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[bookmark: _Toc152644646]Introduction

This Microsoft Word Concordance Generator application provides functionality to:
· Create a list of every word that is used in a document.
· Identify ‘words’ to be included in MS Word concordance documents:
· Single word subject
· Single word name
· Multi-Word (subject or name)
· Numbers
· Bible references 
· Sort potential candidate words for inclusion in a concordance file alphabetically (AZ or ZA) or based on frequency of the occurrence of words within an MS Word document (19 or 91).
· Produce multiple types of concordance files for insertion into an MS Word document to create an index (or indexes).
· Filter potential candidate words based on the index category (e.g., name or subject) to which they have been assigned.
· Load previous concordance files that were created by this application or outside of this application.
· Edit a concordance file.
· Merge or split concordance files.
· Identify words to be added to a stop-word file, which can be applied to an MS Word document to limit the number of potential candidate words for inclusion in a concordance file.
· Edit a stop-word file.
· Merge stop-word files.
· Produce a number of reports, such as:
· Frequency of the words used in a document (total number of occurrences and number of paragraphs containing a word)
· Words not in a concordance file
· Stop-word file additions
· Adjacent words (word pairs)
· Word length counts 
· Anomalies found in your MS Word document
· Embedded words (i.e., words that could be part of another word, such as ‘hat’ within ‘that’; which occasionally cause the MS Word indexer to create false-positives).
· Process strings of characters which are made up entirely of numeric digits such as years (e.g., ‘1517’, ‘2020’), numbers (e.g., ‘40,000’, ‘10%’, ‘100+’), more complex dates (e.g., ‘2020-11-30’, ‘09/07/2021’), and strings containing numbers (e.g., ‘$400’, ‘3Com’, ‘C12H22O11’), and designate which to include in a concordance file. 
· Identify Bible book references in an MS Word document and produce a concordance file (containing chapter/verse) sorted by Bible book order, a frequency report, and an anomalies report.
· Incorporate multiple separate concordance files (e.g., names, subjects, numbers, and Bible references) into a single Word document.

[Note: The demo version of this application limits the number of index entries that are written to concordance files. To obtain a production version of this application, contact the author.]



[bookmark: _Toc152644647]Getting Started

1. Place the application executable file (MS Word Concordance.exe) and default stop-word files (e.g., DefaultStopWordFile.docx) for this application on your desktop or in a directory of your choice.
2. Click on the MS Word Concordance.exe file.
a. You will see a pop-up message like the one below.

[image: Graphical user interface, application

Description automatically generated]

b. Click the More Info (on the left) and then click on Run Anyway.
c. If the version of Java installed on your PC is not up to date, you will see a message like this:

[image: Graphical user interface, text, application

Description automatically generated]

d. After you click OK, you will be taken to the Java web site where you can download an up-to-date version. After you have installed the latest version of Java, you will be asked again (only once) to give Windows permission to run the application. 
3. Copy the MS Word Concordance.exe file.

[image: ]

4. Click the right mouse button, on your desktop and paste a shortcut for the executable on your desktop. 

[image: ]

[bookmark: _Toc152644648]Guidance
1. Concordance and report files generated by this application will be placed on your desktop or in the directory in which the application’s .exe file has been placed.
2. Avoid placing the .exe file in a OneDrive folder, instead place it in a folder on your C: drive. OneDrive can mess text encoding for characters sets such as Greek or Hebrew. 


[bookmark: _Toc152644649]Generating a Simple Concordance File

1. Click the MS Word Concordance.exe file icon.
a. The following main menu will be displayed:

[image: ]

2. Click the Concordance Word Selector button.
a. The following window will be displayed:

[image: ]

3. Click the Open Word Document button.

[image: ]

4. Select the Microsoft (MS) Word .docx document for which you wish to generate a concordance, using the file picker.
5. Select No when you see this message displayed:

[image: ]

a. You will see the following message, if your MS Word document is large:

[image: ]

b. A message will be displayed at the bottom of the window, indicating that the files have been processed, such as the following.

[image: ]

6. Click the Calculate Frequency button.
a. The Calculate Frequencies button will turn a darker shade of blue while the frequencies are being calculated.:

[image: ]

b. A message will be displayed at the bottom of the window, indicating that word frequencies have been generated, such as the following.

[image: ]

c. In addition, word counts (total words, and unique words) will be displayed in the upper left of the function’s window:

[image: ]

7. Click the Display Words button. 

[image: ]

8. Highlight words you wish to include in a concordance file.
a. Click the Subject check boxes (upper left below the Subject/Name heading) to the left of the words that you wish to include in a concordance file.

