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Word Tips & Tricks
Indexing Definitions and/or Headings and Subheadings

By Susan C. King

Susan C. King, Legal Word Processor, was hired by Waller Lansden Dortch & Davis, LLP as a floater secretary in 1994 and soon thereafter advanced into a legal secretarial 
position. Three years later, she transferred into the Word Processing Department and is continuing her journey toward becoming a software specialist with strong ties 
to training and macro development.

When Defined Terms need to be indexed, the Index Group set of keys can be a helpful tool.  Indi-
vidual defined terms can be exclusive [only fill in Main entry] or Main Entry and Subentry can be 
incorporated into an index.  The index is sorted alphabetically, and the page number for each entry 
marked in the document is listed.  To mark entries for an index, see the following:


