, 39–40, 183, 217–219
and wording, 17, 234–235, 245, 257–258

Metatopic text headings. See Vague text 
headings

Mistakes. See Errors in indexing; Poorly edited 
texts

Mixing subheading types, 149, 151, 159, 169, 
171–176

Monographs. See Scholarly books
Moraga, Cherríe, 123
Moving down a level. See Section topics, 

lower-level
Multiauthored books

gathered topics in, 73
imposed categories in, 79
indexability in, 113
metatopics in, 10, 13, 15, 113
text wording inconsistencies in, 248–249
wording consistency/inconsistency in, 

227–228
See also Scholarly books

Multiple indexes, 104
Multiple indexing passes, 67, 306
Multiple main topics. See Double local main 

topics; Double metatopics
Mulvany, Nancy, 2, 149, 176

Narrative texts. See Organic texts; Scholarly 
books

Narrow/broad related topics. See Broad/narrow 
related topics

Neutral wordings, 235–236
Nonindexable mentions of indexable topics, 

119-123
Nonindexable topics

and Do Mi’s Second Rule, 135
examples in text, 103–107, 114
“Inside an Indexer’s Brain” demonstration, 

339
lists, 100–101
local main topics as, 56
metatopics as, 16–17, 24
process for, 308
proper names, 92–93
and sparse ancillary topics, 84

Nonindexable topics (continued)
and subjectivity, 114–115
text features, 109
and undifferentiated locators, 195
See also Nonindexable mentions of 

indexable topics
Nonstandard terms, 229, 249, 252
Notes to yourself

checkbacks, 98, 304, 307, 308, 317, 331
and double-posting, 279
and editing process, 302, 322
and imposed categories, 79
“Inside an Indexer’s Brain” demonstrations, 

328, 330, 331, 333, 338, 340–341
and overgrown subheadings, 205
overview of, 302–303
Paragraph Method, 11–13, 232, 304, 325
and section levels, 201, 330
and setup file, 304, 305, 317
and temporary long locator spans, 311
and wording, 224–225, 227, 238, 311–312, 

329–330, 333
See also Setup file

Noticing recurring topics. See Topic 
recognition

Noun phrases, 225, 226, 245

“On,” 155
One topic stands for another. See Functionally 

synonymous topics
Ongoing topics. See Patterned local main 

topics; Recurring topics
Open mind, need for. See Flexibility, need for
Opposite meanings in wording, 254–255
Organic texts

breaking down locator strings in, 203–204
defined, 44–45
and Hammock Method, 324
local main topic identification in, 44–50
metatopic identification in, 12
wording in, 234–235, 237–238
See also Scholarly books

Organization of text. See Text structure
Organization names, 286
Orienting yourself to the book, 10, 331
Ornamental text headings. See Decorative text 

headings
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Overanalysis. See Do Mi’s Second Rule; 
Overlapping subheading locators

Overgrown subheadings, 204–215
and breaking down locator strings, 200–201
and breaking down spans, 186–188
and consistency/inconsistency, 188
as Do Mi’s Second Rule error, 129, 186
and metatopics, 12, 13, 19–20, 218
necessary, 136–137, 145, 243
scattering out, 211–215
and sub-subheadings, 205
subtopic categorical subheadings, 165–166, 

187
in tentative entries, 205, 310–311
types of, 204
See also Breaking out

Overlapping concepts, 286–287, 315, 342. See 
also Broad/narrow related topics; Topic 
relationships

Overlapping subheading locators, 139–148
and definitions in text, 148
and dependent subheadings, 142–144
and Do Mi’s First Rule, 139–140
as Do Mi’s Second Rule error, 129, 130, 

132–133
and double-posting, 279–280
“Inside an Indexer’s Brain” demonstration, 

329
and interwoven topics, 140–142, 203
and subtopic categorical subheadings, 145, 

166–167
and text features, 147
and text structure, 144–147

Overlapping text divisions, 144–145, 182–184
Overlooked ancillary topics, 87–89, 92, 193
Overlooked local main topics, 61–62, 92, 116
Overview articles. See Introductory material

