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COPYRIGHT STATEMENT
Copyright (C) 2009 SKY Software. All rights reserved.
SKY Software, 114 Lariat Court, Stephens City, Virginia 22655 U.S.A.

TRADEMARKS
SKY Index and SKY Software are trademarks of SKY Software. The SKY Software logo is a registered

trademark of SKY Software. Other product and company names mentioned herein may be the
trademarks of their respective owners.

END USER LICENSE AGREEMENT

You MUST read the following terms and conditions before using this software.

TERMS AND CONDITIONS

You are hereby licensed to install and use SKY Index Professional under the following terms and
conditions:

1. The program is licensed to ONE individual, "You", and is not licensed to a company or
organization. Only the original licensed purchaser, "You", is eligible for technical support.

2. The program may be installed on up to three computers at a time. 1. Your main computer
(desktop or portable). 2. A portable computer for travel purposes. 3. A computer that you use as a
backup in case your main computer fails.

3. THE PROGRAM MAY BE USED ONLY BY THE LICENSED PURCHASER.

4. Under no circumstance can the program be installed on a network server for use by more than
one person unless a separate license has been purchased for each user.

5. You may not copy or redistribute the program except to make one backup copy.
6. This license cannot be sold or transferred without prior written consent from SKY Software.

7. THE PROGRAM MAY NOT BE LOANED OR RENTED.

GOVERNING LAWS
This agreement shall be governed by the laws of the state of Virginia.

DISCLAIMER OF WARRANTY

THE SOFTWARE AND THE ACCOMPANYING FILES ARE PROVIDED "AS-IS," WITHOUT
WARRANTY OF ANY KIND, AND ANY USE OF THIS SOFTWARE PRODUCT IS AT YOUR OWN
RISK. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, SKY SOFTWARE AND
ITS SUPPLIERS DISCLAIM ALL WARRANTIES AND CONDITIONS, EITHER EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE IMPLIED WARRANTIES AND CONDITIONS
OF MERCHANTABILITY AND/OR FITNESS FOR A PARTICULAR PURPOSE, TITLE, AND NON-
INFRINGEMENT, WITH REGARD TO THE SOFTWARE.

LIMITATION OF LIABILITY

TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL SKY
SOFTWARE OR ITS SUPPLIERS BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR



CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING, WITHOUT LIMITATION, DAMAGES
FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS
INFORMATION, OR ANY OTHER PECUNIARY LOSS) ARISING OUT OF THE USE OF OR
INABILITY TO USE THE SOFTWARE, EVEN IF SKY SOFTWARE HAS BEEN ADVISED OF THE
POSSIBLITY OF SUCH DAMAGES. BECAUSE SOME STATES AND JURISDICTIONS DO NOT
ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR
INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY. SKY SOFTWARE'S
ENTIRE LIABILITY AND YOUR EXCLUSIVE REMEDY UNDER THIS EULA SHALL NOT EXCEED
FIVE DOLLARS (US$5.00).

NOTES:
o The features described in this documentation are subject to change at any time.

e If you notice an inaccuracy in this documentation, please report it to support@sky-
software.com so that we can correct it.

Last Updated: January 16, 2014
Copyright © 2009, Kamm Schreiner
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Overview

Chapter

What You Should Know

There’s a lot that’s new in SI7, some of the more noticeable additions/changes are described in chapter 2
“What’s New?”. Below is some general information that should be useful for anyone that is just getting
started with SKY Index v7.0.

Tips for Upgraders

If you are upgrading from a previous version of SKY Index, you will find many improvements to make
your life easier and your indexing go faster. For instance, some of the things you used to need macros for
can now be done with built-in commands. A good example is the new Swap Acronym command.

There are several changes you should know about in order to make your first use of SKY Index 7.0 (SI7)
a pleasant one. Below are a few tips that will help you get started.

1.

There have been a number of keyboard shortcut changes made in order to bring SI7 into
compliance with industry standards and to make the shortcuts easier to use and remember for
first time users. For upgraders, this will obviously create a degree of heartburn, but you should
know that testers ultimately found the changes one of their favorite features of SI7. Although it
is strongly recommended that you learn the new shortcuts, there are two commands that you can
temporarily change to work the way they did in v6.0. You can change those shortcuts through
Preferences (Options>Preferences) They are:

o Use Ctrl+A for Append New (in v7.0 you can use Ctrl+; (Control + semicolon)
o  Use Ctrl+P for Duplicate and Swap (in v7.0 the command is Ctrl+F4)

Take the time to read the included information on the new keyboard shortcuts in
Appendix B and the Chapter on Editing Commands later in this document. The new
shortcuts are intelligently laid out and will ultimately make remembering each of the
commands much easier.

In v6.0, selecting records and pressing Delete would simply mark the records as deleted and you
could filter the index so they did not appear. In v7.0 they are actually deleted. If you want to
mark them as you did in v6.0, you can use v7.0’s labeling features to mark the records and the
Filter feature to hide them just as you could in v6.0. Note: The Delete key always deletes in v7.0.
You must use the appropriate keyboard shortcut to label records when attempting to duplicate
this feature in v7.0.

To open a v6.0 index, choose File>Open and then change Files of Type to: “All readable SKY
Index versions”. You will then be able to choose a version 6.0 index. If you choose to open a
version 6 index, the v6.0 index will not be altered, but all of its data and settings will be copied
into a new v7.0 index and that new index will be opened.
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Ty Koontz (one of SI7’s testers) has been kind enough to create and share a keyboard shortcut
cheat sheet. That cheat sheet is included during installation as a PDF file and can be printed by
navigating to: Start menu>Programs>SKY Software>SI7 Keyboard Shortcut Cheat Sheet. You
will need the Adobe Acrobat Reader (or equivalent) program to open this file.

There is a keyboard template that you can print out and place above your keyboard to also help
you learn the new keyboard shortcuts. You can find the template on your computer here: Start
menu>All Programs>SKY Software>Keyboard Template.

For those of you that used to enter formatting using the actual codes, please note that it is
impossible in v7.0 to enter formatting using codes. Those codes will be recognized as regular text
and displayed as such. You will need to use the included keyboard shortcuts to change text style
in SI7.

If you have macros, some of them will likely have to be rewritten because of keyboard shortcut
changes. However, please be sure to read the documentation on Editing Commands because you
may find that some, or all, of your macros are no longer needed because SI7 includes built-in
commands for many of the things that v6.0 users used to need macros for.

Tips for New Users

1.

The tutorial takes you through many of common tasks of writing an index. You should read and
perform the entire tutorial.

Get to know the core editing commands. One of the most powerful and useful new features of
SKY Index v7.0 is the creation of the core editing commands. These are a set commands based on
eight function keys that can be modified using the Control and Shift keys in a consistent manner
to make them even more powerful.

Get to know all of the methods that are available to select records.

Get familiar with the new Edit View. Initially you’ll be using Data Entry View to add your index
entries, but once you've finished your data entry, Edit View is a superior view for performing
final cleanup of your index.
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Overview

Chapter

What’s New?

SKY Index Professional v7.0 (SI7) is a major upgrade to SKY Index. Certainly there are many new
features, but the enhancements don’t stop there. Many of the existing features have been refined and
extended. Here are a few highlights:

Undo/Redo

SI7 now has both Undo and Redo and both are virtually unlimited.

User Interface

You can now arrange the Data Entry Grid and Preview Pane side-by-side, so that they both
display more entries.

The program's appearance has been improved giving it a more refined look.
Toolbars can be docked at the top, left, bottom, or right of the program screen.

You can now tear the toolbars off the docking area and let them float anywhere on your
computer's screen.

There are now more toolbar icons for your common tasks

Configuration

There are many new options for configuring the style of your index and there is now a live
preview of the index so you can see exactly how your changes will affect your index. You can
scroll throughout the entire index in the live preview and the changes you make are immediately
visible.

There are now "Manager" dialogs for Acronyms, AutoComplete, AutoEntry, Macros, and
Translations. They are all grid based and all include Import and Export features.

