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Introduction

Oneindexerd story

My indexing career began in tipeedigital days of 3X5 index cards and comioosi In recent
years, until September 2008, | worked as an editor and indexerawittitersCgroup producing
online policies procedures databaseand online training mateais. My group used PDFs to
distribute some of the learning modules. On the sidejll did a small amount of baedf-the-
book indexing for editors and publishing housémdworkedwith for several years.

When my salaried position moved out of state, and | did not move with it, | redttiime
freelance indexing. | continueslorking withthe same ditors | knew, receiving printepaper
pages for indexing and returning a Wandlexfile to beprinted in the back of the book.

One day, a new client called, an editor and publishing house | had not worked with. After we
discussedhe project and agreed on a deadline and rate, shelshe would send me a PDF file

F2NJ AYRSEAY3Id ! yR (KI {Qsadeditédcohtentfar PINilEs my Yy RSE A Y
salaried position andsedPDF filesn my personal life but indexinga PDF filewithout

marking up paper pageskdr thisfirst project with a new editor, | nervously printed the pages

and then proceeded to work wittwo sets of pages, the printed ones and the electronic ones.

These notes record what | learned on my iridg journey from a papdrased indexer to a PBF
based indexer. Indeed, yaanteach aneld experienceddegindexer new tricks. Learn from the
steps(andmissteps) took to make your journey to PEfased indexing easier.

Choosing an Acrobat version

Now thatl had a PDF file for indexing on my computer, how would | use it? Because | had
Acrobat Readealreadyinstalled on my machine, | could read the fdelobeReaderis afree
software program for reading PDF fild®wever, 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 | only be reading PDF files? Did | need additional functionality? | posted an inquiry
about what Adobe software to use for indexiR@F®on the IndexL discussiorist. | received
recommendations, for everything from the free Adobe Reader through Adobe Acrobat versions
like Standard or Professional, and evenffeeware or inexpensive software. Did | need to
renumber pages? Did | need to combine files? Dikdrto add sticky notes or comments within
the PDF file and returit to the editor with the index file?
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Too much information!!My deadlineloomedand| had to start indexingronto, | took the
{OFNXSGG hQl I NI & GapproacNaN®did ndthing | sirdply BoStiNdedrusiBge
my free version of Reader to read the PDF file.

l'a FTNBljdSSyidfte KIFILWLISyar aG2Y2NNRgé ySEasN OF YSH
indexes for a year now. For the type of indexing | am doing @nechy work habits, Reader

seems to be sufficient. Occasionally, | have wanted to highlight a phrase in a Ri3Ffile

reminderor break apart a large file or combine small files into one large file (tasks | cannot do in
Reader), but this lack of functiolitg has not hindered my indexing work, and | 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. How&icensoft Office has a
free add-in for generating PDFs that can be downloaded from their Web site.

For more information about:
1 Downloading a free version of Reader, $t://get.adobe.com/reader!
1 Adobe Acrobat versions, séétp://www.adobe.com/products/acrobat/

f  Microsoft Office20076 a A ONR a2 Fi { | &&in,be@ t 5C 2NJ -t { ¢
http://www.microsoft.com/downloads/details.aspx?Familyld=4D951BH7EFAAE6
BO59A2E79ED87041&displaylang=&woradd-ins forother Office versions, check the
Help system for information.
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Technical setup

The procedures ahscreen shots in these noteseabased on my technical setup: AdoReader
version8 with Windows Vistal have not changed the default settingdiave not yet upgraded
to Reader 9, which is tHatestversion.

About these notes and their audience

You thowht searching®?DFsnvolvedentering a word into a search field and then clickiing
Search button?t is this simpldn the great majority of cases

.dzi 6KIG AF @2dz KISy Qi dzaASR t5Ca 0ST2NBK hNJ A
sure itmust be thereThese 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 anavorkflow. Experienced indexers or PDF users might find soemeapproaches 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 irdexers in th@ work. Tkeyare not a comprehensive manuan how to use
Acrobat Readerieydo not documentunctionsnot useful to the majority of indexers.
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Why Use PDF®

About PDF files

PDF files are named after tflRDF (portable document format) formatvhich was created to
make exchanging online documents easier. PDF files always leafike txtension .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 filtor 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 wien¢ical 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; Reater ca
downloaded for free on the Web.

