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The American Society for Indexing
http://www.asindexing.org/site/index.html

The Association of Southern African
Indexers and Bibliographers (ASAIB)
http://www.asaib.org.za

The Australian and New Zealand Society
of Indexers (ANZSI)
http://www.aussi.org

Deutsches Netzwerk der Indexer
http://www.d-indexer.org/
Indexing Society of Canada

http://www.indexers.ca

the Society of Indexers
http://www.indexers.org.uk/
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e IndexCafe
http://groups.yahoo.com/group/IndexCafe.

e Indexers' Discussion List

o indexersdiscussionlistsubscribe@yahoo
groups.com

e INDEX-L

e http://indexpup.com/index-
list/fag.html.

e INDEX-NW

e  http://lyris.pnl.gov/cgi-bin/lyris.pl

e IndexPeers

e http://eroups.yahoo.com/group/IndexPe

€ers
e IndexStudents

e  http://www.indexstudents.com.

e Maclndexers

e http://eroups.yahoo.com/group/Maclndexers

e Macrex

e mailjoin@macrex.com

e Scholarly Indexing

e http://groups.yahoo.com/group/scholarl
yindexing

e SKYIndexUsers

e http://eroups.yahoo.com/group/skyinde

xusers/join.
e Web Indexing

e http://eroups.yahoo.com/group/web-

indexing.
e WordIndexers

¢ wordindexers@yahoogroups.com.

Information  and
(CIKM)

e Conference on

Knowledge  Management

2 dn woxill el abiygadl Y/0/8/8

d:m ‘;a_u.ué.d' - v % ‘
The Indexer: the international journal for
*indexing.

http://www.theindexer.org
*Key Words

e Al i adadtl sl a1 Y/ 0/8 /¢
A dasl 1 e Ao bl e cedyial
http://www.miislita.com/information-

retrieval-tutorial/indexing.html#Indexing

http://www.aallnet.org/committee/ipl/index
ing_guidelines.asp

B s e Lgie Caiuesl

http://www.bayside-indexing.com
http://indexing.ning.com

J\}}J‘QLQ}A:;A} LIJJ_U‘ gﬁ).c o/0/¢/¢

e aliaINDEXERS

e http://alia.org.au/alianet/e-lists/

e asiconference

e  asiconference-
subscribe@yahoogroups.com

e Black Writers United

e hitp:/groups.yahoo.com/group/bwunited/.

e Cindexusers

o http://groups.yahoo.com/group/cindexusers/join.

e CompuServe (800) 848-8199 On
CompuServe, the Work at Home Forum
(GO WORK) and Literary Forum (GO
LITFORUM) are examples of areas

useful to indexers.
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http://www.cs.umbc.edu/conferences/ci
km/

e DIMUND Document Image
Understanding and Character
Recognition WWW Server

http://documents.cfar.umd.edu

e Dragon NaturallySpeaking Discussion

List
http://groups.yahoo.com/group/Dragon

NaturallySpeaking
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The curriculum
Students can read about book indexing. They can listen to
experienced indexers talk about book indexing. But the only
way they can to find out if they have the ability to index and
enjoy the process is to actually write indexes. This curriculum
is designed to prepare students to write indexes that
follow common indexing specifications.
Following is a course outline for a 10-session classroom
course. It is not until halfway through the course that the
students prepare their first complete index. While I have
worked with shorter course formats, I have found that it is a
mistake to compress or skip these initial ‘background’
sessions. A great deal of information is presented in
Sessions 1 to 5. Time is needed for the students to absorb
these details and learn to apply them.
Many students come to these courses thinking that
indexing cannot be too hard and wonder why the course is so
lengthy. They do not know that there is more than one way
to alphabetize or that there are many ways to format an
index. The ‘rules’ in indexing must be presented. It takes
many lessons to go through the basic rules. Early on, around
the third or fourth lesson, students turn in an assignment
devoted to arranging a list of index entries in the specified
format (Fig. 1, Session 3, prepare ‘Card Index’). In my mind,
this is a ‘no-brainer’ exercise. There is no term selection, no
text to read, it is simply reformatting an unalphabetized list
of entries so that the result looks like an indented-style
index. If the students follow the instructions all the assignments
should be identical. Are they? Of course not. This is
when the filtering of students begins. Those students who
ignore instructions about alphabetizing, reference locator
format, or cross-reference format and placement receive
poor grades on this assignment.
The homework assignment for Session 5 is to write an
index. In my mind, this first indexing assignment is the most
important exercise in the entire course. I want students
prepared to do it. This is why so much attention is devoted to

Mulvany, Nancy. Teaching Book Indexing: A Curriculum .- The Indexerm v. 23, nol (April 2002) .- pp12. ()
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the details of formatting, arrangement, and other aspects of
The Indexer Vol 23 No 1 April 2002 11

12 The Indexer Vol 23 No 1 April 2002

Mulvany: Teaching book indexing: a curriculum
Session 1: Introduction

Course Overview

What is an index? How does it differ from a concordance, a
catalog, a table of contents?

Authors as indexers

Qualities of an indexer

Can indexing be taught?

Publication process and the index

What should be indexed?

Homework: Reading

Session 2: Alphabetization, Headings & Subheadings,
Cross-references

Alphabetizing & Arrangement of Entries
Word-by-word

Letter-by-letter

Chronological order

Page number order

Other orders

Headings and Subheadings

What are they?

Relationship between a heading and subheading
Terminology: Variety of terms used

Format of

Singular vs. plural

Inverted

Specific or general

Indented style

Run-on style

Levels: how many are enough?

