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Introduction  

One indexerȭs story  

My indexing career began in the predigital days of 3X5 index cards and compositors. In recent 

years, until September 2008, I worked as an editor and indexer with a writersΩ group producing 

online policies & procedures databases and online training materials. My group used PDFs to 

distribute some of the learning modules. On the side, I still did a small amount of back-of-the-

book indexing for editors and publishing houses I had worked with for several years. 

When my salaried position moved out of state, and I did not move with it, I resumed full-time 

freelance indexing. I continued working with the same editors I knew, receiving printed paper 

pages for indexing and returning a Word index file to be printed in the back of the book. 

One day, a new client called, an editor and publishing house I had not worked with. After we 

discussed the project and agreed on a deadline and rate, she said she would send me a PDF file 

ŦƻǊ ƛƴŘŜȄƛƴƎΦ !ƴŘ ǘƘŀǘΩǎ Ƙƻǿ L ǎǘŀǊǘŜŘ ƛƴŘŜȄƛƴƎ t5C ŦƛƭŜǎΦ L had edited content for PDF files in my 

salaried position and used PDF files in my personal life τ but indexing a PDF file, without 

marking up paper pages? (For this first project with a new editor, I nervously printed the pages 

and then proceeded to work with two sets of pages, the printed ones and the electronic ones.) 

These notes record what I learned on my indexing journey from a paper-based indexer to a PDF-

based indexer. Indeed, you can teach an old experienced dog indexer new tricks. Learn from the 

steps (and missteps) I took to make your journey to PDF-based indexing easier. 

Choosing an Acrobat version 

Now that I had a PDF file for indexing on my computer, how would I use it? Because I had 

Acrobat Reader already installed on my machine, I could read the file. Adobe Reader is a free 

software program for reading PDF files; however, you cannot alter the content of the file in 

Reader. You can also search within PDF files and print them while using Reader. 

But would I only be reading PDF files? Did I need additional functionality? I posted an inquiry 

about what Adobe software to use for indexing PDFs on the Index-L discussion list. I received 

recommendations, for everything from the free Adobe Reader through Adobe Acrobat versions 

like Standard or Professional, and even for freeware or inexpensive software. Did I need to 

renumber pages? Did I need to combine files? Did I need to add sticky notes or comments within 

the PDF file and return it to the editor with the index file?  
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Too much information!!! My deadline loomed and I had to start indexing pronto, I took the 

{ŎŀǊƭŜǘǘ hΩIŀǊŀ άǘƻƳƻǊǊƻǿ ƛǎ ŀƴƻǘƘŜǊ Řŀȅέ approach and did nothing τ I simply continued using 

my free version of Reader to read the PDF file. 

 

!ǎ ŦǊŜǉǳŜƴǘƭȅ ƘŀǇǇŜƴǎΣ άǘƻƳƻǊǊƻǿέ ƴŜǾŜǊ ŎŀƳŜΗ L ƘŀǾŜ ŎƻƴǘƛƴǳŜŘ ǳǎƛƴƎ wŜŀŘŜǊ ŦƻǊ t5C-based 

indexes for a year now. For the type of indexing I am doing and for my work habits, Reader 

seems to be sufficient. Occasionally, I have wanted to highlight a phrase in a PDF file as a 

reminder or break apart a large file or combine small files into one large file (tasks I cannot do in 

Reader), but this lack of functionality has not hindered my indexing work, and I have not been 

able to justify the added functionality (or the increased price) of a version of Adobe Acrobat. 

NOTE: You cannot generate a PDF file using Acrobat Reader. However, Microsoft Office has a 

free add-in for generating PDFs that can be downloaded from their Web site. 

For more information about: 

¶ Downloading a free version of Reader, see http://get.adobe.com/reader/. 

¶ Adobe Acrobat versions, see http://www.adobe.com/products/acrobat/. 

¶ Microsoft Office 2007 άaƛŎǊƻǎƻŦǘ {ŀǾŜ ŀǎ t5C ƻǊ ·t{έ add-in, see 

http://www.microsoft.com/downloads/details.aspx?FamilyId=4D951911-3E7E-4AE6-

B059-A2E79ED87041&displaylang=en. For add-ins for other Office versions, check the 

Help system for information. 
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Technical setup 

The procedures and screen shots in these notes are based on my technical setup: Adobe Reader 

version 8 with Windows Vista. I have not changed the default settings. I have not yet upgraded 

to Reader 9, which is the latest version.  