NoTE The PDF filéor indexingis not an ebook or acommercialy producedPDF file with active
links, for example, active page Is the Table of Contents. @RDHile is a temporary working
file used in the publishing process and not a fablished product.

Types of indexes suitable for PDF files

PDF files are used for baokthe-book indexes. The books indexed can be trade books or
textbooks, scholarly books or telll celebrity biographies, encyclopedias or other reference
volumest essentially, any published book 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 markerseate add
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 vsprin ted pages

GUIDINGPRINCIPLEUSe technology to befficientby improving youwork habits,whichwill
increase youindexquality, make your indexes more usakded increase your profits.

Reasons for using PDFs rather than printed paper pages include

T

Ease of readingOnline print resolution and crispness of words can be much better than
wordsprinted (photocopied)on inexpensivepaper. Online print size can be controlled.
Books with many illustrations or complex formats, for example, shaded text boxes, can
be dfficult to read in print because color does not reproduce well with good contrast
when printed in black and white and shades of gfayll colorisa bonus online.

Ease of usePrinted pagesre sometimesextra long Page sizes sometimes extra wide
or long to matchalarger bool&final print size Page sizés not a problem online
because ofhe range of display modes and the zoom feature.

Saving moneyPrinted pages cost money to prock and deliver to the indexeand
shelves for storagare expensive. Electronic delivery of PDFgmigessentially free; €
mail or directory archiving of filasfree as part ilnternet service, or relatively low
priced if more storage spaceeded

Delivery speedPrinted pages can take time to print or photocagryd then sent for
overnight delivery sometimesaddinga dayto the schedule PDF files can be sent the
day they are available [FF mge changes can be seen almost immediately, without
waiting for a fax or package to arrive.

Saving treesRecently | indexe®,340 pagesn 7 bookst seems like a lot dfees in
Vermont for a temporaryvork product that has no longerm use.

Accuracy and #iciency in the indexing proces8ecause | can copy and paste entries
from PDF files into an indexing program, my indexes are more accurate because | have
fewer opportuniies to create typos. Also, copying and pasting entries is quicker than
manually typing them. When | 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 astackof pages, page by page scanning for the missing information or answer
to the problem.

Handling repagination from reflowslf | need to renumber pages, | can do that more
easily and quickly in Acrobat (if | have the correct version) than by manually gparkin
printed pages.This is prhaps a moot point if page numbers can be revised within the
indexing program.)
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9 Automatic archiving and storageBy saving enails and PDF book files and Word files of
indexes delivered, | have an archive of past work, with very éfttert. | cannot create a
paper archive of book pages because of the volume of pages involved anitong
issuegelated tostoring paper.

1 Simplifying office tasksManaging email and PDF files electronically is easier than
managing stacks of printed pages andggibal delivery schedules. In essence, | can work
from anywhere that has a good Internet link.

1 Being technologically currentUsing computeibased software to work with PDF files
keeps me more technologically current (and perhaps at times highly frusjrtitad if |
did not have this aspect of my business online. Because | use indexing software, | do
maintain my computetechnologyskills regardless of how | get content.

When and how to start using PDFs

When to start using PDFS?art with your next prgect. Why wait?Switch now voluntaryl when
you have time to learmew work method, 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 PDFRdilesir first project
Sometimes the editor offers to send me PDF files, paper pages, or both. However, | always ask
for the PDF files, without the paper pages.

If a PDF version of pages is not offeragk the editorfor one. Because my lontgrm exising

clients had never offered ePDF files, | assumed they were not being used in those publishing
houses. On their part, editors might not have offered me PDF files bethadealways used
paper pages and perhaps they assumed | did not want PDF files. Mdbleed for PDF files
instead of paper pages, all the editors | have worked with for several years switched from
sending mepaper pageso e-mailing me PDF files. Only one editor chose not to switch because
her productionschedulés so tighthat she ask indexers to work from firgpass pages that

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

Publishing stage of the book content

Ideally, the indexer receivd2DF files ith content that is stable and not changingin other
words, content has been copyedited and proofread, all changes from the author have been
added,artwork hasbeen finalized, page layout is completed, and pagination reflects the final
printed book.Theindexer does not need to worry about hame variatipadd writing spelling
inconsistencies, content changes, or text lines slipping from one pate toext

However, computerized processes, electronic transmission of files, and economic pressures
have collapsed therpduction cycle into a shorter time period with overlappstgges.