Index Structure

There are now up to 6 subheading levels

There are now up to 9 section labels for locators (a section label is the same as a chapter or
volume label)

You can define default prefix and suffix text for all locators and for all section labels.

You can now define custom alphabet separators and can also define what characters will appear
in each section of the index.
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Editing (general)
o All core editing commands are now assigned to single function key for quick editing.

o Core editing commands have modifiers for duplicating and grouping making it much easier to
remember the commands for performing these compound commands.

e  You can now apply "Note" formatting to text so that the text will appear in the data entry grid
and the Preview Pane, but will not sort and will not appear in the generated index. You can
group on this new text style.

e The Data Entry Grid now allows you to select an entire column by clicking on the column header.
You can then use any of the commands on the Format menu to apply that formatting to that
heading level for all entries in the index.

Editing
There are new Editing commands to make editing your index even faster and easier than before.

Swap Acronym — allows you to swap the full text and acronym text with a single keystroke.
Example: Change “American Society for Indexing (ASI)” to “ASI (American Society for
Indexing)”.

Toggle see/see also — Toggles a cross-reference from see to see also and vice versa with a single
keystroke

Consume Subheadings — Removes all subheadings of the current main heading (or subheading),
and adds the locators of all those subheadings to the main heading.

Create Subheadings from locators — Creates a new subheading with the first locator of the
current main heading. That locator is removed from the main heading.

Split — Allows you to automatically split entries according to a split delimiter and a split delimiter
count in order to create new index entries with a single keystroke. Example: Split this one entry
“Wilson, Samuel R., Roberts, John H.”, into these two entries: “Wilson, Samuel R.” and “Roberts,
John H.” Note: If there are more than two names, just keep executing the command until all
names have been split into new entries.

Create Reciprocal Cross-reference — Creates a Reciprocal cross-reference with a single
keystroke. Example: Given this entry: "American Society for Indexing. see also Indexing
Societies" SI7 will create a new entry like this: "Indexing Societies. see also American Society for
Indexing."

Copy/Cut/Paste/Delete Heading — You can now cut, copy, paste, and delete entire headings
(which include all of their subheadings) with a single keystroke.

Edit View

Edit View allows you to edit your index at the heading level. In Edit View, you will be presented with a
formatted index in indented style. At the bottom of the program screen are three text boxes — one for the
current heading, one for locators, and one for cross-references. As soon as you move the marquee to a
particular index heading in the Preview Pane, it and its locators and cross-references will appear in the
edit pane ready for you to make changes. Although the data entry grid offers all of the editing ability of
Edit View, there are certain types of editing that can be done more efficiently and more intuitively in
Edit View. Don't worry, though, the Data Entry Grid is still there to handle the special editing tasks that
simply can't be handled by any other paradigm.
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Find/Replace

Totally new user interface allows you to easily locate text with or without consideration of
character style

Allows up to nine criteria (subsearches) using Boolean AND or OR and a new PLUS feature
There is now a "whole word" option

Your 20 most recent searches and your 20 most recent replaces are saved for reuse. They are
saved with the index so they can be reused even if you close and reopen the index.

You can create up to 20 'Saved Searches' that are saved for all indexes and can be accessed
through the Search menu or the Saved Searches toolbar

Press Ctrl+F3 to search for the currently highlighted/selected index heading.
Press F3 to find the next match or Shift+F3 to find the previous
Press Ctrl+Shift+F3 to create a group based on the currently highlighted/selected text.

AutoComplete

When you AutoComplete cross-references, you can now optionally choose to remove trailing
parenthetical text.

AutoComplete can be configured to update the AutoComplete list if you edit an existing index
entry. If you make a spelling mistake and then correct it, the old misspelled entry will no longer
be suggested by AutoComplete.

You can now use up to 9 labels

Each label can be assigned a name

Each label has a user configurable color

The labels are shown in both the data entry grid and the preview pane
There is a Go to next label function

There is a Group on current label function

There is a Label tool window to allow you to easily set or clear any of the nine labels while
working on your index.

The status bar shows the name of the current record’s label

There is a keyboard shortcut to toggle any of the nine labels

Cross-references

You can configure SI7 to AutoCapitalize cross-references just as you can main or subheadings.

You can instruct SI7 to not apply formatting to "see" or "see also" if the target has formatting
applied.

You can configure SI7 to force the target text in a cross-reference to match exactly the actual text
it refers to. (Capitalization and formatting)

SI7 will recognize and automatically format 'under' when used in a cross-reference.
SI7's Error Scan will correctly verify cross-references that use 'under'.

SI7's Error Scan will now ignore general cross-references during error scan. (You specify what
leading text constitutes a general cross-reference.)

You can instruct SI7 to automatically place general cross-references after all other subheadings.

You can Ctrl+Click on a cross-reference to display the cross-reference's target in a mini preview
pane. Press Esc or simply move to a different record to close the mini preview.
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Other Improvements

Full Unicode support. The Translation Table now includes the ability to define Unicode character
translations quickly and easily making it a simple matter to include Unicode characters in your
index.

The file open/save dialog now keeps track of the 9 most recently accessed directories for single
click access.

The list of recently opened files now lists up to 9 indexes.
The merge command now allows you to select multiple indexes to be merged all at once.

The proofing report will now group records by locator when the index is in Page Ordered View
prior to generating the proofing report.

The Title Case formatting command won’t capitalize words that are in the ignored words list

The SmartSwap list will now accept phrases instead of just single words and now works
independently of the Ignored Words list.

You now have significantly more control over sorting. You define what characters are equal to a
space, what characters are symbols, and what characters will be interpreted as a full stop.

You can now configure SI7 to automatically merge orphan subheadings.

There is now a Group on Orphan subheadings command so that you can manually merge
orphans, if desired using the Promote or Combine command.

Group on the heading under the marquee or the currently selected text by pressing
Ctrl+Shift+G.

Roman numerals that are part of a page range are now consumed if the Consume Locators
option is turned on.

You can now group on a range of Roman numeral locators.
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Chapter

Tutorial

Tutorial Outline

Below is the basic outline for creating an index with SKY Index. In the tutorial, you will write a small
index using this outline.

Create an Index
Add Entries
Editing the Index
Find and Replace

Duplicating Index Records
Editing the Index in Edit View
Configuring the Index
Generate an RTF File

Loading Your Index into Your Word Processor
Conclusion

Create an Index

To create an index, do the following:

1.

Choose File>New or click the [ toolbar icon. SKY Index will display a Files dialog.

2. Type “tutorial” in the File name text box
3. Click Create. SKY Index will create a new index with the name "tutorial.sk7" and will open the
new file ready for data entry.
Add Entries

SKY Index has many features designed specifically to reduce typing. You add index entries in a fashion
similar to that of many spreadsheet and database programs.

Headings, Subheadings and Page Numbers (Locators)

For our tutorial we are going to enter the following entries from a fictitious computer manual (displayed
here as "heading, subheading, page").

command, open, 1
command, new, 1
command, merge, 2, 3
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command, close, 3
command, import, 3-4
command, export, 4
command, backup, 5-6
command, restoring, 5-6

To enter the first index entry start by typing command. As soon as you type the letter ¢ SKY Index goes
into edit mode. Any text already in the cell would be erased and replaced by the letter c. After you enter
the remainder of the word ommand, press Enter or, if you prefer, press Tab to move the grid marquee to
the next cell, Subl. Note that you can move backward by pressing Shift+Tab.

Now type open and press Enter to put the marquee in the Page field; then type 1. You have entered
your very first index record. Press Enter one more time to save the current record to disk and start a
new record. Your data entry grid should now look like the example below.

Main [Sub1 [Page |-
command open 1

1

m

4 4 H

Data Entry Grid

Now let's enter the next record. Because SKY Index is set by default to repeat the main heading and the
page field, you should now have "command" in the Main field. Press Enter to move to the Sub1 field.
Now type new. This time press Down Arrow because the page number has been automatically repeated
by SKY Index. You are now ready to enter the third record.

Press Enter to move to the Subl field and then type merge. Now press Alt+Enter instead of pressing
Enter. Pressing Alt+Enter always moves the grid marquee to the page field regardless of its current
position. So even if the marquee had been in the Main field, it would have moved to the Page field. Now
type 2.