About these notes and their audience 

You thought searching PDFs involved entering a word into a search field and then clicking the 

Search button? It is this simple In the great majority of cases. 

.ǳǘ ǿƘŀǘ ƛŦ ȅƻǳ ƘŀǾŜƴΩǘ ǳǎŜŘ t5Cǎ ōŜŦƻǊŜΚ hǊ ƛŦ ȅƻǳ ŘƻƴΩǘ ŦƛƴŘ ǘƘŜ ǘŜǊƳ ƛƴ ȅƻǳǊ ŦƛƭŜΣ ōǳǘ ȅƻǳ ŀǊŜ 

sure it must be there? These notes include details for new indexers with little or no background 

in indexing or using PDFs, to help them understand how PDF pages fit into the larger indexing 

process and workflow. Experienced indexers or PDF users might find some new approaches or 

hints to make their work easier. 

These notes are intended to be a primer that describe was of using Acrobat Reader functions 

that will help indexers in their work. They are not a comprehensive manual on how to use 

Acrobat Reader; they do not document functions not useful to the majority of indexers. 



4 Searching PDFs 

 

 NEASI Fall Meeting, September 19, 2009 

Why Use PDFs? 

About PDF files 

PDF files are named after the PDF (portable document format) format, which was created to 

make exchanging online documents easier. PDF files always have the file extension .pdf.  

Files that use the PDF format preserve the text, fonts, formats, and images of the original 

document as it was written, regardless of the kind of hardware and software used by the 

preparer to generate a PDF file. For example, a PDF file that contains a spreadsheet prepared in 

Microsoft Excel can be opened and read by an individual who does not have Excel installed on 

his or her machine. A printed version of the Excel spreadsheet will be identical to the original 

spreadsheet used to generate the PDF file. 

To read a file, an individual needs software to interpret and display the information encoded in 

the file. Acrobat Reader is the most widely used software for reading PDF files; Reader can be 

downloaded for free on the Web. 

NOTE: The PDF file for indexing is not an e-book or a commercially produced PDF file with active 

links, for example, active page links in the Table of Contents. The PDF file is a temporary working 

file used in the publishing process and not a final published product. 

Types of indexes suitable for PDF files 

PDF files are used for back-of-the-book indexes. The books indexed can be trade books or 

textbooks, scholarly books or tell-all celebrity biographies, encyclopedias or other reference 

volumes τ essentially, any published book or multivolume set that has an index or indexes.  

PDF files cannot be used when the indexer must work directly with the production files or 

content. For example, PDF files have no use in embedded indexing where markers are added 

directly into Word or XML files, Web page tags are added directly into Web page HTML code, or 

database indexing where terms are added directly into files or records. 

PDF files can be used with any indexing software program. 
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Advantages of PDFs vs. prin ted pages  

GUIDING PRINCIPLE: Use technology to be efficient by improving your work habits, which will 

increase your index quality, make your indexes more usable, and increase your profits. 

Reasons for using PDFs rather than printed paper pages include: 

¶ Ease of reading. Online print resolution and crispness of words can be much better than 

words printed (photocopied) on inexpensive paper. Online print size can be controlled. 

Books with many illustrations or complex formats, for example, shaded text boxes, can 

be difficult to read in print because color does not reproduce well with good contrast 

when printed in black and white and shades of gray. Full color is a bonus online. 

¶ Ease of use. Printed pages are sometimes extra long. Page size is sometimes extra wide 

or long to match a larger bookΩs final print size. Page size is not a problem online 

because of the range of display modes and the zoom feature. 

¶ Saving money. Printed pages cost money to produce and deliver to the indexer, and 

shelves for storage are expensive. Electronic delivery of PDF pages is essentially free; e-

mail or directory archiving of files is free as part if Internet service, or relatively low-

priced if more storage space needed. 