Frequently, an indexer receives PDF files of pages still being checked by the author and being
proofread (and sometines even still being copyeditgdvith final artwork to be added/Norking

with PDF files generated during this stage can be frustrating because the indexer might notice
inconsistencies and other problems with the text.

2KAtES GKS AYRSESNI AA S6NAGAY3I (GKS AyRSE:Z (GKS LN
proofreadng revisions, and artwork. These additions might result in minor spelling or content

changes, with consequent movement of lines from one page to anddadiedreflow). The

production editor is responsibl®r resolving any issuake indexer might haveeportedas well

asfor revising the index to reflect these lastinute, final changes.

Working with editors

IMPORTANITBefore beginning to index, the indexewust check with the editor to determine
issues outlinedn the list. This information can affect how you work with PDF files.

1 The status of the pagegdas the content been finalizedr might the indexer find
inconsisendes or textual problems, for example, missing illustrations or citations.

T ¢KS SRAG2NRE SELISOGI (A #ihdinddx@rdhtoyneis S48 TNRY (K
inconsistencies or problems, does the editor want to be redi?i 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 awaydduture edition.)

1 The responsibility for reflow or line change¥®Vill the indexer receive-mailnotes
aboutreflowed content orreceiverevised pages in a PDF file durithg project? Will
the indexer be responsible for updating work completed to refteese changes? Or
will the editor make the changes when the index file is received?
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Single file vs. multiple files
Editors or production staff generate PDF files from layout fises] to publish a book

Over the last year, | have receive®Hiles of different sizessomeprojects are éscribed to
give an idea of theaumber and size of files usedou 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.

T
T

One file for a 314page trade bok. The file is 4,000 KB, which is typical for trade books.

One file(680 KBjor a 163-pagebusinesook, smaller irpagesize than the usual
printed book and with a large font size and plenty of white space

Ten files for a 16page business book, reged 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. | did not index these #hfdes, but it was useful having thefPerhapghe

files were kept separate because the author submitted them and the editor finished
them over a period of time, without bothering to consolidate fireal files into one file.

One filefor a 792page busiess book. The compressed (zipped) folder was 3,000sKB, a
was the file itselfThisfile is unusual becauseanst of the files | receive have not been
compressedlnitially | was dubious about one file for such a large book, but the file is
easy to navigat in (the size does not seem to slow down movement and display).

Forty-five files for al,360pageliterature anthology. Thel4 chaptersand introduction
ranged in size from 250 KB td4,700 KB the front matter was not included suspect

that the chaptes were packaged separately to make it easy for the production editor to
send out individual chapters for review as they were assembled and compkEiede

files were downloaded from an FTP site.

Sixteen files for an oversized 3p&ged book on choosing lbeges. 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 blasidwhite pages would have been
difficult to index because the background color of théemsive boxed text printed in
various shades of gray, making it difficult to read the text within the boxes. Because the
PDF files reproduced fedblor pages, all the text was easy to read.

Two PDF files for a 24#geoversizedart book.The fileswhichcontained many color
Aff dza G NI (A 8woik, Were larjeKa5000- KBJnkl 20000 KB) and slow to move
from page to pagéecause of the number of illustration®ne large file would have
beenunwieldy. These pages were the final, cameeady layot. 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 Sentand Received

Who sends PDF files, and when

In my experience, the production &di or an associateither emails the PDF files themselves
oreYlAf&a | y20A0S (GKIG GKS@ IINB I@FLAfrofS 2y (K
flre2dzi LISNARZ2Y 2N LINR Y (BD¥Rsto thdindd& LISNAR2Y O2dzZ R