[image: ]

b. Ensure that a red * appears below the check box.
9. Click the Next … button (below the Display Words button) to progress through the indexable words.
10. Select additional words to add to your concordance file.
11. Click the Produce Reports button:

[image: ]

a. The default is Subject Concordance.
b. Click Yes when presented with this message:

[image: ]


c. Click OK when presented with this, or similar, message (and accept the default file name):

[image: ]

d. Click OK when presented with this message:

[image: ]

e. A report (a file, with the default name, SubjectConcordance.docx) will be generated and placed on your desktop (or in the directory in which you placed the MS Word Concordance.exe file for this application).
12. [bookmark: _Hlk54590144]Click the Return button to close the Concordance Word Selector function.
13. Close the application by clicking the Close button or the X button in the upper right corner of the Microsoft Word Concordance File Generator main menu.

[bookmark: _Toc152644650]Insert a Generated Concordance File into a MS Word Document

1. Open your MS Word document.
2. Enter a title (e.g., ‘Index’) where you want the index to appear (usually at the end of a document).
3. Position your cursor below the title you just typed.
4. Click on References (on the ribbon) and Insert Index (in the Index section).


[image: ]

5. Click on AutoMark…

[image: ]

6. Open the concordance file you generated.
a. Word will mark occurrences of the words in the concordance file found in the document.
7. Position your cursor again where you want the index to appear.
8. Click on Insert Index again and OK.
a. The index will be generated at the location you specified.
9. [image: ]Turn off the display of the field codes by clicking the button, in the ribbon in MS Word.

10. Click the right mouse button, in the body of the index, and select Update Field to update the page numbers.

[bookmark: _Toc152644651]Guidance

1. The document you select must be in the .docx format, as produced by MS Word. If you have a document in a different format (e.g., .doc, .pdf, .txt) for which you wish to create a concordance file, use MS Word to convert the document to the .docx format.
2. A concordance file you plan to incorporate into an MS Word document should not be in a OneDrive folder. If it is, you may receive a message from Microsoft Windows indicating that the file is in use by another application. Put the concordance file in a folder on your C: (or other) drive that is not included within the scope of OneDrive. 
3. Useful guidance for preparing MS Word documents can be obtained from Susan Dorey Designs’ web site[footnoteRef:1], including guidance for creating indexes in general, and in MS Word.[footnoteRef:2] [1:  http://susandoreydesigns.com/software/index.html ]  [2:  http://susandoreydesigns.com/software/IndexingAndWord.pdf] 




[bookmark: _Toc152644652][bookmark: _Hlk61332408]Concordance Word Selector

This function:
· Opens a Microsoft (MS) Word document (in the .docx format) as input.
· Processes all paragraphs in the document, including tables and footnotes to identify alphabetic words.
· Removes (most) non-alphabetic characters around words to identify words and separates words on spaces.
· Removes all words as potential candidates for inclusion in a concordance which are identified in a stop-word file (either a default file, or a file of your choice).
· Calculates the number of times (frequency) each candidate word is used throughout the MS Word document—total occurrences of each word and the number of paragraphs in which each word occurs.
· Displays words in different sort orders (AZ, ZA, 19, and 91).
· Displays words showing the context in which they are used—the default is up to 5 instances; however, you may change the context depth.
· Permits you to work through the displayed words, 10 at a time, or jump to a specific position (word number) or the start of the sub-list of words at a position within the Latin alphabet (e.g., words starting with ‘a’).
· Produces a series of reports:
· Subject Concordance
· Name Concordance
· Multi-Words [draft]
· All Concordance
· Not in Concordance
· Stop-Word Additions
· Word Frequencies 
· Adjacent Words 
· Word Length Counts 
· Anomalies
· Clean Stop-Word File
· Identifies words to be included in the stop-word file or in specific concordance files (Subject, Name, Multi-Word).
· Provides a filter that can be applied to words assigned to the stop-word or concordance categories.

1. Click the MS Word Concordance.exe file icon.
a. The following main menu will be displayed:

[image: ]

2. Click the Concordance Word Selector button.
a. The following window will be displayed:

[image: ]

[bookmark: _Toc152644653]Open Word Document

1. Click the Open Word Document button.
2. Select the MS Word .docx document for which you wish to generate a concordance, using the file picker. 
a. A message will be displayed at the bottom of the window, once processing is complete.
3. Select your custom stop-word file for your document (if you have one), when prompted after you have opened your MS Word document for processing:

[image: ]
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1. Before you begin, open your MS Word document and replace all double spaces ‘  ’, with single spaces ‘ ’ (assuming that you have not used spaces instead of tabs to align text). This will make it easier to select multi-word strings and have them indexed correctly. A string such as ‘C. S. Lewis’ is different from ‘C. S.  Lewis’ (the latter has two spaces after the ‘S.’) and the MS Word indexer will treat them as different text strings for indexing.
2. The document you select must be in the .docx format, as produced by MS Word. If you have a document in a different format (e.g., .doc, .pdf, .txt) for which you wish to create a concordance file, use MS Word  to convert the document to the .docx format.
3. An MS Word document you select must contain at least two words that are not in the selected stop-word file—this is to ensure that the sorting algorithms will work properly.
4. Create a working copy of your MS Word document with a short, abbreviated name (the document name appears on every row in generated concordance files and a large document name makes concordance tables unnecessarily large). Remove from the working copy material from which you will not select words to be indexed, such as a table of context.
5. This function will process some non-Latin alphabetic scripts (e.g., Greek and Hebrew), to a limited extent (e.g., it does not read Hebrew context from right to left).
6. For large (e.g., 500+ pages and 5,000+ paragraphs) or complex (e.g., a large number of Unicode characters, as with the Greek NT) documents, it can take about 2 minutes to process all the words (depending on the power of your computer), after you open the MS Word document. This application is set to allocate 1 gigabyte of memory, which should be sufficient for processing most MS Word documents. However, the Java Virtual Machine (JVM) occasionally experiences memory ‘leaks’. If you process a number of documents at one time, one document multiple times, or a document with many Unicode characters (e.g., the entire Greek NT), and the application ‘freezes’, you may have to reboot your PC to release the memory that was consumed by the JVM.
7. There appears to be a bug in the Apache POI utility which this application uses for reading MS Word documents. Nonbreaking hyphens are discarded and not replaced with even a blank. You should replace[footnoteRef:3] nonbreaking hyphens in your document with a keyboard ‘-’ to ensure that compound words (e.g., ‘native-born’) are picked up correctly. You will not introduce a non-breaking hyphen when you type, since it is not available on a standard keyboard and requires that you insert a special character. However, one may be introduced inadvertently into your document if you have copied text from another document (or webpage) where the text was set up for precise hyphenation and word-wrap formatting. [3:  Replace ... Special ... Nonbreaking Hyphen.] 

8. The Concordance Word Selector does not include ‘words’ which precede domain suffixes (e.g., ‘.org’, ‘.com’, ‘.gov’, ‘.net’, ‘.edu’) which appear only in URLs. For example, it does not include ‘usatoday’ as a word in the display, unless the same word appears in the body of the text of the MS Word document. This reduces ‘noise’ and unnecessary words for you to process. These words are included in the anomalies report if you wish to identify them, and you could include them later using the Edit Concordance File function if there is a reason why you wish to have them appear in an index. 
9. The Concordance Word Selector removes strings of characters containing numeric digits. To process numbers, use the Select Numbers function. 

[bookmark: _Toc152644655]Calculate Frequencies 

1. Click the Calculate Frequencies button.
a. A message will be displayed at the bottom of the window, once processing is complete.
b. Word counts will also display below the Load Concordance button.

[bookmark: _Toc152644656]Guidance
1. The frequency counter finds all occurrences of a word in all paragraphs in your document. It also determines the number of paragraphs in which each word occurs. 
2. The frequency counter matches words on an exact case-sensitive sequence of letters. So, words such as ‘animal’ and ‘animals’ are treated as unique words.
3. However, words with an ‘s following them are treated as if they were not possessives, and matches are made on the word not including the ‘s.
4. For large documents (with 350,000+ words with 15,000+ unique words), it can take about 2 minutes to calculate frequencies (depending on the power of your computer).
5. Paragraph and word counts may differ from what MS Word will indicate because of different counting procedures. For example, each has different procedures for counting a word if it appears in a URL and counting hyphenated words (this function treats a hyphenated word pair as a single word, MS Word counts the pair as two words).
6. If there are anomalies in your MS Word document, a message will be appended to the standard message after the word frequencies have been calculated.

[image: ]
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1. Click the Load Concordance button, if you have a concordance file (e.g., from a different document or one already in progress for your document) that you wish to use for generating a concordance file for your current MS Word document.
2. Select the MS Word (.docx) document containing a previously created list of concordance words. 
3. Indicate if you wish the load to be applied to one of the subject, name, or multi-word categories.
a. A message will be displayed at the bottom of the window once processing is complete.