¶ Delivery speed. Printed pages can take time to print or photocopy and then sent for 

overnight delivery, sometimes adding a day to the schedule. PDF files can be sent the 

day they are available. PDF page changes can be seen almost immediately, without 

waiting for a fax or package to arrive. 

¶ Saving trees. Recently I indexed 3,340 pages in 7 books τ seems like a lot of trees in 

Vermont for a temporary work product that has no long-term use. 

¶ Accuracy and efficiency in the indexing process. Because I can copy and paste entries 

from PDF files into an indexing program, my indexes are more accurate because I have 

fewer opportunities to create typos. Also, copying and pasting entries is quicker than 

manually typing them. When I need to backtrack to pick up missed content or to check 

out problems, searching in PDF files is much quicker and easier than manually going 

through a stack of pages, page by page scanning for the missing information or answer 

to the problem.  

¶ Handling repagination from reflows. If I need to renumber pages, I can do that more 

easily and quickly in Acrobat (if I have the correct version) than by manually marking 

printed pages. (This is perhaps a moot point if page numbers can be revised within the 

indexing program.) 
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¶ Automatic archiving and storage. By saving e-mails and PDF book files and Word files of 

indexes delivered, I have an archive of past work, with very little effort. I cannot create a 

paper archive of book pages because of the volume of pages involved and long-term 

issues related to storing paper. 

¶ Simplifying office tasks. Managing e-mail and PDF files electronically is easier than 

managing stacks of printed pages and physical delivery schedules. In essence, I can work 

from anywhere that has a good Internet link. 

¶ Being technologically current. Using computer-based software to work with PDF files 

keeps me more technologically current (and perhaps at times highly frustrated) than if I 

did not have this aspect of my business online. Because I use indexing software, I do 

maintain my computer-technology skills, regardless of how I get content. 

 

When and how to start using PDFs  

When to start using PDFs? Start with your next project. Why wait? Switch now voluntarily when 

you have time to learn new work methods, instead of having to learn against a deadline when 

you do not have a choice on a project. 

In my experience, new editors have automatically offered me PDF files for our first project. 

Sometimes the editor offers to send me PDF files, paper pages, or both. However, I always ask 

for the PDF files, without the paper pages. 

If a PDF version of pages is not offered, ask the editor for one. Because my long-term existing 

clients had never offered me PDF files, I assumed they were not being used in those publishing 

houses. On their part, editors might not have offered me PDF files because I had always used 

paper pages and perhaps they assumed I did not want PDF files. When I asked for PDF files 

instead of paper pages, all the editors I have worked with for several years switched from 

sending me paper pages to e-mailing me PDF files. Only one editor chose not to switch because 

her production schedule is so tight that she asks indexers to work from first-pass pages that 

might be undergoing final layout and content changes while being proofread and indexed. 
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How PDFs Are Generated from Source Content  

Publishing stage of the book content  

Ideally, the indexer receives PDF files with content that is stable and not changing τ in other 

words, content has been copyedited and proofread, all changes from the author have been 

added, artwork has been finalized, page layout is completed, and pagination reflects the final 

printed book. The indexer does not need to worry about name variations, odd writing, spelling 

inconsistencies, content changes, or text lines slipping from one page to the next. 

However, computerized processes, electronic transmission of files, and economic pressures 

have collapsed the production cycle into a shorter time period with overlapping stages. 

Frequently, an indexer receives PDF files of pages still being checked by the author and being 

proofread (and sometimes even still being copyedited), with final artwork to be added. Working 

with PDF files generated during this stage can be frustrating because the indexer might notice 

inconsistencies and other problems with the text. 

²ƘƛƭŜ ǘƘŜ ƛƴŘŜȄŜǊ ƛǎ ǿǊƛǘƛƴƎ ǘƘŜ ƛƴŘŜȄΣ ǘƘŜ ǇǊƻŘǳŎǘƛƻƴ ŜŘƛǘƻǊ ƛǎ ŀŘŘƛƴƎ ǘƘŜ ŀǳǘƘƻǊΩǎ Ŧƛƴŀƭ ŎƘŀƴƎŜǎΣ 

proofreading revisions, and artwork. These additions might result in minor spelling or content 

changes, with consequent movement of lines from one page to another (called reflow). The 

production editor is responsible for resolving any issues the indexer might have reported as well 

as for revising the index to reflect these last-minute, final changes. 