Page marking, 305–306, 324
Page quotas for daily work, 305
Page ranges. See Locator spans
Page spans. See Breaking down spans; Locator 

spans
Paragraph Method (writing out your 

thoughts), 11–13, 232, 304, 325
Paragraph topics. See Local main topics
Parallel double-posting, 213, 214–215, 

281–282

Passing mentions. See Nonindexable topics
Patterned local main topics

and breaking down locator strings, 201–202
direct double-posting, 33, 275, 278, 283
double-posting subheadings as main 

headings, 33–34, 274–275
identification of, 32–34
and overgrown subheadings, 187
and wording, 231, 258

Phrase reviewing, 234–238, 269
“Pizza” texts, 69. See also Interwoven topics
Planning, 304–305
Poorly-edited texts

digressions in text, 51–52
inaccurate text headings, 37–39
and metatopic identification, 13
and stuckness strategies, 325
wording inconsistencies, 252

Preconceptions. See Flexibility, need for
Prefaces. See Introductory material
Prepositions, 258, 260. See also Function 

words; Subheading wording
Previous editions, 303
Process, 299–326

access points, 279, 314–316
and breaking out, 208
checkbacks, 98, 304, 307–308, 310, 317, 331
creating subheadings as you go, 87, 195, 

308–309
cross-references, 313, 315–316, 323
and Do Mi’s First Rule, 221
double-posting, 273, 279, 283–284, 316, 

317–318, 320
importing information, 80, 111, 303
indexability, 92, 98, 307–308, 317
individuality of, 2, 7, 91–92, 323–324, 327, 

343
and long locator spans, 205, 310–311
and low-hanging fruit, 67
multiple passes/indexes, 306
notes to yourself overview, 302–303
page marking, 305–306, 324
redundant subheadings, 141, 161, 283–284, 

309–310, 321, 340
and section levels, 201
setup file, 303–304, 305, 307, 317, 323
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Process (continued)
software features, 300–302
time management, 304–305
wording, 223–225, 238, 311–314, 325, 

329–330
See also Editing process; “Inside an Indexer’s 

Brain” demonstrations; Notes to yourself; 
Tentative entries

Proper names
and ancillary topic density, 85–86
importing information, 303
indexability, 92–93, 94, 107, 108
and multiple indexing passes, 306
and unexpected local main topics, 51
variant, 270
See also Citations (in text being indexed)

Publisher communications. See Client 
communications

Publisher preferences. See Client preferences

Qualifiers. See Heading clarifications
Queries, 322. See also Client communications
Quotas for daily work, 305

Re
aders’ needs. See Context-based decision 

making; Text/index distinctions
Reading with no pressure (Hammock 

Method), 324, 333
Reciprocal double-posting. See Direct double-

posting
Recognizing topics. See Topic recognition
Recommended book lists, 115, 329. See also 

Features in text
Recurring topics

and examples, 105
and gathered topics, 71
indexability overview, 96–98
“Inside an Indexer’s Brain” demonstrations, 

330, 334–335, 336
and lists, 102
and need for flexibility, 99
nonindexable mentions of indexable topics, 

119–123
and wording, 197
See also Patterned local main topics; Topic 

recognition

Redundant subheadings. See Overlapping 
subheading locators

Reference books
access point identification in, 269
ancillary topics in, 66, 71, 75, 86–87
chronologies in, 71, 86–87, 145
double-posting in, 272, 279, 281
indexability in, 96, 98, 121–122
“Inside an Indexer’s Brain” demonstration, 

339–343
short sections in, 185–186
See also Encyclopedias; Features in text; 

headings beginning with Reference books
Reference books, cross-references

associative, 287
for broad/narrow related topics, 289, 290, 

291
for functionally synonymous topics, 295
general, 294

Reference books, subheadings
categorical, 149–150
and Do Mi’s First Rule, 221
feature, 156, 157
mixing types of, 172
overlapping locators in, 144–145
relational, 154–155
subtopic categorical, 169–171
and undifferentiated locators, 198–199
wording of, 263

Reference books, wording
consistency/inconsistency in, 228–229
inventions, 243
and metatopics, 257
opposite meanings in, 255
phrase reviewing, 235–236, 269
process for, 224–225
of subheadings, 263
and topic recognition, 246

