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What is embedded index?

• Index entries entered into document file

• Indexing can be done before page proofs are ready

• Future revisions do not require re-indexing of the entire text

• Cambridge University Press 



WordEmbed: about

• Macros for MS Word

• Created by James Lamb: https://jalamb.com/wordembed

• CUP XML function

• Cost £80 GBP, one time payment

• Can be installed on several computers

https://jalamb.com/wordembed


WordEmbed: workflow

• Select a name, phrase, paragraph, page(s) and create tag by using 
Ctrl+Shift+\

• Create index entry in your indexing program and enter tad number 
as locator

• Continue through the document 

• When finished, edit index in your indexing program

• Create RTF file



WordEmbed: screenshots



WordEmbed: screenshots



WordEmbed: embedding

• Preparing prepositions for sorting
• anything in the RTF file, which is surrounded by { } will appear in the 

heading but not sort, and anything surrounded by ~ ~ will sort, but not 
appear in the heading

• In RTF file, replace
• "=in " with "={in }"

• "=on " with "={on }"

• "=as " with "={as }“

• "=on " with "={on }“

• Execute embedding



WordEmbed: editing

• Checking for errors
• WordEmbed Locator not found: 166.110

• WordEmbed Locator not found: 122.10

• etc.

• Re-run embedding, make sure it is clean

• Check and correct page ranges if needed
• scholarly studies, 2, 3, 7-8, 8, 10, 117

• Format index using MS Word tools
• Right-click on index, select Edit field

• Select style, number of columns, font, etc.



WordEmbed: problems

• Embedding can be done only once
• If changes in index are made, it should be re-embedded

• WordEmbed does not work with notes
• notes should be added manually 

• Embedding process is time consuming
• editing and embedding process takes about 25-30% of time 



Index manager: about

• Embed index in MS Word and InDesign

• Developed in Germany by Johannes Munk and Katharina Munk

• Uses internal indexing platform

• License cost: $117 USD for 3 months; $399 USD annually

• Help and tutorials: http://index-manager.net/en/

• Sales representative in North America: Pilar Wyman 

http://index-manager.net/en/


Index manager: workflow

• Import files into Index manager

• Create index

• Edit index

• Export file with index (index is 
embedded in MS Word file)



Index manager: indexing

• Select word or phrase

• Create entry and subentry

• Select “[“ and “]” to create 
page range

• Select “Cross-reference” 
window to create cross-
references

• Select “Structure” window 
to work with different 
chapters



Index manager: editing

• Select index preview window

• Edit headings and subheadings 
in index-preview

• To edit locators, change index 
entries in the text



Index manager: exporting

• Select File->Export

• Select “Attach index” option

• Click Export

• Open Word file and update 
index



Index manager: problems

• Imports only .docx and .docm files, not .doc or .rtf

• Does not allow enlarge font in text window

• Does not work with notes

• Prepositions are not excluded from alphabetization

• To run spell checking requires exporting index to external text 
(.txt) file     