Working with editors  

IMPORTANT! Before beginning to index, the indexer must check with the editor to determine 

issues outlined in the list. This information can affect how you work with PDF files. 

¶ The status of the pages. Has the content been finalized, or might the indexer find 

inconsistencies or textual problems, for example, missing illustrations or citations. 

¶ ¢ƘŜ ŜŘƛǘƻǊΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ŦƻǊ ƴƻǘŜǎ ŦǊƻƳ ǘƘŜ ƛƴŘŜȄŜǊΦ If the indexer encounters 

inconsistencies or problems, does the editor want to be notified? Does the editor want 

to be notified immediately or to receive a list at the end of the project? (Sometimes 

schedules are so tight that the editor will not be able to resolve the issues and change 

the content. Instead, the changes will be filed away for a future edition.) 

¶ The responsibility for reflow or line changes. Will the indexer receive e-mail notes 

about reflowed content or receive revised pages in a PDF file during the project? Will 

the indexer be responsible for updating work completed to reflect these changes? Or 

will the editor make the changes when the index file is received? 
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Single file vs. multiple f iles 

Editors or production staff generate PDF files from layout files used to publish a book. 

Over the last year, I have received PDF files of different sizes; some projects are described to 

give an idea of the number and size of files used. You can see that how the files are assembled 

does not seem to be related (in most cases) to the length or complexity of the book. 

¶ One file for a 310-page trade book. The file is 4,000 KB, which is typical for trade books. 

¶ One file (680 KB) for a 163-page business book, smaller in page size than the usual 

printed book, and with a large font size and plenty of white space. 

¶ Ten files for a 165-page business book, received in a compressed (zipped) folder of 960 

KB. The preface , five chapters, and appendix ranged in size from 70 KB to 230 KB. The 

other three files (front matter, notes, and acknowledgements) were between 30 KB and 

50 KB in size. I did not index these three files, but it was useful having them. Perhaps the 

files were kept separate because the author submitted them and the editor finished 

them over a period of time, without bothering to consolidate the final files into one file.  

¶ One file for a 792-page business book. The compressed (zipped) folder was 3,000 KB, as 

was the file itself. This file is unusual because most of the files I receive have not been 

compressed. Initially I was dubious about one file for such a large book, but the file is 

easy to navigate in (the size does not seem to slow down movement and display). 

¶ Forty-five files for a 1,360-page literature anthology. The 44 chapters and introduction 

ranged in size from 250 KB to 14,700 KB; the front matter was not included. I suspect 

that the chapters were packaged separately to make it easy for the production editor to 

send out individual chapters for review as they were assembled and completed. These 

files were downloaded from an FTP site. 

¶ Sixteen files for an oversized 335-paged book on choosing colleges. The files ranged in 

size from 750 KB to 1,700 KB, which seems small to be because the layout used many 

illustrations, boxed text, and color. The printed black-and-white pages would have been 

difficult to index because the background color of the extensive boxed text printed in 

various shades of gray, making it difficult to read the text within the boxes. Because the 

PDF files reproduced full-color pages, all the text was easy to read. 

¶ Two PDF files for a 216-page oversized art book. The files, which contained many color 

ƛƭƭǳǎǘǊŀǘƛƻƴǎ ƻŦ ǘƘŜ ŀǊǘƛǎǘΩs work, were large (6,000 KB and 10,000 KB) and slow to move 

from page to page because of the number of illustrations. One large file would have 

been unwieldy. These pages were the final, camera-ready layout. Because most of the 

index consisted of citations of the illustrations, indexing could happen only after all 

artwork was in place and sized, with captions. 
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How PDFs Are Sent and Received 

Who sends PDF files, and when 

In my experience, the production editor or an associate either e-mails the PDF files themselves 

or e-Ƴŀƛƭǎ ŀ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ǇǳōƭƛǎƘŜǊΩǎ C¢t ǎƛǘŜΦ Lǘ ƛǎ ŀƭǎƻ ǇƻǎǎƛōƭŜ ǘƘŀǘ ŀ 

ƭŀȅƻǳǘ ǇŜǊǎƻƴ ƻǊ ǇǊƛƴǘŜǊΩǎ ǎǘŀŦŦ ǇŜǊǎƻƴ ŎƻǳƭŘ ǎŜƴŘ ǘƘŜ PDF files to the indexer. 