Reference locators. See Locators
Related topics. See Topic relationships
Relational subheadings

and breaking down locator strings, 162, 
200, 204

and breaking down spans, 160
defined, 154–155
double-posting, 275–276
preference for, 168–169
wording of, 154, 260–261
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Relationships as topics
and cumulative understanding of ancillary 

topics, 82–83
and encyclopedia article locators, 57, 58–59
“Inside an Indexer’s Brain” demonstration, 

334
and local main topic identification, 45, 47

Repeated information, 137
Repetitive operations, 301–302
Replace. See Search and replace; Searching
Reproducing the table of contents, 191–193
Research, 322
Resource features. See Features in text; Feature 

subheadings
Rules, Do Mi’s. See Do Mi’s First Rule; Do Mi’s 

Second Rule
Rules, inadequacy of. See Context-based 

decision making

Scattering out
defined, 211
and double-posting, 280–282, 319–320
and overgrown subheadings, 211–215

Scheduling, 304–305
Scholarly books

“Inside an Indexer’s Brain” demonstrations, 
331–333, 335–339

organic organization defined, 44–45
and stuckness strategies, 324
See also headings beginning with Scholarly 

books
Scholarly books, ancillary topics

dense, 85–86
gathered, 69–71, 73
importance of, 66–67, 69–70
imposed categories, 75
interwoven, 68–69, 85, 140–142
overlooked, 88
sparse, 84

Scholarly books, cross-references
associative, 286
for broad/narrow related topics, 288
for functionally synonymous topics, 295–296
general, 292, 336

Scholarly books, indexability
broad possibilities for, 124–125
of details, 94–95, 113
and Do Mi’s First Rule, 118–120

Scholarly books, indexability (continued)
footnotes/endnotes, 107–108, 122–123
of lists, 100, 101–102
and local main topics, 55–56
and metatopics, 113
of proper names, 92
and recurring topics, 97–98
subjectivity of, 114–115
and topic recognition, 123–124

Scholarly books, local main topics
and digressions in text, 51–52
importance of, 31, 32
indexability of, 55–56
and informal topic announcements, 40–41, 

43–44
interwoven, 68–69, 85, 140–142
and organic organization, 44–50
overlooked, 61–62
patterned, 34
and text headings, 35–36, 38, 39–40
and topic transitions, 48–50
unexpected, 50–51

Scholarly books, metatopics
centrality of, 14–15
conceptual parts of, 24–27, 208–209, 210, 

288
and indexability, 113
invisibility of, 16–17, 24
and organic organization, 12
simple, 10
stated, 27–28
subheadings under, 18, 21–22
as text headings, 39–40
and wording, 257–258

Scholarly books, subheadings
breaking down spans, 54–55, 159–160, 179, 

184, 190–191
breaking out, 208–209, 210–211
categorical, 151, 159–160, 161, 168
consistency/inconsistency in, 190–191
descriptive-aspect, 155–156
and Do Mi’s Second Rule, 131–132, 133, 135
double-posting as main headings, 131–132, 

275
editing process, 321–322
and interwoven topics, 140–142, 202–204
and main entries with few locators, 137–138
under metatopics, 18, 21–22
mixing types of, 172–173
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Scholarly books, subheadings (continued)
overlapping locators in, 140–142, 143–144, 

203
and overlapping text divisions, 184
relational, 154, 155, 168, 204
and repeated points, 202
scattering out, 212–213, 214
and text structure, 159–160, 172–173, 184, 

185, 189, 190–191
and vague text headings, 180–181
wording of, 257–258, 259–260, 261, 262–263, 

264
Scholarly books, wording

and author’s intentions, 229–231, 235, 
248–249

of broad/narrow related topics, 240
consistency/inconsistency in, 227–228
digging from text, 232–234
heading clarifications, 256
inventions, 240–241
and metatopics, 257–258
opposite meanings in, 254–255
phrase reviewing, 234–235, 237–238
process for, 224, 311–312
of subheadings, 257–258, 259–260, 261, 