For books with multipldiles, all filesare usuallysent or made available at one tinfier indexing.
The single exception was a lengthy anthology in which chapters were ready ovenaotio
period;| could prepare the author, title, arfitst-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 fdifferent book parts:
1 Front matter (title pagecopyright pageandtable of contents)
1 Acknowledgements (might be part of the front matter file)
1 Preface (might be part of the front ntat file)
9 Introduction (if roman, might be part of the front matter)
1 Chapterssuallyone file per each chapter)

9 lllustration supplement for photographs or other artwork, typically a series of
unnumberedpages inserted into the middle of a book and nottpa the pagination

1 Appendices

1 End notes andeferences owr bibliography
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ExaMPLEThe directory listing for a short book illustrates typical parts of a book that you might
receive in separate filedlote the simple filemaming scheme (I do not know the ar@ng of
&ddé ore sre at the endof a file name.

Directory listing Book sections
=D Aveni 00 i-xiv 10 sr 1 Front matter (pp. igxiv): art andfull title pages,
T D Aveni 01 001-015 0 sr copyright pagededication, table of contentgreface
3 D Avveni 02 019-046 rQ sr 1'[ Chapters 1 tO 5pp £130)
2|0 Aveni 03 047-082 D sr .
=)D Aveni 04 083-116 10 dd 1 Appendix(pp. 13X154)
D Aveni 05 117-130 0 sr 1 Notes(pp.155¢160)
5 D Aveni 992131-154 APP 0 sr
D Aveni 99b 155-160 NOT 0 sr T Acknowledgnents (pp. 161,166)
=D Aveni 99¢ 161-166 ACK 10 sr 9 About the Author(two unnumbered pages at the enc
=)D Aveni 99e 001-002 ABA 10 sr of the book, after the index)

In addition, an editor might send tee PDFHiles, which are not published as part of the book:
1 Cover memdrom the production editor, ad occasionally memos from the author

1 Design specs with the line and character count

To: Dan

From: Carla (x7306)
Date: 8/31/09
Author: Rogovoy

Title: Bob Dylan

INSTRUCTIONS FOR THE INDEXER
Type: 31 characters per line (including spaces)
Min: 904 lines available for 13 pages.

Max: 1264 lines available for 18 pages.

Please write total number of manuscript lines including 1-line alphabetic breaks, on top of ms.

Type / key in this style:  IX entries; IXS subentries indent 1p; turnovers indent 2p.

INSTRUCTIONS FOR THE COMPOSITOR:

Index begins on p. 307. Available pages: 18 for a 336 page book (with 12 FM)

9 Authority list used by copyeditorsr occamnally a list of terms from thauthor.

1 Marketing materiabnd book jacket copyuseful in defining audience needs
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E-mail transmission

For the type of books that | do, most files are received wigad, with all files sent in one-malil
message(lf a poject has many files, they are usually distributed using an FTPRiePDF files
look and act like any other file attachment

ExamMPLEThe example is a typical PDF file for a-page book

Steve Csipke (steveindexer@hotmail.com)
0 1 attachment
Wired for..pdf (2.4 ME

Zipped files and folders transmission

Occasionally,les are zipped into one compresstid or folder andsent as an attachmenwith
a file extension of .zipas shown in the exam@ePublishers who send zipped attachments
usually do not have FTP Web sitégmped files can also be passwqmebtected.

ExavPLEBB1 AND2: Thefirst zipped attachmen{Nohria)contains a singl®DF file for #92-page
book, and thescondo 5 Q! EbBtainks 10 PDF fildsr a 165page book

Steve Csipke (steveindexer@hotmail.com) To:  Steve Csipke (steveindexer@hotmail.com)
0 1 attachment 01 attachment
Nohria.zip (2.2 MB D'Aveni_F..zip (7204 KB

ExaMPLE3: The third example (EggersOleary)contains three zipped attachmetiits total of
18 PDFs for a 2#fiage book. The editor used smaller attachments for convenience.

Steve Csipke (steveindexer@hotmail.com)
i 3 attachments
EggersOle..zip (375.0 KB), EggersOle..zip (447.6 KB), EggersOle..zip (238.9 KE

When unzipped, the files appear in your directory in a compressed format (notice the size
column heading, which specifies compressed.