For books with multiple files, all files are usually sent or made available at one time for indexing. 

The single exception was a lengthy anthology in which chapters were ready over a two-month 

period; I could prepare the author, title, and first-line indexes as blocks of chapters were 

finished in order to save time at the end of the project. 

What files are sent 

A single file for a book usually contains the entire content of the book, from the title page to the 

last page.  

However, multiple files might include separate files for different book parts: 

¶ Front matter (title page, copyright page, and table of contents) 

¶ Acknowledgements (might be part of the front matter file) 

¶ Preface (might be part of the front matter file) 

¶ Introduction (if roman, might be part of the front matter) 

¶ Chapters (usually one file per each chapter) 

¶ Illustration supplement for photographs or other artwork, typically a series of 

unnumbered pages inserted into the middle of a book and not part of the pagination 

¶ Appendices 

¶ End notes and references or a bibliography 
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EXAMPLE: The directory listing for a short book illustrates typical parts of a book that you might 

receive in separate files. Note the simple file-naming scheme (I do not know the meaning of 

άddέ orέ srέ at the end of a file name). 

Directory listing Book sections 

 

¶ Front matter (pp. iςxiv): art and full title pages, 

copyright page, dedication, table of contents, preface 

¶ Chapters 1 to 5 (pp. iς130) 

¶ Appendix (pp. 131ς154) 

¶ Notes (pp. 155ς160) 

¶ Acknowledgments (pp. 161ς166) 

¶ About the Author (two unnumbered pages at the end 

of the book, after the index) 

 

In addition, an editor might send these PDF files, which are not published as part of the book: 

¶ Cover memo from the production editor, and occasionally memos from the author. 

¶ Design specs with the line and character count. 

 

¶ Authority list used by copyeditors, or occasionally a list of terms from the author. 

¶ Marketing material and book jacket copy, useful in defining audience needs. 
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E-mail  transmission  

For the type of books that I do, most files are received via e-mail, with all files sent in one e-mail 

message. (If a project has many files, they are usually distributed using an FTP site.) The PDF files 

look and act like any other file attachment. 

EXAMPLE: The example is a typical PDF file for a 170-page book. 

 

Zipped files and folders  transmission  

 Occasionally, files are zipped into one compressed file or folder and sent as an attachment with 

a file extension of .zip, as shown in the examples. Publishers who send zipped attachments 

usually do not have FTP Web sites. Zipped files can also be password-protected. 

EXAMPLES 1 AND 2: The first zipped attachment (Nohria) contains a single PDF file for a 792-page 

book, and the second ό5Ω!ǾŜƴƛύ contains 10 PDF files for a 165-page book.  

         

EXAMPLE 3: The third example (EggersOleary)contains three zipped attachments with a total of 

18 PDFs for a 276-page book. The editor used smaller attachments for convenience. 

 

When unzipped, the files appear in your directory in a compressed format (notice the size 

column heading, which specifies compressed. 

  

NOTE: You need a zip utility on your machine to unzip files and foldersΤ ǘƘŜ ǳǘƛƭƛǘȅΩǎ ǇǊŜŦŜǊŜƴŎŜǎ 

can be set to automatically unzip the file or folder when you double-click the attachment. If you 

do not have a zip utility installed , your system will probably prompt you to download one. For 

more information on zipped files and zip utilities, see the articlŜ ά½ƛǇ ƻǊ ǳƴȊƛǇ ŀ ŦƛƭŜέ ƛƴ aƛŎǊƻǎƻŦǘ 

Office Online at http://office.microsoft.com/en-us/help/HA011276901033.aspx. 
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 FTP site transmission  

Some publishers maintain a FTP (file transfer protocol) server for authors, designers, 

copyeditors, and indexers to exchange files (in both directions) with production editors. (I do not 

return an index file using FTP; I always e-mail my index to the editor.) Files are stored in project 

folders. When files are ready, the editor e-mails me, supplying the host (server) name, the 

publisher user name, and the password.  