Note: This entry requires you to type two page numbers, both 2 and 3. As you proceed, notice that when
you press the comma to enter the second page reference that SKY Index duplicates the current record
and puts the cursor in the Page field, ready for the next page number. Both numbers will appear
together separated by a comma in the Preview Pane above the grid after you finish entering the second
page reference, but they will be in separate records in the grid.

To finish the entry, type a comma and then, finally, type 3. Press Enter to save the record.

You have now covered the basics of entering index records. Go ahead and enter the remaining records on
your own. (The remaining records have been repeated below for your convenience.)

command, close, 3
command, import, 3-4
command, export, 4
command, backup, 5-6
command, restoring, 5-6
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When you finish, the data entry grid should appear similar to the one shown below (The first record you
typed has scrolled off the top of the grid in this example screenshot):

Main [Sub1 [Page [ -
command new 1
| command merge 2
 |command merge 3 =
| command close 3 1
 |command impaort 3-4
| command export 4
 |command backup 5-6
T command restoring 5-6
Blcommana 56
4 4 r M

Data Entry Grid

In the Preview Pane above the grid, you will see this:

command -
backup, 56
close, 3
export, 4
import, 3—4
merge, 2, 3
new, 71
open, 1

m

Preview Pane

You now know how to enter headings, subheadings and page numbers in SKY Index. Next we'll discuss
how to enter cross-references.

Cross-references

Most indexes will require at least a few cross-references and it is important to know how to enter them.
Let's enter a few cross-references into the index to learn the proper technique. The cross-references to be
entered are:

new. see command, new
merge
see also export, import

The first cross-reference is an example of a cross-reference that directly follows the heading from which
it is made. The second is an example of a cross-reference that is displayed as a subheading of the
heading from which it is made. This kind of cross-reference can appear either as the first subheading or
the last. We will configure SKY Index to display these cross-references at the top of the subheading list
for the tutorial.

All cross-references in SKY Index are entered in the Page field. How the cross-references are formatted
and their position in the final index is determined purely by the configuration of the Cross-references tab
of the Index Options dialog. Let’s go ahead and configure the cross-reference settings now.
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Configure Cross-references

To bring up the configuration dialog for cross-references:
1. Choose Options>Index (The Index Options dialog will appear)
2. Click the Cross-references tab

All the settings are as we want them except that we want cross-references from subheadings to be the
first subheading. To do that:

1. Under Presets, click on the drop-down list for ‘See also’. (A list of options will appear.)
2. Choose the first option which is ‘see also Reference’.

Notice that the Placement for See also cross-references has been changed to “First Subheading” as in the
dialog below and that the Prefix which was a period and a space (as it is for ‘See’ cross-references, has
been removed.

r ~
Index Opticns
Sorting Index Style Heading Style Locators  ~—Cross-references
Preview
From Main Headings From Subheadings Other Settings ——— E -

_ i o commands
Presets See Also Orphans backup., -8 =
See; [ zee Reference v] Merge to: closa_ k]

S s [ see also Reference ] Prefix: export, 4

ee also: . - : . .

= : mport, 3—4
Suffie: merge, 2,3
See See also new, 1

Format; [Italic v] [Italic v] argets (See open, 1

Placement: [ﬁ\ﬂer headin vl [Firstsubhea- v] S g e h rest - 5-6

Text: see see also Capitalization: |Don't Alter -

Prefoc: Targets (See also

Sulic Style: Don't Ater =

Small Caps:

meliCape: [ (] Capitalization: |Don't Alter -

[ Revert ] [ OK ] [ Cancel
.

Index Options — Cross-references tab
Verify your dialog looks like the one above and click OK to save the changes we made.

Entering cross-references

To continue with the tutorial, press Ctrl+; (Control + semicolon) to start a new record. You can also press
Ctrl+Ins to do the same thing. Now type new in the Main field and press Alt+Enter to move the
marquee to the page field. In the Page field type see command, new. This completes the entry of the
first cross-reference.

To enter the second cross-reference, first type Enter to start a new record if you have not already done
so. Now, type merge and press Alt+Enter to move the marquee to the Page field. Finally, type see also
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import. Do NOT press Enter yet. To enter the third cross-reference, type the semi-colon. Notice that
SKY Index duplicates the current record, complete with the words "see also", ready for you to enter the
next cross-reference. SKY Index requires that there be only one cross-reference per index record. Type
export and then press Enter to save the record. Your data entry grid should now look similar to the one

below.

Main [Sub1 [Page |-
command close 3

 |command impaort 3-4

| command export 4

| command backup 5-6 -

| command restoring 5-6 1

" |new see command, new

. merge see alsoimport

N merge see also export

Eimerge see also export

4 4+ M

Data Entry Grid

You now know how to enter cross-references in SKY Index. Next, we’ll show you how to edit entries
you've already made.

Editing the Index

Simple editing of index entries requires only that you know how to toggle in and out of edit mode. There
are two ways to put the grid into edit mode with the keyboard. The first way is to simply start typing. If
you use this method, SKY Index will delete any text in the cell and will replace it with the text that you

type.

The second way is to press F2. If you use this method, SKY Index will not erase any existing text. The
text cursor will be placed at the end of any existing text, ready for you to add more. If you wish to delete
or add text in the middle or beginning of the existing text you will need to use the cursor keys (or mouse)
to move the cursor to the appropriate place to make your edits. SKY Index supports all of the normal
Windows cursor movement keystrokes. If you are new to Windows see Keyboard Shortcuts for more
information.

You can also put the grid into edit mode with the mouse by clicking twice (not a double click) on the
desired cell. The first click selects the cell and the second click puts the grid into edit mode. If the cell is
already selected then it only requires one mouse click.

As an example let's change the word "restoring" to "restore". To do this, move the grid marquee over the
word "restoring". Next press F2 to go into Text Edit Mode. Finally, press Backspace three times to erase
"ing" and then type e. You can exit Text Edit Mode by pressing F2 or by performing any action that will
move the grid marquee to another cell in the grid. For now, press Down Arrow.

Find and Replace

There are times when you may wish to change an entry in your index or to simply find a set of related
entries. You can do this with the Find and Replace features of SKY Index.

Finding index entries
To demonstrate, let's use Find to find all entries in the index that contain the word "merge".

To do this, choose Edit> Find or click the #h toolbar icon. The keyboard shortcut is Ctrl+F. In the
resulting dialog box, type "merge" in the Find textbox. Next, check the Group Results checkbox. This

Tutorial 11



tells SKY Index to create a group out of the records that satisfy the search criteria. The Find dialog
should look like this:

Find
E Replace
I Find I
Previouz Searches: [(Eurrenb v]
Find | merge [ O and 00 ) Plus l Mot
Style: [Any Style v] Match Case [ Whole Word
Optiong Filtering
Pattern Matching Mot Direction:
Group Results

Find Dialog

Finally, click Find. SKY Index will search the index and will display the four records that contain the
word merge as shown below.

Sub1 [Page
merge 2
merge 3
merge see also import
see also export

| »

m

Data Entry Grid with Group Results for ‘merge’

You are now in Group Mode. To exit the Group Mode so that you can see all records in the index again,
choose Group>Ungroup (Ctrl+Shift+U).

Finding and Replacing Index Entries

Next, to demonstrate the Replace function, we are going to change all occurrences of "command" to
"commands". Press Ctrl+H to bring up the Replace dialog. The cursor will be in the Find textbox. Type
“command” in that textbox. Now, we want to move to the Replace textbox. There’s a keyboard shortcut to
move between the Find and Replace textboxes. That shortcut is Ctrl+Tab. Go ahead and press Ctrl+Tab
now to move the cursor to the Replace textbox. Now type “commands”. The Find/Replace dialog should
look like this:
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F |
Find
Find =Repl 7
Find
Previous Replacements: [<Eurrent> v]
Replace
Find command [ And Or ) Plus l [ not Replace &l
Style: | Any Style ~ | [C1Matcn case (] whole Word
Replace: cclrnmﬂndsl [ Pus
Style: ’Dun"t change vl [¥] Maintain Case
[ Pattern Matching [ Mot Cirection;
Group Results [] éhole Field
L

Replace dialog

To start the process click Find. SKY Index will stop at the first occurrence of the word "command".
Notice that the Find Pane shows the text that was found and what will happen if the replacement is
actually made. It looks like this:

Found Text: IZZ mmand

Replacement: [:: mmands

Find Pane
Since we wish to replace all occurrences, click Replace All. SKY Index will replace every occurrence of
the word "command" with "commands".