262–263, 264
terms of art, 231–232
and text inconsistencies, 248–253, 252–253, 

256
and topic recognition, 246

Scope of index. See Indexability; Writing the 
book in the index

Searching
Boolean, 315, 319
and cross-reference check, 323
and importing information, 303
and markers, 321
and notes to yourself, 322
wildcards for, 230, 303, 313
and wording, 225, 312, 313
See also Group mode

Section length, 184–188
and lower-level section topics, 189–190, 

196, 218
and overlapping locators, 146–147
and overlapping text divisions, 183
and subheading inconsistencies, 189
and undifferentiated locators in spans, 136
See also Text structure

Section levels
and breaking down locator strings, 200–

202, 216, 330
and breaking down spans, 188, 189–190, 

194
“Inside an Indexer’s Brain” demonstration, 

330
See also Section topics, lower-level

Section topics. See Local main topics
Section topics, lower-level

and breaking down locator strings, 201–202
and breaking down spans, 181–182, 189–190, 

194, 196
“Inside an Indexer’s Brain” demonstrations, 

328, 332
and metatopic text headings, 39, 40, 183, 

218, 219
and vague text headings, 181–182

See also references
associative, 285–287
and breaking out, 206, 207–208, 210
for broad/narrow related topics, 287–291
for complex metatopics, 24
and context-specific topic relationships, 296
defined, 284
and Do Mi’s First Rule, 121
for encyclopedia article topics, 58
for relationships as topics, 82
unnecessary, 287, 288, 288–289
and wording inconsistencies in text, 249, 

251, 253, 254
See also Cross-references

See references
and access point identification, 268, 269
for acronyms, 285
and author’s terminology, 229
for broad/narrow related topics, 99, 240
and complex metatopics, 25
and context-specific topic relationships, 

294, 296
defined, 284
and Do Mi’s First Rule, 239
and relationships as topics, 47
for synonymous topics, 238, 239
and terms of art, 231, 232
unnecessary, 277
and wording inconsistencies in text, 249
and wording inventions, 245
See also Cross-references
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Sentences
subheadings as, 260
in text headings, 245

Separate indexes. See Multiple indexes
Setup file, 303–304, 305, 307, 317, 323
Shortcuts. See Indexing software; Process
Shorthand, 307, 308, 311, 340
Short sections, 136, 146–147, 183, 184–186
Sidebars. See Features in text
Small pieces of information, indexability of, 

94–96, 112–114
Software. See Indexing software
Sparse ancillary topics, 83–84, 328, 329
Specific-to-general cross-references, 288–291
Speed. See Indexing speed
Stated argument metatopics, 27–28
Statistics, 304, 323
Strategies. See Process
Stuckness strategies, 45, 324–326
Subclass subheadings. See Subtopic categorical 

subheadings
Subheadings

creating as you go, 87, 195, 308–309
defined, 6
and Do Mi’s First Rule overview, 220–221
editing of, 321–322
elimination of, 321, 340
encyclopedia article locators in, 57, 58–61
metatopics as, 20, 217–220
need for, 54, 127–128, 177–178, 186
redundant, 141, 161, 283–284, 309–310, 

321, 340
See also Breaking down locator strings; 

Breaking down spans; Breaking out; 
Consolidating subheadings; Do Mi’s 
Second Rule; Double-posting; Double-
posting subheadings as main headings; 
Overgrown subheadings; Overlapping 
subheading locators; Scattering out; 
Subheadings, dependent; Subheadings 
under metatopics; Subheading types; 
Subheading wording

Subheadings, dependent
defined, 20
and encyclopedia article locators, 60–61
“Inside an Indexer’s Brain” demonstration, 

328
and local main topic indexability, 55–56
and metatopics, 20–21, 60

Subheadings, dependent (continued)
and overlapping subheading locators, 

142–144
and sparse ancillary topics, 84
and useful text headings, 35
See also Double-posting subheadings as 

main headings
Subheadings (in text). See Text headings
Subheadings under metatopics

chapter spans in, 19–20
general, 20–24, 60
miscellaneous, 15, 17–19
subtopic categorical, 165–166

