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You may use Word to mark index entries and then go back and
generate an index from those marked entries. You may use a word,
phrase or even a symbol as an index entry.

There are two types of entries: main entries and subentries. A main
entry is a key term and is required. A subentry is related to the main
entry and will be indented under the main entry in the index. A
subentry is optional.

Marking Entries
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Process Summary
Creating an Index

1. Marking Entries
2. Generating the Index
3. Updating the Index

1. Open the document.

2. Select the word, phrase or symbol you would like to mark as an index entry.
3. Click the References tab on the Ribbon (Fig 1, 1).
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Click the Mark Entry button in the Index section (Fig 1, 2). The Mark Index Entry dialog box
will appear with the text you selected in the Main Entry box (Fig 2, 1).
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5. Click the Mark button at the bottom of the dialog box
(Fig 2, 2). The Mark Index Entry dialog box will remain
open.

6. To continue adding index entries, click back in the document
area. You may have to click twice.

7. If you want to add another Main entry, select the word,
phrase or symbol you would like to mark and click in the
white box beside Main entry in the Mark Index Entry
dialog box. The new text you selected will appear in the box.

8. Click Mark at the bottom of the dialog box.
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9. You may create a subentry which will appear indented under the main entry in the Index.

e After marking the main entry, click in the
white box beside Subentry.

Figure 3

e Type the text you want to include as a
subentry text (Fig 3, 1)
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10. Using the steps above, continue through the options
document highlighting items and marking them
as main entries and typing in any subentries.
Be sure to click the Mark button at the bottom
of the dialog box after each entry.
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11. When you have finished marking entries, click
the Close button at the bottom of the dialog
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Generating the Index

After you have marked all your entries, you must go back and generate the index from those entries.
You should put the index at the end of the document.

1. Press CTRL+END to get to the end of the document.
2. Press CTRL+ENTER to insert a new page break.
3. Type Index at the top of the page and press ENTER Figure 4

once.
4. Click the References tab on the Ribbon and click h
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Updating the Index

If you add entries to your index, you may need to go back and update the index. This is a simple

process.

1. Click in the index in your document. The index will become grey.

2. Click the References tab on the Ribbon.

3. Click Update Index in the Index group (Fig 5, 1).
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