Click OK to close the message indicating that 10 entries were replaced. Then click Close to close the
Find/Replace dialog.

Tip: Although you should always be cautious about performing a Replace All, you can undo the changes
you made by using Undo if you make a mistake.

Duplicating Index Records

SKY Index provides many ways to manipulate records to make the editing process go quickly. The
tutorial covers a few of the more commonly used techniques.

First you will simply duplicate an index record. To do this, move the grid marquee to the index record
"commands, open, 1". Now duplicate the record by pressing Ctrl+D.

An exact copy of the record will appear at the bottom of the data entry grid. You can make any desired
changes at this point. For now, you will simply delete the duplicated record. To delete the record, press
Ctrl+S to select it and then press Delete (on some keyboards it may be Del).

Next you will duplicate a record and swap the Main and Sub1 headings at the same time. To do this,
move the cursor to the index record "Commands, open, 1" and press Ctrl+F4. The record will be
duplicated and Main and Sub1 headings will be swapped. You now have the entry "open, commands, 1".

Now delete the record you just created by pressing Ctrl+S and then Delete.
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Another task that you might want to do while editing an index is to duplicate an entire set of entries
that have the same main heading. You could then swap the Main and Sub1 headings so that you end up
double posting the entries. For the tutorial, we will duplicate all entries with the main heading
commands and then swap the main and subheadings after changing the main heading to command
instead of commands. We will then also combine the Sub1 entries with the Main heading. As a partial
example, you will be duplicating the entries like these:

commands
open
close
merge
to create entries like these:

open command
close command
merge command

This requires several steps as follows:
Step One: Select, duplicate and group all entries that have the main heading “commands”.

To do this, put the marquee over the main heading of any record that has the main heading
commands. Then press Ctrl+Shift+F8.

F8is the command to select a heading. The Ctrl key tells SKY Index to duplicate after selecting and
the Shift key tells SKY Index to create a group out of the duplicated records. All of the ‘core’ editing
commands of SKY Index are assigned to a function key and the Ctrl and Shift keys work for all of
those commands. You can learn more details in the Editing Commands chapter later in this manual.

A group of the duplicated entries will be created and all of the duplicated records will be selected as
shown below. Notice that in the status bar, the view mode is displayed as “(As Entered)”. As Entered
means that you're seeing the entries in the order you entered them and the parentheses around the
view mode tells you that you are currently in Group Mode. You can also tell from the status bar that
there are nine records in your group.

Main Sub1 [Page J-
|} commands backup 56
| |commands close 3
| |commands export 4 E
| |commands import 34
| |commands merge 2
| |commands merge
| commands new 1
| |commands apen 1
: commands restoring 5-6 =
4 4 r M
Press F1 for help Mot Labeled 9 (&s Entered) | Word by Word (CMS)

Data Entry Grid after Duplicate Heading Command

Step Two: Change the main heading to Command.

To do this, make sure that the grid marquee is over any of the main headings. Then press F2 to put
the grid into Text Edit Mode. Now press Backspace to remove the “s” from “commands”. Finally
press Alt+Ctrl+Enter to propagate this change through all of the matching main headings. The data
entry grid will look like this:
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Main [Sub1 Page -
b |command _&6 B
| |command close 3
| |command export 4 g
| |command import 34
| |command merge 2 -
| |command merge 3
| |command new 1
| |command open 1
: command restoring 5-6 .
H 4 »[H

Data Entry Grid after changing ‘commands’ to ‘command’

Step Three: Swap the Main and Sub1 fields

To do this, choose Edit>Select All to select all of the entries in the grid. Now choose Edit>Swap (F4).
SKY Index will ask which heading level you wish to swap. Choose Subl and click OK. Notice that all
main and subheadings have been swapped and the all of the records remain selected. This allows you
to perform another edit command on them as we will do next.

Step Four: Combine the subheadings with the main heading field.

To do this, choose Edit>Combine (F7). A dialog will appear asking you which field you wish to
combine with its parent heading. Choose Sub1 and click OK.

Your Data Entry grid should now look like this:

Main Sub1 Page -

]

Wcosecommand | |3
Wewotcommend | 4
Wimpotcommand | g
Wregecommend ||z
Mregecommens 3
Wrewcommand |y
Wovencommand | x

M 4 M

Data Entry Grid after Combining Sub1l with Main
Before continuing, let’s exit Group Mode by choosing Group>Ungroup (Ctrl+Shift+U). Now you can now

see the entire index again. You have now finished the duplicating exercises of the tutorial. Next we’ll
cover show you how to edit your index in the new Edit View.

Editing the index in Edit View

The new Edit View allows you to edit your index in a manner that is similar to using your word
processor. It presents your index fully formatted and in indented style. There is always one heading that
is highlighted by the marquee and that is the ‘current’ heading. To enter Edit View, press Shift+F10 (or
choose View>Edit View). Do this now. You will get a Tips display that describes briefly how to use Edit
View which you can close. After entering Edit View, you will see a screen that is similar to what is
shown below.
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Tutorial.sk7 - SKY Index Professional l | B
File Edit Format Utilities 5earch Group Label Index Options Tools View Help
DEaadSY $B2RX #ATE BIU |loawe® &[F 2

<Add/Edit Macro= | || B o) ZF CF 3 R A B ¢ B i . | | <AddEditAcronyms

backup command, 5—6 -
close command, 3 |
commands
backup. 5-6
close, 3
export, 4
import, 3—4
merge. 2. 3
new, 1
oper. 1
restoring, 5—6
export command, 4
import command, 3—4
merge
merge command, 2, 3
new. see command, new
new command, 1
open command, 1
restoring command, 5—6

m 8 3 3 — = *“— - T @ - 0 a0 o a

% 57

Press F1 for help Not Labeled 21 Sorted Word by Word (CMS)

Example of Edit View

Editing a heading in Edit View

To demonstrate how to edit, let’s change “restoring command” to “restore command”. To do this, first
move the marquee so that it is over that heading using the up or down arrow keys. The screen will look
like this:

new. see command new
new comnmad, 1
open command, 1
restoring command, 56|

Edit View after Moving the Marquee

Now, to edit the heading, press either F2 or Enter. The in-place editor will appear as shown below.

new command. 1
open command, 1
Irestoring command 5-6

Edit View with the In-place Editor Revealed

Now move the cursor left using the left arrow key until you reach the ‘g’ in ‘restoring’. Then delete the
three letters ‘ing’ by pressing Backspace three times and then type an ‘e’ so that you've changed
‘restoring’ to ‘restore’. Now that you're finished you can save the edit by pressing either F2 or Enter or
by pressing the up arrow key to move to the previous heading. For the tutorial, let’s press Enter. Now
the Edit View screen will look like this:
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new command, 1
open command, 1

Edit View - After finishing the Edit

Editing a locator

Now let’s learn how to edit a locator. Let’s change “new command, 1” to “new command, 2, 4”. Move the
marquee up two headings so that it is over the “new command” heading. Then press F2 or Enter to start
editing. What you’ll see is this:

merge command, 2, 3

new. see command, new

[new command 1
open command, 1

restore command, 5—6

Edit View - Before Editing the Locator

Now press Tab. Focus will be moved to the locator and it will slide left and grow to give you a larger
editing area and will look like this:

new. see command, new
|new cotr

open command, 1
restore command, 5—6

Edit View — After Tabbing to the Locator Area

If you wanted to edit a cross-reference, you could press Tab again to move to the cross-reference area.
Now that focus has been given to the locator area of the in-place editor, type 2, 4’ to complete the edit.
Because the ‘1’ was selected, it will be deleted as soon as you start to type. Finally, press Enter to
commit the edit.