Subheading types
and consistency/inconsistency, 188
definitions of, 149–152, 154–155, 155–157, 

162
and double-posting, 161, 163–165, 275–278, 
gathered topics, 153, 169–171
introduction to, 149
labeled lists of, 173, 174–175
mixing of, 149, 151, 159, 169, 171–176
and subheading wording, 154, 155, 258–261
summary of, 157–158
and text structure, 158–162, 172–173
See also Categorical subheadings; 

Descriptive-aspect subheadings; Feature 
subheadings; Relational subheadings; 
Subtopic categorical subheadings

Subheading wording, 258–266
consistency/inconsistency in, 228–229, 258
and metatopics, 257–258
and subheading types, 154, 155, 258–261
using “and,” 154, 229, 259, 260, 261–266

Subject encyclopedias. See Encyclopedias
Subjectivity, 2–3

and double-posting, 277
and indexability, 91, 114–115
and subheadings for few locators, 137
and subheadings under metatopics, 22
See also Context-based decision making

Subjects of books. See Metatopics
Substantive information

and Do Mi’s First Rule, 116, 119
in examples, 104, 106
in footnotes/endnotes, 107–108
in lists, 100
and proper names, 92–93
in text features, 108–109
See also Indexability
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Sub-subheadings, 23, 205
Subtopic categorical subheadings, 151–153

and breaking down locator strings, 161
and breaking down spans, 159
defined, 151–152, 162
and Do Mi’s Second Rule, 135–136
double-posting, 77, 153, 163–165, 167, 277
in encyclopedias, 77, 152, 166–167, 170, 277
and gathered topics, 169–171
and imposed categories, 77
overgrown subheadings, 165–166, 187
and overlapping locators, 145, 166–167
structural implications of, 162–167, 180

Subtopics. See Subtopic categorical 
subheadings; Topic relationships

Synonymous topics
cross-checking of, 320
cross-references for, 239, 284–285, 315–316, 

320
and Do Mi’s First Rule, 116, 238, 271
double-posting, 239, 273, 320
process for, 313
types of, 270
and wording, 116, 238–240, 315
See also Functionally synonymous topics

Table of contents
reproducing, 191–193
scanning, 328

Tangled concepts, 315, 342. See also 
Overlapping concepts

Teaching, 326
Team indexing, 79, 302
Temporary entries. See Tentative entries
Tentative entries

and breaking down locator strings, 161, 201
and cumulative understanding of ancillary 

topics, 80–81
“Inside an Indexer’s Brain” demonstrations, 

332, 333, 338–339, 342
long locator spans in, 205, 310–311
and metatopics, 22, 27
and organic texts, 45
redundant subheadings, 141, 161, 283–284, 

309–310, 321, 340
See also Changing your mind; Tentative 

wordings
Tentative wordings, 311

and author’s intentions, 230
and digging from text, 233

Tentative wordings (continued)
“Inside an Indexer’s Brain” demonstrations, 

329–330, 332, 333
overview of, 223–224
and phrase reviewing, 235, 237
and stuckness strategies, 325

Term selection. See Wording
Terms of art, 197, 231–232
Textbooks

glossary terms in, 96, 110, 226, 253–254
“Inside an Indexer’s Brain” demonstration, 

327–331
See also Features in text; headings beginning 

with Textbooks
Textbooks, ancillary topics

dense, 84–85
gathered, 70, 71–74
imposed categories, 74, 76
overlooked, 89
sparse, 83–84, 328, 329
See also Features in text

Textbooks, cross-references
and access point identification, 268–269
associative, 285–286
for broad/narrow related topics, 288, 289
general, 121, 292, 293

Textbooks, double-posting
and cross-checking, 319
direct, 275, 278, 283
and Do Mi’s Second Rule, 272–273
parallel, 281–282
by scattering out, 281–282
subheadings as main headings, 274–275, 

277–278
without subheadings, 280

Textbooks, indexability
of details, 94, 112–113
and Do Mi’s First Rule, 116–118, 120–121
of examples in text, 103–107
of glossary terms, 96, 110
of lists, 100–101, 102
and metatopics, 112–113, 114
of proper names, 93
and recurring topics, 96–97
subjectivity of, 115
of text features, 108–110