=

Mame Type Compressed size Password ...
- Eggers 00 i-xii f0 rp Adobe Acrobat Document 5TKE MNeo
T Eggers 00a 001-018 INT 0 rp Adobe Acrobat Document 85KB MNo
T Eggers 01 019-050 0 rp Adobe Acrobat Document 142 KB No
T Eggers 02 051-078 0 rp Adobe Acrobat Document 109 KE Mo
- Eggers 03 079-106 0 rp Adobe Acrobat Document 103 KB Mo

NOTE You need aip utility on your mahine to unzip files and foldefs & KS dzi A€t A & Q& LIN
can be set to automatically unzip the file or folder when you doutitk the attachmentlf you

do not have a zip utilitinstalled, your system will probably prompt you to download oRer

more information on zipped files and zip utilities, she articlS & %A LU 2 NIJFdnf 1S Ay ah
Office Online ahttp://office.microsoft.com/enus/help/HA011276901033.aspx
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FTPsite transmission

Some publishers maintaeFTP file transfer protoco) serverfor authors, designers,
copyeditors, and indexett® exchange filesifiboth directions) withproduction editors. (Ho not
return an index fileusing FTP always email myindexto the editor.) Files are stored in project
folders.When files are ready, the editormailsme, supplyngthe host (server) name, ¢h
publisher user name, and the password.

IMPORTANITBecause the server holds thousands of files for active projects, files are available

only for a few days before being deletétbu must downloadnd check the filepromptly.

The folder structure can beaewed in Windows Explorewhich makes it easy to download PDF

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

ExaMPLETheillustration shows a segment @fLJdzo f A piofe& ildizes on an FTP site. The
editor put the files forthe indexerinto a folder (labeledMeyer BLIT Pages for Stéyehe
folder hasthree subfolders holiohg a total of44 chapter filesThe contents of thdirst folder
(highlightedin light blug appear in the right framgUsingsubfoldes seems to be arbitrary;
usually all files are in one folder.)

Each publisher has its ovfite-naming conventions; a file name usually indicdtesauthor or
title, sequence in the booor examplefront matter, preface, chapter, glossarghapter
number, and page rangelhe file namesn the screen shaotire typical. e first file
Blit_39215 01 _Intro_pp00Q08.pdfisthe Introduction, and the second file

Blit_ 39215 @ _ch01_pp00051.mf isthe first chapter.The initial lettersiBlité are shorthand
2N 6KS 06221Qa GAfSd ¢KS ydzYoSNJ opump A&

| File Edit View Tools Help |

Wy Organize -
Favorite Links Name : Size Type Date modified Date created Date accessed
B Fictures 81t 39215 01 Intro_pp001-008.pdf 135KB  Adobe Acrobat Document  9/10/2009.9:3L AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
) BIit_39215_02_ch01_pp009-05L. pdf 4979KB  Adobe Acrobat Document  9/10/2009.9:3L AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
‘.@ [r= = Blit_39215_03_ch02_pp052-071.pdf 275KB  Adcbe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
5 Recently Changed = Blit_39215_04_ch03_pp072-120.pdf 5702KB  Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
More » -; Blit_39215_05_ch04_pp121-183 pdf 1608 KB Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
Folders v -; Blit_39215_06_ch05_pp184-211 pdf 1074 KB Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
McKay West art - 3 Blit_39215_07_ch06_pp212-261 .pdf 1432KB Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
e T BIL39215.08_chO7 pp262- 293 pdf 969 KB Adobe Acrobat Document  9/10/2009.9:3L AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
<[k BLIT BROOFS = BIit_39215_09_ch08_pp294-328.pdf 1218KB  Adobe Acrobat Document  9/10/20099:3L AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
BLIT first batch fiction, Intro-Ch. 10 2 Blit_39215_10_ch09_pp329-377 pdf 3474 KB Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
BLIT Poctry, Chs. 21-44 o Blit_39215_11_ch10_pp378-392 pdf 433KB Adobe Acrobat Document  9/10/2009 9:31 AM 9/10/2009 9:31 AM 9/10/2009 9:31 AM
BLIT second batch fiction, Chs. 11- 2/
Nesbitt_Paul- Gardner YCE
CD-ROMtransmission

Although | have not received PDF filessddDROM within the last year, it is possible that
publishers might still use this transmittal metthdecause the GROM needs to be mailed to
the indexer, this method is not as quick amailing files or transferring them via FTP.