This gives you the basic process of editing in Edit View. You can move back to the Data Entry View (with
the grid) by pressing Shift+F10 again or you can just type Ctrl+; to start adding new records in Data
Entry View. It is also possible to add new headings in Edit View using the New Heading and New Child
Heading commands under the Edit menu, but we’re not going to practice that in the tutorial.

Other Editing Tasks in Edit View

Virtually any editing task that you can perform in Data Entry View using the grid can also be performed
in Edit View. For one example, let’s duplicate and swap the main and subheading “commands” and
“packup”. To do this, move the marquee over the heading “backup” and press Ctrl+F4. The heading will
be duplicated and then the main and subheading will be swapped. When you’re done, you’ll have
something like this:
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backup

[commands. 5—6
backup command, 5—6
close command. 3
commands

backup, 56

close, 3

export, 4

Edit View - After Duplicate and Swap

The new Edit View is the most efficient place to edit your index. Data Entry View — as the name implies
—1s a more efficient place for doing data entry. You can, however, do data entry in Edit View and editing
in Data Entry View.

You can learn more about Edit View in the chapter on Edit View later in this manual. Now that we've
shown you the basics of using Edit View, let’s configure your index.

Configuring the Index

As an indexer, your clients will expect you to be able to provide your index in a particular style. SKY
Index lets you specify the style of your index in the Index Options dialog. We're going to familiarize you
with this dialog so that you know where to look in the future to make changes to your index’s style.

We will assume that our imaginary publisher wants the first letter of main headings to be capitalized
and we’ll set the sorting method to Letter-by-Letter.

To configure the index for the tutorial:

1. Choose Options>Index or click the If’: * toolbar icon. The Index Options dialog box will be
displayed with the Sorting tab shown by default.

2. Click the arrow on the Sort Method drop-down list box to set the sorting method to Letter-by-
Letter (ISO). The Sorting tab of Index Options should appear as below.

Index Options

Sorting~ Index Style = Heading Style Locators Cross-references

Sorting Method Other Preview

Sort Arabic numbers

backup command, 5—6
Ignored Characters:  _ ~@#8%"="+<>{J().17,:",° Sort Roman numerals c P

Presets: Letter By Letter (IS0} v]

m.| »

Full Stop Characters: (in order of precedence)
Space Characters:  -\—

Symbols: @S =017 A

Page Ordered Sort

[ Sort this heading by page: Sub1

Combine locators

[ sortDates [ options._]

[ Treat as Name index
Sort Leading Symbols

close command, 3
commands
backup, 5-6
close, 3
export, 4
import, 3—4
merge, 2. 3
new, 1
open, 1
restoring, 56
E
export command, 4
|
import command, 3—4
M
merge
see also export; import

merge command 2.3 a

[ Revert ] [ oK ][ Cancel

Sorting tab of the Index Options Dialog

18 SKY Index 7.0 User’s Guide




3. Click the Heading Style tab.

4. Check the Initial Cap option button. The Heading Style tab of Index Options should now appear
as shown below. Notice that the Preview at the right side of the dialog shows all your main
headings with a capital letter now and that the Preview is of the actual index entries you made
earlier.

Index Options

Sorting Index Style ~Heading Style Locators Cross-references ?
Sep. Main Subl Sub2 Sub3 | Sub4  SubS Subs ————  Preview
P n Styl \ F =
aragraph Style Character Formatting
Srapn . backup command, 5—6 =
Style Name:  Main [ Bold c
Font: Times Mew Roman - [ ke close ¢ and. 3
[7] Underline commands
Font size: 1 - [ small Caps backup, 5-6
Space before: |07 = [ Strikethrough close. 3
export, 4
Space after: |0 = Capitalization import, 3—4
merge, 2. 3
Apply to all heading levels I new. 1
_ Initial Cap me 1
Indention -
B Upper cass restoring, 5—6
Indent 0.16" = ) Lower case E
Title case T
Turnover: [0.247 = | More Options ) export ¢ and, 4
Don’t apply to Ignored Words |
*) Fixed (@) Incremental import command, 3—4
Other
M
[ Alternative Fonts.. ] Merge Orphans merge
see also export; import
merge command 2. 3 i

[ Revert J [ oK ]l Cancel

Heading Style tab of the Index Options Dialog

5. Click OK to save your settings. You will be informed that SKY Index needs to resort your index
because of the changes you made.

6. Click OK to let SKY Index resort your index.

You've now configured your index to suit our imaginary publisher. The next step is to generate a file
for our client.

Generate an RTF File

By default SKY Index generates your index using Rich Text Format (RTF). RTF is one of the most
widely supported word processor file formats in existence and it is unlikely that you will find a modern
word processor that does not support this format. Unless your word processor does not support RTF it is
strongly recommended that you use this format since SKY Index can only provide page layout formatting
information for indexes generated in RTF format.

To generate your index, choose Index>Generate or click the =l toolbar icon. SKY Index will generate an
index file that has the same name as your index, but with a filename extension of .r¢f instead of .sk7.

You've now generated your index. The file you generated has the same name as your index, but has a
.RTF filename extension. The file can be found in the SKY Index folder of your Documents (“My
Documents” folder for Windows XP) folder. You should examine the generated index before sending it to
your client. SKY Index makes it easy. The next section of the tutorial tells you how to load your index
into your word processor.
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Loading Your Index into Your Word Processor

SKY Index can invoke your word processor with your index ready to be edited or printed with just a
single mouse click or a single keystroke. To view your index in your word processor, choose

Index>Edit/Print or click the @ toolbar icon. SKY Index will start your word processor and cause your
word processor to load the index you have most recently generated.

If your index has been edited since the last time you generated the index, SKY Index will generate the
index before starting your word processor. You do not need to choose Index>Generate before the
Edit/Print command.

You can now print the index or use your word processor's abilities to enhance the index. For instance,
you may wish to add footnotes to your index, or include a graphic image at the beginning of the index.
You may also wish to sink the first page so that the body of the index starts slightly lower on the first
page than on subsequent pages.

To complete this exercise, click the X at the top right of your word processor’s program window to close
your word processor.

Conclusion

Well, that's all. You have finished the tutorial and you should now be able to write an index with a
minimum of effort. We do highly recommend that you at least review the editing features of SKY Index.
If you don't know about them you can't put them to use.

The editing features of SKY Index have been designed to reduce the amount of time and effort it takes to
write and edit an index. Please explore your User's Manual or online help to learn the power and
flexibility that is available.
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Chapter

How to Use Help

There are a number of useful ways to get help while using SKY Index. Knowing the available ways to
access help will make using SKY Index more enjoyable and will reduce time wasted trying to figure out
how to accomplish indexing tasks.

Press F1

The number one most important thing to remember is to press F1. SKY Index has been designed to be
context sensitive. If you are viewing a dialog in SKY Index and you don’t understand some of the options,
press F1.

When you press F1, SKY Index will display help on the dialog box you are currently viewing. Usually
there is a graphic image of the dialog box in the help file and you will be able to click on the item you are
unsure of to view help on that item. In addition, there are frequently references to other parts of the help
file that may provide additional information.

Dialog Help Button

At the top/right corner of almost every dialog you will see a yellow question mark. If you want help
related to that dialog, just click that yellow question mark and you will receive help that relates to that
particular dialog.

_‘l
Example of the Dialog Help Button

Hover

If you hold the mouse cursor over a toolbar icon for about a second, a popup hint will be displayed that
provides a brief description of the icon’s function. You can also hold the cursor over an acronym button to
determine what the expanded acronym is. Similarly you can hold the mouse cursor over a macro button
to determine what the macro does.
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Search for Help On

If the techniques listed above don’t provide satisfactory help, choose Help>Search for Help On. You will
be presented with an index to the help file. Note: You may have to click on the Index tab to see the
index. A text box is provided where you can type the first few characters of the topic you wish to find
help on. If the keyword that you type is contained in the help index it will be displayed. You can then
click on Display to see the desired help topic.
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Chapter

Understanding SKY Index View Modes and Text Editing Modes

Overview

SKY Index includes two distinct views for adding and editing index entries. They are Data Entry View
and Edit View. These two views are, in basic terms, workspaces where you add or edit your index
entries. A description of these modes is discussed in this chapter.

Data Entry View

Data Entry View

Data Entry View or DEV uses a grid similar to a spreadsheet for data entry and editing. Since the
columns are clearly labeled and because either the Tab or Enter keys move you to the next cell of the
grid, performing basic data entry and editing in this view is very straight forward. In this view, you will
see both a preview of the index, called the Preview Pane, and a grid which is called the Data Entry Grid.
By default, the Preview Pane is above the grid. An example of this view is shown below.

SKY Index v6.0 Website Indexsk7 - SKY Index Professional = | 5] ||

File Edit Format Utilities Search Group Label Index Options Tools View Help

DEeasSY | s 2RaX 78 B0 lildlecee® a@AB =20 7 2

abcdefghijklmnopagrstuvwzxyz., <Add/Edit Search> 1.testing 2. <see® 3 see® »
- (dash). see Dash (-) -

? (question mark), using in *spatterns, 130 i
# (pound sign), using in patterns, 130
% (percent sign), entering in macros, 78
* (asterisk)
indicating ___ append row, 20
using in patterns, 130-131
[ ] (brackets), entering in macros, 78
* (caret), entering in macros, 78
{ Ybraces. see Curly braces ({ })
~ (tilde), entering in macros, 78

hhresriating naces T =
Main Subl |Page =
See dash (-)
grid See data entry grid
data entry grid see also data entry options
|| |removing see also deleting
copying see also duplicating records
records editing see editing
headings see also entries -
main headine spe Antries i
4r
Prese F1 for help Mot Labeled 1163 Page Ordered | Word by Word (CMS)

% —

Data Entry View with Preview Pane on Top
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You can also configure DEV so that the Preview Pane is shown to the left of the grid through a
Preference setting. An example of this is shown below. Virtually all new computers come with
widescreen monitors which make this view of the index very appealing.

SKY Index v6.0 Website Indexsk7 - SKY Index Professional = B [
Eile Edit Format Utilities Search Group Label [ndex Options Tools View Help
NEeEaESY | sR2RX 70 B0 lilleoee® QB >0 7/ 2

abcde fghijklmnopgrstuvwzxyz., <Add/Edit Search> 1. testing 2. <see®* 3. see?® 2
- (dash). see Dash (-) 2| [ [Main Subl [Page -
? (question mark), using in > See dash (-)
patterns, 130 | |erid See data entry grid
# (pound sign), using in | data entry grid see also data entry op
patterns, 130 . removing see also deleting
% (percent sign), entering — . T
i macros. 78 | |copying see also duplicating r
* (asteriskj | |records editing see editing
indicating __ append row, | |headings see also entries
20 | |main heading see entries
using in patterns, | |records see also entries
130-131 | |index entries see entries
[ ] (brackets), entering in | |index database see also file managen
macros, 8 | |replacing text or recq see also finding and r
" (caret), En‘rermg m searching for text or see finding and repla
macros, 78 i : :
ocating records see also finding and r
{ Jbraces. see Curly braces — :
“n | |formatting text see also fonts
~ (tilde), entering in | |page numbers, in prin see also footers
macros. 78 | |generating the index see also formatting t
abbreviating page ranges, | |index generation see generating the in
90-91 spe headines i

main headine
W4 M

Tl intimen fre taut

Press F1 for help
ke ——

Not Labeled 1163 Page Ordered | Word by Word (CMS)

Data Entry View with Preview Pane on Left

DEYV is where you should do the majority of your data entry because the Data Entry Grid is extremely
well suited to this task. It also allows for unprecedented editing flexibility. In this view, you can see the
index in As Entered order, Page order or Sorted order. Because the Preview Pane always shows the
index in Sorted order, you can actually view your index in two sort orders simultaneously by choosing As
Entered order or Page order.

Adding records in Data Entry View

Adding a New Index Entry

To start a new index record press Ctrl+Ins or Ctrl+;. This places the marquee in the main heading field
of the append row. Enter the main heading text and press Enter or Tab to move to the Sub1 column.
Enter the text for subheading 1 and so on.

Moving From Cell To Cell

To move to the next column you can press either Tab or Enter. To move back to the previous column you
can press Shift+Tab. This always works no matter what mode the grid is in. When the grid is in View
mode, you can also use the left and right arrow keys to move to the previous or next columns. For a
complete list of keyboard commands for navigating in the grid, see Keyboard Shortcuts.

Text Edit Mode and View Mode

When using Data Entry View, understanding SKY Index’s text editing modes is crucial if you want to
use the program efficiently. Text Edit Mode and View Mode are used to describe two possible states for
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the Data Entry Grid. When the grid’s marquee is visible, you are in View Mode. When the marquee is
not visible and the flashing text edit cursor is visible, you are in Text Edit Mode.

You can toggle between these two modes with the F2 function key. In addition, you can enter Text Edit
Mode by simply starting to type. In this case, any existing text in the grid cell that had the marquee will
be erased and the text you type will replace it.

Whenever you move to a different cell of the grid by any means, you will exit Text Edit Mode and enter
View Mode. Any edits that you performed prior to moving to a new cell will be saved before the grid
marquee moves to the new cell.

Entering Text Edit Mode
There are three ways to enter Text Edit Mode. They are:

Method 1
The easiest way to enter Text Edit Mode is to simply start typing. When you press any key that cannot
be interpreted as a navigational key or a command key, the following will occur:

e The entire contents of the current grid cell will be deleted.

e The data entry grid will be placed into Text Edit Mode.

o The text that you type will be entered into the current grid cell.
This is useful when you are adding new records to the index. Especially when you have configured SKY
Index to repeat the contents of several fields such as the Main and Page fields. If the Main field does not

contain the desired heading you can replace the contents of that field without any extra keystrokes.
There is no need to press Del first.

Method 2

The second way to enter Text Edit Mode is to press F2. If you enter Text Edit Mode in this manner, the
contents of the current grid cell will not be deleted and you will be able to make changes to the cell’s
contents.

Did you know?: The use of function key (F2) was chosen to enter Text Edit Mode because it is how
Windows allows you to edit filenames for and is also used in other popular programs for
renaming/editing text.

When in Text Edit Mode, you can use all of the standard editing keys that you would expect in a
Windows based program.

Method 3

Click twice on the desired grid cell. Note: This is not a double click. You must click twice slowly. The
first click selects the cell and the second causes the grid to enter Text Edit Mode.

Exiting Text Edit Mode (Returning to View Mode)

To exit Text Edit Mode, and return to View Mode, you can press F2 or any navigational key such as Tab,
Enter or Down Arrow.

Notes

Changes to your index are made on a record-by-record basis. You can undo any changes to individual
cells by moving the marquee left or right to the desired grid cell (within the current record) and then
press Esc. Once you move the grid marquee out of the record, you can undo changes to the record by
using Edit>Undo.
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Edit View

Edit View or EV is a heading based editor as opposed to the record based Data Entry View. It always
appears as an indented style index. This view of the index is extremely useful for cleanup editing of the
index - editing that you would perform after you've finished your data entry. In Edit View you are
always working with exactly one heading which is highlighted in the Preview of the index and can be
edited — in-place — by pressing F2 or Enter. Any locators or cross-references are separately split out from
the heading and can also be edited. Below is an example of the Edit View screen with the in-place editor
shown.