IMPORTANT! Because the server holds thousands of files for active projects, files are available 

only for a few days before being deleted. You must download and check the files promptly.  

The folder structure can be viewed in Windows Explorer, which makes it easy to download PDF 

files by copying them from the FTP site to your computer.  

EXAMPLE: The illustration shows a segment of a ǇǳōƭƛǎƘŜǊΩǎ project folders on an FTP site. The 

editor put the files for the indexer into a folder (labeled άMeyer BLIT Pages for Steveέ); the 

folder has three subfolders holding a total of 44 chapter files. The contents of the first folder 

(highlighted in light blue) appear in the right frame. (Using subfolders seems to be arbitrary; 

usually all files are in one folder.)  

Each publisher has its own file-naming conventions; a file name usually indicates the author or 

title, sequence in the book (for example, front matter, preface, chapter, glossary), chapter 

number, and page range. The file names in the screen shot are typical. The first file 

Blit_39215_01_Intro_pp001-008.pdf is the Introduction, and the second file 

Blit_39215_02_ch01_pp009-051.pdf is the first chapter. The initial letters άBlitέ are shorthand 

fƻǊ ǘƘŜ ōƻƻƪΩǎ ǘƛƭŜΦ ¢ƘŜ ƴǳƳōŜǊ офнмр ƛǎ ǇŜǊƘŀǇǎ ŀ ǇǊƻƧŜŎǘ ƻǊ ǾŜƴŘƻǊ ƴǳƳōŜǊΤ ƛǘ ƛǎ ƴƻǘ ŀ ŘŀǘŜΦ 

 

CD-ROM transmission  

Although I have not received PDF files on a CD-ROM within the last year, it is possible that 

publishers might still use this transmittal method. Because the CD-ROM needs to be mailed to 

the indexer, this method is not as quick as e-mailing files or transferring them via FTP. 

Files can be copied from the CD-ROM to your computer. Do not work with the files directly on 

the CD-ROM. 



Searching PDFs 13 

 

 NEASI Fall Meeting, September 19, 2009 

Keeping backups 

¶ E-mail attachments and zipped files and folders. LŦ ȅƻǳ ŀǊŎƘƛǾŜ ǘƘŜ ŜŘƛǘƻǊΩǎ Ŝ-mail, you 

automatically have backup copies of the files.  

¶ FTP site files. You cannot use the FTP site as a source of backup files because project 

files are available on the FTP server for only a short time (frequently several days or a 

week). Always keep separate backup copies of all files you have downloaded. 

¶ CD-ROM files. Keep the disk to serve as a backup for the files copied to your computer. 

Checking PDFs after receiving 

IMPORTANT! Always check files immediately after copying them to your computer to spot any 

technical or content problems. If you encounter problems, contact the editor immediately for a 

replacement file. 

¶ Verify the chapter number in the file title is indeed the chapter contained in the file. 

EXAMPLE: The selected PDF file #18 (chapter 17) has been opened. The page header, 

automatically generated. shows the file name and generation date. The indexer needs 

to verify that the content of the file is actually chapter 17. 

 

 
 

 

¶ The content in the PDF file might not be complete or might not be readable because of a 

problem that occurred when the file was created. 

¶ A file might be copied to your computer, but with no content (the file size is 0 KB in the 

size column). To check, view the directory with Details selected to view the file size. 

¶ You might receive an error message when attempting to open a file because it is 

corrupt. You cannot fix this file; instead, ask for a new file immediately. 
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¶ Check that you have all numbered chapters.  

¶ Front matter, appendices, unpaginated illustration supplements, end notes, or a 

bibliography might be missing because the editor did not send them if they are not 

indexed. In this situation, verify with the editor that these parts of the book are not to 

be indexed. If you think nonindexed files might be useful (for example, notes or a 

bibliography ǘƻ ŎƘŜŎƪ ŀǳǘƘƻǊǎΩ ƴŀƳŜǎ), ask for these files at the beginning of the project. 