Files can be copied from the (DM to your computeDo not work with the files directly on
the CDROM.

NEASI Fall Meeting, September 19, 2009
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Keeping backups

f  Email attachments and zipped files and folders. ¥ & 2 dz | N K Ar@iSyoui K S
automatically have backup copies of the files.

1 FThsitefiles. You cannot use the FBRe as a source dfackup filedbecause project
files are available on the FTérger for only a short time (frequently several days or a
week) Always keep separate backup copies of all files you have downloaded.

1 CDROM filesKeep he diskto serve as a backup for the filespied to your computer

Checking PDFs after receiving

IMPORTANT Always check files immediately afteopying them to your computer to spot any
technicalor content problems. If you encounter problentgntactthe editor immediately for a
replacement file.

9 Verifythe chapter numbeiin the file title is indeed the chapter contained in the file.

ExamMPLETheselectedPDF file#18 ¢hapter 1 has been opened. The page header
automatically generatedshowsthe file nameand generation dateThe indexer needs
to verify that the content of the file is actually chapter 17.

T MEY 39215 17 chl6_p.. 9/10/20091:34 PM  Adobe Acrobat D... 1,374 KB
T MEY 30215 18 chl7_p.. 9/10/20091:34 PM  Adobe Acrobat D... 1,573 KB
o MEY_39215 19_chl8_p.. 9/10/20091:34 PM  Adobe Acrobat D... 1,393 KB

MEY_39215_168_chl7_pp608-628.gxd 8/26/09 lg %? AM Page 608

17

1 The content in thd®DF file mighhot be complete or might not be readabbecause of a
problem that occurred when the file was created

1 A file might be copied to your computdiyt with no content the file size is 0 KB in the
size columih To check,iew the directory withDetails selected toiew thefile size.

1 You might receive an error message when attempting to open a file beddasse
corrupt. You cannot fix this filenstead ask for a new filemmediately
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14 Searching PDFs

1 Check that you have all numbered chapters.

1 Front matter, appendices, ymagirated illustration supplementsendnotes, or a
bibliographymight be missindpecausehe editordid not serd them if they are not
indexed In this situation, verify with the editor that these parts of the baok not to
be indexed. If you thinkonindexedfiles might be useful (for example, notes or a
bibliographyli 2 OK S Ol I YaskKiar Msis@filey at tiéhginning of {heject.

1 Because the filesontainall pagego be publishedblank pages are includel.you vew
one page at a timeSingleMode), switch toa two pagesto understand howerso pages
(evennumbered pages on thieft) andrecto pagegodd-numbered pagesn theright)
will appear in the final published versiontbe bound book.

ExaMPLEIf page 376 is viewesingly the graphicfor the captionmight seemto be missing.

EMNCOUMTERING FICTION:
COMICS AMD GRAPHIC STORIES

MATT GROEMING (B 1954], e in Hell
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However, if you switch to a doubjeage display mode reflecting the published book,
page 376 is on the left and page 377, with the graphic, is onighé To change t@
two-pagemode, on the File menwhoosePage Display and then make sbiath the
options TweUp and Show Cover Page During Tyware checked.

File Edit Document Tools Window Help x
& p_or "] i Rina

l

Zoom F

DRage Display Single Page ‘

Rotate Wiew » Single Page Continuous I | —

Reading Mode crrieH | ¥ Twolp

Full Screen Mode Ctriel. | 1wo-Up Continuous

Menu Bar [y | v Show Gaps Between Pages

| Toolbars , ¥ Show Coyer Page During Two-Up

MNavigation Panels ’

ine Weights Ctrl+5

Automatically Scroll Shift+ Ctrl+H
Read Out Loud ’

MATT GROENTNG (8, 1954), Life in Hel

Determining the status of transmitted content

Before

T

beginning to index, check with theoductioneditor 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 bookuesedto ensure
consistency in spelling and usage.

If the contentis complete(called thefinal pass with all changes addedy if you might
find layout issues or artwork to comér example, missing illustrations or citatichgt
need indexing

If the page numbers shown reflect the final pagination.