SKY Index v6.0 Website Index.sk7 - SKY Index Professional = [ B s
File Edit Format Utilities Search Group Label Index Options Tools View Help
DEpaEY I b2RX|MPE BIU |loaee® @mF 2

= SEl

<Add/Edit Macro> _ | || B W) % —& Bl ER ¢ =P i3 .|| <AddEdtAcronym= ai app

output format -
subheadings, 98
subscripts, 99
superscripts, 99
underline, 99
Output Format dialog (fizure), 97
& Page field
f entering, 7, 83
|repeating locator automatically] 8, 74
2 Page list function <Alt><P=> 133
h page numbers, in printed index, 93—94. see also Footers
i alignment, 93
starting page, 94
style, 94
Page Ordered view
for groups, 55
selecting <Shift><F7>_ 54
page prefix, configuring, 149
page ranges
abbreviating, 9091
combining automatically, 30
suppressing volume or chapter labels, 90
page references. see Locators
page separators
defining output codes for, 39
leading character, 92
new chapter separator, 92
page range separator, 91
v page setup, 101-103. see also Printing
headers and footers, 8687
oy margins, 101-103 -

a o = @

o

~ - o\ T

Press F1 for Help Not Labeled 1163 Sorted Word by Word (CMS)

Edit View

Adding New Headings in Edit View

Although Data Entry View is, as the name implies, better suited to data entry than Edit View, you may
still add index entries in Edit View and if you're only going to add a few entries, this would be preferable
to switching View Modes to do your data entry.

Adding a New Heading at the Current Level

To add a new heading at the current level, choose Edit>New Heading or press Ctrl+N. Note that the
current level is determined by the location of the blue marquee in the Preview Pane. A new heading will
be created with the text: <Edit Me> and this text will be selected in the in-place editor ready for you to
edit. Type your new heading and then press tab to move to the page field to enter the locator. After
you've entered the locator, press Enter (or F2) to save the new heading.
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Tip: You don’t really have to press Enter. Any action that moves the Preview Pane marquee to a new
heading will save any changes you’ve made. Switching to Data Entry View will also save any changes
you've made

Adding a New Child Heading from the Current Level

To add a new child heading (a subheading) at the current level, choose Edit>New Child Heading or press
Ctrl+Shift+N. A new subheading heading will be created under the current heading with the text: <Edit
Me> and this text will be selected in the in-place editor. Type your new heading and then press tab to
move to the page field to enter the locator. After you've entered the locator, press Enter to save the new
heading.

About Entering or Editing Locators

When adding locators, you should separate each additional locator with a comma. Spaces around the
comma are okay and will be ignored when saving the locators to the index database.

Notes

e  When there is more than one locator in the Locators textbox, pressing Tab will select the next
locator in the list. Once the locator that you wish to edit has been highlighted, you may simply
type the new locator.

e Pressing tab when the text cursor is within or after the last locator in the Locators textbox, will
cause focus to be given to the Cross-References textbox and the first cross-reference will be
highlighted.

e Pressing Shift+Tab when the text cursor is within or before the first locator in the Locators
textbox will cause focus to be given to the Heading textbox.

e It does not matter where in the list of locators that you type a new locator. After the new locator
is saved, it will be properly sorted with respect to the other locators.

e If you delete a locator, you do not have to delete the comma before or after it. The deletion will
still occur normally.

About Entering or Editing Cross-references

When adding cross-references, you should separate each additional cross-reference with a semicolon.
Spaces around the semicolon are okay and will be ignored when saving the cross-references to the index
database.

Notes

o  When there is more than one cross-reference in the Cross-references textbox, pressing Tab will
select the next cross-reference in the list. Once the cross-reference that you wish to edit has been
selected, you may simply type the new cross-reference.

o Pressing tab when the text cursor is within or after the last cross-reference in the Cross-
references textbox, will cause focus to be given to the Heading textbox and the heading text will
be selected.

e Pressing Shift+Tab when the text cursor is within or before the first cross-reference in the Cross-
references textbox will cause focus to be given to the Locators textbox and the first locator will be
selected.

e It does not matter where in the list of cross-references that you type a new cross-reference. After
the new cross-reference is saved, it will be properly sorted with respect to the other cross-
references.

o If you delete a cross-reference, you do not have to delete the semicolon before or after it. The
deletion will still occur normally.
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Editing Existing Headings in Edit View

If you wish to edit an existing heading, simply move the Preview Pane Marquee over the heading you

wish to edit and press F2 or Enter. The heading text will appear in the in-place editor on top of the

original text.

If you wish to completely change the heading, press Shift+Home to select the heading and then type the

new heading..

If you wish to edit the existing entry, use the left or right arrow keys to move the text cursor to the place

you wish to perform your edit and make your change.

Navigating in Edit View

In general, to change the current heading in Edit View, you just press the up or down arrow key. A full
list of keystrokes is provided under Edit View Keyboard Shortcuts below. You can also drag the scroll bar

with the mouse to see other heading in your index without changing the current, selected, heading.

Edit View Keyboard Shortcuts

Keystroke Action

DownArrow Move the marquee to the next heading.

UpArrow Move the marquee to the previous heading.

PgDn Move the marquee down one full screen of headings.

PgUp Move the marquee up one grid full of headings.

Ctrl+PgDn Move the marquee to the last heading in the index.

Ctrl+PgUp Move the marquee to the first heading in the index.

Ctrl+Home Move the marquee to the first heading in the index.

Ctrl+End Move the marquee to the last heading in the index.

Tab Moves the text insertion point to the next textbox.

Shift+Tab Moves the text insertion point to the previous textbox.

RightArrow* Move the text insertion point one character to the right.

LeftArrow* Move the text insertion point one character to the left.

Ctrl+RightArrow™* | Moves the text insertion point one word to the right.

Ctrl+LeftArrow* | Moves the text insertion point one word to the left.

Home* Moves the text insertion point to the front of all text in the textbox with
focus.

End* Moves the text insertion point to the end of all text in the textbox with
focus.

Any Alphabet key | The typed character is added to the textbox that currently has focus. If
any text is selected, that text is deleted.

* Holding down the shift key while pressing one of these key combinations will select text.
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Chapter

Selecting Records

Selecting records is an important part of the editing process when polishing your index. Knowing how to
properly select records can significantly reduce your editing time and it is therefore highly recommended
that you read and understand the chapter in its entirety.

Selecting a Single Record (Data Entry View Only)

The Select Record command will select the current record. Some of SKY Indexes editing features require
you to first select the records that you wish to edit. For instance, to mark records you must first specify
the records you wish to mark by selecting them.

To select an record choose Edit>Select Record.
Keyboard Shortcut: Ctrl+S
See also: Selecting an Entry; Selecting a Heading

Selecting an Entry (Data Entry View Only)

The Select Entry command will select the current record plus all other records that are identical in the
Main, Sub1, Sub2, and Sub3 heading levels thereby collecting all page references for the current record.

To select an entry choose Edit>Select Entry.
Keyboard Shortcut: F9

Selecting a Heading (Data Entry View Only)

The Select Heading command will select all records where the level of the grid's marquee, plus all parent
levels, match. For instance, if the grid marquee is over a main heading, all records that have the same
main heading will be selected. If the grid marquee is over the Sub1 heading, then all records that match
both the Main and Subl headings will be selected.

This feature can be very useful when you want to duplicate the structure of a set of index entries to
create a new set of entries.

To select a heading choose Edit>Select Heading.
Keyboard Shortcut: F8
Example: Assume you have the following set of entries (ignoring locators):

bicycles
buying
maintenance
repairs
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and you want to create the following entries:

cars
buying
maintenance
repairs

Simply put the grid marquee over the main heading of any record that has the main heading 'bicycles'
and press F8. Then duplicate entries by choosing Edit>Duplicate, and group the entries by choosing
View>Grouped. Finally, change any one of the 'bicycles' main headings to 'cars' and press
Alt+Ctrl+Enter to propagate the edit through the entire group.

Tip: You can use the Ctrl and Shift modifiers to duplicate and group in one step as described in chapter
8 Editing Commands.

See also: Select Heading

Selecting All Records (Data Entry View Only)

The Select All command will select all records in the currently open index.
To select all records choose Edit>Select All.
Keyboard Shortcut: Ctrl+A

Selecting Multiple Records (Data Entry View Only)

One of SKY Index’s editing strengths is the ability to select multiple records and perform an edit on all of
the selected records at once. In order to take advantage of this editing power, you must know how to
select multiple records. The two simplest ways are through the Select Heading and Select Entry
commands discussed above. There are other ways to select records, however, which are discussed below.