Cross-references

Purpose of

Forms of

See

See also

See under

See also under

General cross-references

Placement of

Punctuation: headings, subheadings, cross-references
Reference locator formats

Homework: Reading, prepare for quiz

Session 3: Style Guides, Index Specifications, Mechanics of
Indexing

Style Guides & Index Specifications

Purpose of a publisher’s style guide

Components of a style guide

Index specifications

Mechanics of indexing

[rY'\YJ.\.).}T_‘AY‘\\){.@jS /.mzws,m‘;;u:‘.—r,,m N Wpe =—————= iibyll ug> aﬂl‘;aé.sﬂ;n}




Card and shoebox method

Using indexing software

Preparing the index manuscript (on paper or electronically)
QUIZ

Homework: Prepare ‘Card Index’
Session 4: Editing, Typography, Index Length
Editing guidelines

Typography and layout of an index
Italics

Bold

Annotated reference locators

Other

Length of an index

How to judge

How to reduce size of

Homework: Reading

Session 5: Special Problems in Indexing
Names

Personal names

Foreign names

Corporate names

Place names

Titles of works

Abbreviations & Acronyms

Numerals as entries

Symbols as entries

Homework: Prepare American Express Index; Reading
Session 6: Special Types of Indexing
Legal

Medical

Multi-volume/multi-authored works
Newspapers

Periodicals

Database indexing

Translations

Online

Hypertext/Web indexing

Homework: Reading

Session 7: Indexing Exercise Review & Computers and
Indexing

Review American Express Index
Computers & Indexing

Automated ‘indexing’
KWIC/KWOC/KWAC

Concordance generation
Clustering/Weighting/Relevance Ranking
Computer-aided indexing

Word processing software

Stand-alone indexing software

The electronic manuscript

Submission formats (RTF)

Generic coding
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Session 8: Software Demonstrations

In-class demonstration of indexing programs for the Windows

platform

Examination of an RTF file
Electronic indexes (HTML, online help, etc.)
Session 9: The Business of Indexing
Editor’s perspective on index cost
Bidding the job

Rates

Depth of indexing

Contracts

Markets for freelancers

Setting up an indexing business
Resources and networking
Homework: Prepare Final Index
Session 10: Wrap-up Session

The Future of Indexing

Meet Some Indexers

Your Questions

Grading Schedule

15% Quiz

10% Card Index

5% Class Participation

30% American Express Index

40% Final Index

Texts

The Chicago manual of style, 14th edition, Chapter 17

Indexing books, Nancy Mulvany, University of Chicago Press, 1994

Fig. 1. Course syllabus: book indexing
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(6) Sykes, Jan. The Value of Indexing , Paper
Prepared for Factiva, a Dow Jones and Reuters
Company,February 2001.-9p. {12/2/2009},
available from:

www.factiva.com/infoPro/indexingwhitep

aper.pdf
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(14)  Tulic,Martin.  Automatic  indexing,

2005[cited:  22/10/2007] available from:

www.anindexer.com/about/auto/autoindex.html

(15) Medelyan,Olena. . Key phrase indexing
with controlled vocabularies algorithm, June
2006 [cited on 22/11/2007], available from:

http://video.google.com/videoplay?docid=-

8216886257073175710

(16) Myers,William P.Indexing books: lessons
in language computations,part] .-
keyWords,v.13,n0.2 (April-June2005) .pp47-50.

(17) Myers,William P.Indexing books: lessons
in language computations, part2.-key Words,
v.13,n0. 3 (July — September 2005) .- pp75-88.

(18) Myers,William P.Indexing books: lessons
in language computations,partl,p.50.

(19) Mulvany,Nancy, op.cit,p271.

(20) Hubbard, John. Indexing the Internet.-
Philadelphia : Drexel University College of

Information Science and Technology, 1999,

[acssessed on : 12/11/2007], available from:

http://bubl.ac.uk/LINK/i/indexing.htm.
(2Dhttp://quotesexchange.home.worldnet.att.ne

t/technology-quotes.html.

(22) Myers,William P.Indexing books: lessons
in language computations,partl.-key

Words, v.13, no.2 (April-June2005). pp47-50.
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(8) Mulvany,Nancy. Indexing books.-2" ed.-
Chicago:  University of  Chicago
Press.2005.-p271.

(9) BSI (BS 3700). British Standard
Recommendation For preparing indexes to
books, periodicals and other documents.
op. cit. P 2.

(10) ISO (999). Information and documentation:
Guidelines

content,  organization and

representation of indexing. op. cit. P 3.
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(12) Soergel

Dagobert .Indexing and

retrieval  performance: The logical
evidence.- Journal of the American Society
for Information Science, V. 45 ,no. 8
(September- 1994).-p. 589 — 599.
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(34) ODLIS,{accessed : 12/4/2009 },available

from: http://lu.com/odlis/search.cfm.

(23) Mulvany,Nancy. Indexing books, op. cit, p271.
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Shams ,B; Farshidfard ,M; Hassanzadeh A.
Effect of counseling on the achievement of
university students with dropout.-Iranian
Journal of Medical Education, vol.1, no.
1(Autumn2000) .-pp34-39,available from:

www.ijme.ir/browse.php?a code=A-10-8-

93&slc_lang=fa&sid=1&ftxt=1,[accessed

: 23/11/2007].

(27) Pressure on students causes social
problems,2004[accessed
:23/11/2007],available from:
http://www.chinadaily.com.cn/english/doc/
2004-04/10/content 322297.htm.
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(44) Gros, Patrick ,et al. Multimedia Indexing:
The Multimedia Challenge/by Patrick Gros,
Manolis Delakis and Guillaume Gravier, {cited:
12/5/2009, available from:

http://www.ercim.org/publication/Ercim N

ews/enw62/gros.html.
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(46) British standard recommendations for
examining documents,determining their
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