Textbooks, local main topics
covering the section, 54
and informal topic announcements, 42
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Textbooks, local main topics (continued)
patterned, 32–34, 187, 201–202, 231, 

274–275, 283
and subheadings, 55, 178–179, 180, 200
and text headings, 35, 38, 39

Textbooks, metatopics
double, 14
identification of, 10
and indexability, 112–113, 114
subheadings under, 20–21
as text headings, 217–219
and wording, 257

Textbooks, subheadings
breaking down locator strings, 161–162, 

200–202
breaking out, 148, 206–208, 209
categorical, 150, 169
consistency/inconsistency in, 188, 189–190
consolidation of, 133–134, 216, 262
descriptive-aspect, 156, 160, 161, 169
and Do Mi’s First Rule, 139–140, 220
and Do Mi’s Second Rule, 132–133, 

135–136
double-posting as main headings, 274–275, 

277–278
feature, 156, 157, 277–278
and local main topics, 55, 178–179, 

180, 200
for main entries with few locators, 137, 

138–139
under metatopics, 20–21
and metatopics as text headings, 217–219
mixing types of, 174–175
overgrown subheadings, 186–187
overlapping locators in, 146, 147, 148
and overlapping text divisions, 182–184
relational, 160, 162, 169
scattering out, 212
and section length, 136, 183, 185–187, 

189–190, 196, 218
and section levels, 189–190, 194, 196, 

200–202, 216, 330
subtopic categorical, 135–136, 152, 159, 164, 

165–166, 167–168
and undifferentiated locators, 195, 198
and vague text headings, 181–182

Textbooks, subheadings (continued)
whole-chapter demonstration, 193–194, 

196–197
wording of, 262, 263, 264–265

Textbooks, wording
consistency/inconsistency in, 228
digging from text, 232, 234
and glossary terms, 226, 253–254
heading clarifications, 255–256
inventions, 242–243, 247–248
and metatopics, 257
of subheadings, 262, 263, 264–265
tentative wordings, 224
terms of art, 197, 231

Text features. See Features in text; Feature 
subheadings

Text headings
decorative, 36–37, 42, 328
defined, 6, 34
inaccurate, 37–39
metatopics as, 39–40, 183, 217–219
and overgrown subheadings, 187
and subheadings under metatopics, 19
useful, 32, 34–36, 179, 180, 328, 331
wording inventions for, 36–37, 179, 180, 

247–248
See also Encyclopedias, article titles; Section 

levels
Text inaccuracies. See Poorly-edited texts
Text inconsistencies. See Wording 

inconsistencies in text
Text/index distinctions, 2–3, 4

and breaking down spans, 178, 191, 193
and Do Mi’s Second Rule, 135–136
as Facing the Text argument metatopic, 28, 

53
and imposed categories, 78
“Inside an Indexer’s Brain” demonstration, 

338–339
and local main topics, 34, 43, 52–53, 55–56
and metatopics as subheadings, 220
and overgrown subheadings, 186, 187
and patterned local main topics, 34
and reproducing the table of contents, 191, 

193
and simple metatopic handling, 16, 19–20
and text headings, 36, 57, 58, 193
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Text length
and imposed categories, 79
and need for subheadings, 128, 130, 134, 

178
and redundant subheadings, 309, 310

Text structure
and breaking down spans, 159–160, 182–184
and context-based decision making, 4
in encyclopedias, 32, 76, 80, 95
and imposed categories, 76
“Inside an Indexer’s Brain” demonstrations, 

336, 337, 338–339
and overlapping subheading locators, 

144–147
overlapping text divisions, 144–145, 182–184
short sections, 136, 146–147, 183, 184–186
and subheading consistency/inconsistency, 

190–191
and subheadings under metatopics, 19
and subheading types, 158–162, 172–173
and tentative entries, 310–311
See also Local main topics; Section length; 