Selecting contiguous records with the keyboard

To select more than one record using the keyboard, you simply hold down the Shift key and press one of
the following keys to extend the selection.

UpArrow or DownArrow — Extends the selection one record at a time in the direction of the arrow key
pressed. (Note: The first time you press an arrow key with the Shift key held down, two records will
be selected — the original current record plus the new current record. Each successive pressing of the
arrow key will select one additional record.

PageUp or PageDown — Extends the selection one page (grid screen) at a time. PageUp selects records
going backwards one page at a time and PageDown selects records going forward one page at a time.
(Note: The first time you press PageUp the selection will occur from the current record to the top of
the currently visible grid screen. The first time you press PageDown the selection will occur from the
current record to the bottom of the currently visible grid screen. Each successive pressing of PageUp
or PageDown will select one whole page or records.

Ctrl+PageUp or Ctrl+PageDown — Extends the selection from the current record to the very first
record in the grid (Ctrl+PageUp) or to the very last record in the grid (Ctrl+PageDown).
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Selecting contiguous records with the mouse

Method one (Shift clicking)

Step one: Move the mouse cursor over the row heading area of the grid. This is the area at the far left
before the main heading cell. Hold down the Shift key and click in the row header area of the first record
you wish to be part of the selection.

Step two: Now scroll the grid, if necessary, using the scroll bar and then click again while still holding
down the Shift key, in the row header area of the last record you wish to be part of the selection. All
records between and including the first and last clicked records will be selected.

Tip: You can extend or reduce the selection by clicking again on a different ‘last’ row.

Method two (dragging)

Move the mouse cursor over the row heading area of the grid. This is the area at the far left before the
main heading cell. Press and hold down the left mouse button and then move the mouse up or down to
select records in the direction that you move the mouse.

Tip: After you have released the left mouse button, you can adjust the selection, if necessary, by using
the keyboard while holding down the Shift key and pressing UpArrow or DownArrow.

Selecting non-contiguous records with the mouse

There may be times when you want to select records in the Data Entry Grid that are not next to each
other — that are non-contiguous. You can do this by holding down the Ctrl key while clicking the left
mouse button while the mouse cursor is over the row header of a grid row. Doing so will toggle the
selection state of that one row, but will not affect the selection state of any other rows.

Selecting a Column (Data Entry View Only)

There may be times when you want to apply the same character style to every entry in a particular
column of the Data Entry Grid. To accomplish this you can select a column before applying the character
style. You can also delete the entire contents of a selected column.

To Select a Column

To select a column simply place the mouse cursor over the column header of the column you wish to
select and click the left mouse button. The entire column will be selected.
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Chapter

General Editing

Overview

This chapter provides information on some of the more general and often used editing commands of SKY
Index.

Append New

The Append New command will move the grid marquee to the bottom of the data entry grid and into the
append row ready for a new index entry.

To append a new record choose Edit>Append New
Keyboard Shortcut: Ctrl+Ins or Ctrl+;

Cut

You can cut the text from any grid cell or cut one or more index records to the Windows clipboard so that
they may be pasted into the index in another location. You can also cut and paste text or records from
one index to another index.

Cutting Text

Select the text to be cut. Note: If you wish to cut the entire contents of a grid cell, there is no need to
enter edit mode and select the text since all text in the cell will be automatically selected when you
perform the cut function.
Cut the text to the clipboard in one of the following ways:

e Click the 4 toolbar icon.

o  Choose Edit>Cut.

o Press Ctrl+X

o Right-click on the desired cell and choose Cut from the popup menu.

Cutting Records

To cut records to the Windows clipboard, do the following:
o Select the records to be copied.
e Cut the selected records to the clipboard in one of the following ways:
e Click the 4 toolbar icon.
o  Choose Edit>Cut.
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o Press Ctrl+X
e Right-click anywhere on the grid and choose Cut from the popup menu.

See also: Copy; Delete; Paste

Copy

You may copy the text from any grid cell or copy one or more records to the Windows clipboard so that
they may be pasted into the index in another location. You can also copy and paste text or records from
one index to another index if desired.

Copying Text
Select the text to be copied. Note: If you copy the entire contents of a grid cell, there is no need to enter
edit mode and select the text since all text in the cell will be automatically selected when you perform
the copy function.
Copy the text to the clipboard in one of the following ways:
e Click the 5= toolbar icon.
e Choose Edit>Copy.
e Press Ctrl+C.
e Right-click on the desired cell and choose Copy from the popup menu.

Copying Records
To copy records to the Windows clipboard, do the following:

e Select the records to be copied.
e Copy the selected records to the clipboard in one of the following ways:
e Click the 52 toolbar icon.
Choose Edit>Copy.
Press Ctrl+C.
Right-click anywhere on the grid and choose Copy from the popup menu.

See also: Cut; Delete; Paste

Paste

You can paste text from the Windows clipboard to any grid cell or paste entire records to the bottom of
the data entry grid.

Pasting Text

To paste text from the Windows clipboard, do the following:
e Place the marquee over the grid cell to which you wish to paste text.

o Paste the text from the Windows clipboard into the cell, or at the current insertion point, in one
of the following ways:

e Click the B toolbar icon.
e Press Ctrl+V.
e Choose Edit>Paste.
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Pasting Records

To paste records from the Windows clipboard into the Data Entry Grid, do one of the following.
e Click the B toolbar icon.
e Press Ctrl+V.
e Choose Edit>Paste.

Note: The pasted records will be added to the bottom of the data entry grid and will be selected. This
allows you to perform another function on the pasted records such as a Shift Left.

See also: Copy; Cut; Delete

Delete

You can delete the text from any grid cell or delete one or more index records.

Deleting One Character at a Time

If the grid is in Edit mode you can delete a single character at a time in one of two ways:
o Press Backspace to delete the character to the left of the text cursor.
o Press Del to delete the character to the right of the text cursor.

Deleting Several Characters at a Time

Select the text to delete. Note: If the grid is in View mode and you want to delete the entire contents of a
cell, you do not need to select the text as all text in the cell is selected automatically.

Delete the text in one of the following ways:
e Click the # toolbar icon.
o  Choose Edit>Delete.
o Press Del.
e Right-click on the desired cell and choose Delete from the popup menu.

Deleting a Word at a Time

With the grid in Edit mode, do either of the following:
o Press Ctrl+Backspace to delete one word backward.

e Press Ctrl+Del to delete one word forward.

Deleting Records
Select the record(s) to be deleted.

Delete the selected records in one of the following ways:
e Click the & toolbar icon.
o Press Del.
e Choose Edit>Delete.
o Right-click anywhere on the grid and choose Delete from the popup menu.

See also: Copy; Cut; Paste
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Undo/Redo

Undo allows you to reverse changes that you've made to your index. In general, to reverse a change, you
will choose Edit>Undo (Ctrl+Z) to perform the reversal. The one exception to this is when you are editing
text within a cell of the Data Entry grid or within one of the textboxes of Edit View. If you edit text
within these textboxes, you can undo your edits by pressing Esc (Escape). This will reverse all edits to
that textbox as if you had never made any changes.

Pressing the Escape key applies only to the current textbox (or grid cell). If you move to a different cell,
you can still undo the changes in the previous cell by pressing Tab or Shift+Tab to move to the desired
cell and then press Esc. Once you move to a different record, you can undo changes to the record by
pressing Ctrl+Z or choosing Edit>Undo.

If you should perform more Undo operations that you had intended to, you can Redo editing that you've
performed by choosing Edit>Redo or by pressing Ctrl+Y.
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Chapter

Editing Commands

Overview

Core Editing Commands

There are 9 ‘core’ editing commands in SKY Index. These core commands are assigned a single function
key as a keyboard shortcut. The core editing commands are:

Command Shortcut

Swap F4

Promote F5

Demote Fé6

Combine F7

Select Heading F8 (Data Entry View Only)
Select Entry F9 (Data Entry View Only)
Shift Left to Main | F10

Shift Left F11

Shift Right F12

The commands are described in detail below with an example of how each command changes your index.
All nine of these commands allow you to add two modifiers that enhance the command’s action. The
modi