If any reflow of contents expected(Reflowresults from changes to text or art. Changes
and result in lines and even paragraphs shifting from one pageather. Sometimes
reflow will affect only a few pges or pages to the end of tlelapter, while | 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 instructidosthe 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 . | rarely kept printed pages for more than a month after submitting
the index. Unlesshad a published copy, | could not consult earlier work | had done. It would be
impossible to keep a paper archive of pages from older projects over several years for reference.

1 Occasionally | want to consult files from an earlier project similar to treel@am
currently working on to see how | handled a problem.

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

Choosing a page siz and display options
Pages can be vieweid different modesChoose thalisplaymode that works best foyou. You

caneasilychange modess you change tasks. For example, gaght preview the book in two
page modeand then index the content viewing single pages in a large font size.

1 One pager two pages at a time in the viewing window

1 With the top of pagesilways at the top of the viewing window or as continuously
scrolling content

1 Inatwopage mode, with the first page of a chapter (an eddnbered page) displayed
singly, and succeeding pairs of padesplayedn correctverso(evennumbered pages
on theleft) andrecto(odd-numbered pages on theght) order.

1 With gaps between pages displayed.

ExamPLEL: The Page Display submenu is shown with choices for goage mode checked.

Eile Editmgocument Jools Window Help

¢ $ GoTo © | I‘_-:j Find
>

Zoom

Page Display Single Page
Rotate View 3 Single Page Continuous
Reading Mode Cirl+H Two-Up

Full Screen Mode ctrl+L | ¥ Iwo-Up Continuous
Menu Bar Fg | ¥ Show Gaps Between Pages

Toolbars » | ¥ Show Cover Page During Two-Up

I | Mavigation Panels >
Line Weights. Ctrl+5
[ Review Tracker...

Autematically Scroll Shift+Crl+H
Read Out Loud 3

ExamPLE2: Two icons on thé&ind toolbarare another way to control pagdasplay.

=

1 The left buttonshows a single padall width in the display window, contuous
scrolling to display pages

1 The right buttonshowsan entire page in the display window, jumping from one full
page to the next.
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ExaMPLE3: Other aspects of pagesplay are controlledisingthe Preferencegommand(on the
Edit menu). The Page Display category window (below) and the Full Screen category and General
categorywindowscontrol display options. Fafetails seeAdobeReadeHelp (the Help menu or

Preferences ® @
Categories: Default Layout and Zoom
Documents Page Layout: | Automatic -
Full Screen
General Zoom:  Automatic A
Page Display
Resolution
3D
Accessibility ) Use system setting: 9%  pixels/inch
Forms
Identity @ Custom resclution: 110 = pixels/inch
Internaticnal
Internet Rendering
JavaScript
Measuring (20) Smooth Text: [For Meonitor vl
Measuring (3D} . .
Meeting [¥] Smooth line art [¥] Smooth images
Multimedia Uze local fonts
Multimedia Trust
Online Services [/] Use page cache
Reading
Reviewing Page Content and Information
Search
Security [] Show large images [”] Overprint Preview
Spelling [T Show art, trirn, & bleed boxes [ Show transparency grid
Trust Manager
Units [¥] Use logical page numbers [] Always show document page size
[] Use smooth zooming [] Use smooth scrolling
OK l I Cancel

Resizing pages in the display window
The size of single or double pagms becontrolledin three primaryways.

ExamPLEL: On the Find toolbar usethe minus and plus buttons to the left of the percentage
field to change page sizey preset percentages.

E & 15% -
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ExamMPLE2: Choosea preset percentage page siae the dropdown menu, which is displayed by
clicking the arrow to the right of the percentage field.

B ® 125% o o |

10%
25%
50%
5%
100%

v 125%
150%
200%
400%
800%
1600%
2400%
3200%
6400%
Actual Size Ctrl+1
Fit Page Ctrl+0
Fit Width Ctrl+2
Fit Height
Fit Visible Ctrl+3

ExamMPLE3: The Zoom command controls page si2e.the View menu;hoosethe Zoom
command and reviewhe availableoptions and keyboard shortcuts.
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