Section levels; Text/index distinctions
Third-level subheadings, 23, 205
Ticking (page marking), 305–306
Time management, 304–305, 326
Titles, variant, 270
Topic recognition

and access point identification, 269
and gathered topics, 71–72, 73
and imposed categories, 74, 78–79
and indexability, 116–118, 123–124
and overlooked ancillary topics, 88–89
and overlooked local main topics, 116
and wording, 116–118, 246
See also Recurring topics

Topic relationships
and associative cross-references, 285–287
and author’s intentions, 230–231
broad/narrow topics, 77, 99, 240, 278–282, 

287–291
and client communications, 118
context-specific, 111–112, 294–297, 342
and Do Mi’s Second Rule, 128, 130, 133, 

186
and double-posting, 272, 278–282
functionally synonymous topics, 111–112, 

294–295

Topic relationships (continued)
and indexability, 111–112
and overgrown subheadings, 186, 187
overlapping concepts, 286–287, 315, 342
process for, 314–316
and scattering out, 214
and subheading wording, 261–263
See also Broad/narrow related topics; 

Categorical subheadings; Descriptive-
aspect subheadings; Relational 
subheadings; Subtopic categorical 
subheadings

Topic sentences. See Informal wordings in text
Topics that cannot stand alone. See 

Subheadings, dependent
Topics that stand for each other. See 

Functionally synonymous topics
Topic transitions, 48–50
“Track added entry” feature, 300
Trade books

access point identification in, 269
“Inside an Indexer’s Brain” demonstration, 

333–335
local main topics in, 42–43
metatopics in, 18–19
subheadings in, 213–214
wording in, 241–242

Transitions, 45, 48–50. See also Local main 
topics

Translations, 270
Turner, Lowell, 251–252

Undifferentiated locators
and breaking down locator strings, 195, 

198–199, 214
in locator spans, 136, 180, 218, 219

Unexpected local main topics, 50–51, 334–335

Vague text headings
and breaking down spans, 180–182, 185–186, 

194, 196, 328
and local main topic identification, 39–40
and metatopics as subheadings, 217–219

Variant terms. See Nonstandard terms; 
Wording

Verbal nouns, 180, 226, 227
Vignettes, 39, 196
“Vs.,” 154, 260
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Wellisch, Hans, 285
Whelan, Breffni, 69
“Where else, where else” strategy, 116, 268–270, 

278, 317
Wildcard searching/grouping, 230, 303, 313
Wording, 223–266

and author’s intentions, 229–231, 235, 236, 
242, 248–249

awkward, 213, 226–227, 229, 231, 235
consistency/inconsistency, 227–229, 244, 

245, 248, 258
digging from text, 43–44, 46–47, 232–238, 

336
grammatical forms, 225–227, 244, 258–261
and group mode, 225, 313–314, 319
“Inside an Indexer’s Brain” demonstration, 

336
and local main topic identification, 43–44, 

46–47, 232
and metatopics, 17, 234–235, 245, 257–258
opposite meanings in, 254–255
phrase reviewing, 234–238, 269
process for, 223–225, 238, 311–314, 325, 

329–330
and stuckness strategies, 325
synonymous topics, 116, 238–240, 315
terms of art, 197, 231–232
and topic recognition, 116–118, 246
See also Heading clarifications; Subheading 

wording; Tentative wordings; Wording 
inconsistencies in text; Wording 
inventions

Wording inconsistencies in text, 248–254
and field terminology, 249, 250–252, 253
and glossary terms, 253–254
and heading clarifications, 256
in multiauthored books, 248–249
and process, 313
in single-author books, 252–253

Wording inventions, 240–248
for encyclopedia article titles, 57–58, 244–

246, 303
for paragraphs and metaphors, 240–243
for text headings, 36–37, 179, 180, 247–248

Word order, 226, 244
Word processor note file, 303–304, 305, 307, 

317, 323
Writer’s block, 45, 324–326
Writing out your thoughts (Paragraph Method), 

11–13, 232, 304, 325
Writing the book in the index

and Do Mi’s Second Rule, 133–134
and opposite meanings, 254–255
and phrase reviewing, 237
and subheading wording, 261
See also Author’s intentions

Yanking, 300
Your own process, 2, 7, 91–92, 323–324, 327, 

343