¶ Because the files contain all pages to be published, blank pages are included. If you view 

one page at a time (Single Mode), switch to a two pages to understand how verso pages 

(even-numbered pages on the left) and recto pages (odd-numbered pages on the right) 

will appear in the final published version of the bound book. 

EXAMPLE: If page 376 is viewed singly, the graphic for the caption might seem to be missing. 
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However, if you switch to a double-page display mode reflecting the published book, 

page 376 is on the left and page 377, with the graphic, is on the right. To change to a 

two-page mode, on the File menu, choose Page Display and then make sure both the 

options Two-Up and Show Cover Page During Two-Up are checked. 

 

Determining the status  of transmitted  content  

Before beginning to index, check with the production editor to determine:  

¶ If the content has been copyedited and proofread. Ask the publisher for the authority 

sheet that copyeditors and proofreaders have complied for the book and use to ensure 

consistency in spelling and usage. 

¶ If the content is complete (called the final pass, with all changes added) or if you might 

find layout issues or artwork to come, for example, missing illustrations or citations that 

need indexing.  

¶ If the page numbers shown reflect the final pagination. 

¶ If any reflow of content is expected. (Reflow results from changes to text or art. Changes 

and result in lines and even paragraphs shifting from one page to another. Sometimes 

reflow will affect only a few pages or pages to the end of the chapter, while I other cases 

reflow can affect all pagination to the end of the book. Any page locators for reflowed 

content will need to be changed in the index. 

¶ If the publisher or author has special instructions for the index. 
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Creating an online archive of projects  

To create an online archive of projects, keep the PDF files used for indexing and the index file 

submitted to the publisher . I rarely kept printed pages for more than a month after submitting 

the index. Unless I had a published copy, I could not consult earlier work I had done. It would be 

impossible to keep a paper archive of pages from older projects over several years for reference. 

¶ Occasionally I want to consult files from an earlier project similar to the one I am 

currently working on to see how I handled a problem. 

¶ Editors sometimes will offer you a later edition of a book you had indexed earlier. if you 

have the original PDF files and index file for the earlier edition, you can compare the two 

editions. You might also want to use the earlier index file as the basis for the new index.  

NOTE: Even if you have the PDF files for the earlier edition, still ask the editor for a 

published copy of that edition, in case final pages changed from your PDF edition. If the 

editor does not have an earlier edition, you still have the PDF files to consult. 
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Viewing PDFs 

Choosing a page size and display options 

Pages can be viewed in different modes. Choose the display mode that works best for you. You 

can easily change modes as you change tasks. For example, you might preview the book in two-

page mode, and then index the content viewing single pages in a large font size. 

¶ One page or two pages at a time in the viewing window 

¶ With the top of pages always at the top of the viewing window or as continuously 

scrolling content 

¶ In a two-page mode, with the first page of a chapter (an odd-numbered page) displayed 

singly, and succeeding pairs of pages displayed in correct verso (even-numbered pages 

on the left) and recto (odd-numbered pages on the right) order. 

¶ With gaps between pages displayed. 

EXAMPLE 1: The Page Display submenu is shown with choices for a two-page mode checked. 

 

EXAMPLE 2: Two icons on the Find toolbar are another way to control page display. 

 

¶ The left button shows a single page full width in the display window, continuous 

scrolling to display pages. 

¶ The right button shows an entire page in the display window, jumping from one full 

page to the next. 
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EXAMPLE 3: Other aspects of page display are controlled using the Preferences command (on the 

Edit menu). The Page Display category window (below) and the Full Screen category and General 

category windows control display options. For details, see Adobe Reader Help (the Help menu or 

PF1). 

 

Resizing pages in the display window 

The size of single or double pages can be controlled in three primary ways. 

EXAMPLE 1: On the Find toolbar, use the minus and plus buttons to the left of the percentage 

field to change page size by preset percentages. 
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EXAMPLE 2: Choose a preset percentage page size on the drop-down menu, which is displayed by 

clicking the arrow to the right of the percentage field. 

 

EXAMPLE 3: The Zoom command controls page size. On the View menu, choose the Zoom 

command and review the available options and keyboard shortcuts. 

 