[bookmark: _Toc152644658]Guidance

1. A concordance file which you load does not have to be one generated by this application. It can be a previously (manually) created concordance file. 
a. Single words found within the first column of the concordance file will be used to flag words for possible inclusion in a generated concordance file.
b. Single words in the concordance file also found in the stop-word file will not be included.
c. Single words not found in the MS Word document will not be included and will be written to a file, so that you can review them.
d. Word pairs (or longer strings of words) will not be included and will be written to a file, so that you can review them.
2. A concordance file can be any MS Word .docx file that contains a table, with single words in the first column of the table. You do not have to have a second column (e.g., of index entries) in the table, but you can include them if you wish, and they will be retained for when you generate a concordance file from this application.
3. If you have a list of words you wish to include, but they are not formatted in a table, select them in MS Word and convert them to a table, using Insert … Insert Table … Convert Text to Table: 

[image: ]

4. You my load multiple concordances. If a word could be assigned to either a subject or name concordance category, and appears in two different concordance loads, the first load will take precedence; so, plan your concordance loads accordingly. Likewise, if you assign a word to a concordance category, and then load a concordance file, your assignment will take precedence. 
5. You can maintain different master concordance files for different discipline domains.
6. You can save your work as you progress through a list of candidate words for inclusion in a concordance, by producing an intermediate concordance and re-loading it the next time you open this function. 
7. Concordance files can be merged using the Edit Concordance File function. For example, concordance files containing names produced by the Concordance Word Selector function and by the Create a Multi-Word Concordance File function could be merged to produce a single concordance file to incorporate into a new file.
8. If you receive a message when loading a concordance file, indicating that words in the concordance file are not present, they may be missing from your MS Word document (i.e., you made changes after the concordance file was generated), they may be multi-word entries, or they may be included in the stop-word file that you selected and are not included in the display. In the latter case, you can delete them from the selected stop-word file if you wish, using the Edit Stop-Word File function.

[bookmark: _Toc152644659]Display Words, Display Context, and Next ...
1. Click the Display Context? Button, if you do not[footnoteRef:4] wish to see words displayed in their context within your document. [4:  A possible reason for disabling the feature that displays context is if you are processing a very large document on a slow computer.] 

a. The default is set to Display Context.
b. Ensure that a red * appears beside the button when you re-enable the display context feature:

[image: ]

2. Click the Display Words button. 

[image: ]

a. Words from you document will be displayed in the middle panel, similar to what is shown below:

[image: ]

b. This panel displays:
· Each word with short example instances of the words used in their context within your document.
· The number of times (Frequency) each word appears within your document, in total and in the number of paragraphs in which it appears (e.g., ‘5 / 4 ‘).
· The position of each word in the list. Note: the position is not absolute, it will change depending on the sort-order selected (see, Display Order).
· The (Latin alphabet) start position of words in the list.
3. Click the Next … button to progress through the words being displayed.
4. Enter a word Position number to go to a specific word, in the entry field beside the Next ... button.

[image: ]

a. Click ENTER after entering the position number. In the example above, 595 was entered to re-position the words display beginning with ‘a’, as indicated in the position list at the bottom of the panel (shown in Position display). 
b. You may enter a word (or the first portion of a word), consisting of alphabetic characters, instead of a word number. For example, in the illustration above, if you entered ‘Adv’, the display would reposition the list of words at position 10.
5. Enter a different Context Depth if you wish to display more uses of each word in its context (the default is up to 5 occurrences).

[image: ]

[bookmark: _Toc152644660]Guidance

1. The (default) alphabetic sort is case sensitive. It places all words starting with uppercase letters before displaying words starting with lowercase letters. Also, words containing characters with accents will appear later (for example, Béze appears after Buddhist). 
2. Words beginning with specialized characters will appear before the first word beginning with ‘A’. Words consisting of non-Latin alphabetic characters will be displayed last. Also, they will not be sorted as we might expect, since the presence of diacritical marks makes words like Ἀβραάμ appear after words like ἀδελφοὺς and Ἑσρώμ after ἐγέννησεν.
3. MS Word marks words for indexing in a document using an exact case-sensitive match on the word in a document; including use of smart quotes. Smart quotes (e.g., ‘ ’ and “ ”) and standard quotes (' ' and " ") embedded within words will be treated as unique words; for example, ‘doesn’t’ and ‘doesn't’ are treated as different words by MS Word when creating indexes.
4. Settings for mouse sensitivity varies, thus the need to ensure that fields are properly selected, as indicated by the presence of a red *. 
5. The Position display at the bottom of the panel lists words alphabetically when words are sorted alphabetically (AZ and ZA). When they are sorted on Frequency (19 or 91), information about the number of words with a particular frequency and the first position of words with that frequency is displayed.
6. If you have a filter option selected (see below), when you enter a position number and click on the Next ... button (or enter a position number in the field beside the Next ... button), the display will be positioned to the first word meeting the filter criterion. For example, if all words up to the word at position 1,000 have been assigned to a category (subject, name, stop-word, or multi-word), then the display will begin at position 1,000, when you select Not Set. To see earlier words in the list, change the filter option to All.
7. The display will help you identify similar words in your MS Word document so that you can make them more consistent—e.g., if you have ‘jig-saw’ and ‘jigsaw’, or ‘jewelry’ and ‘jewellery’ they will be displayed as (near) adjacent words and you can decide which you wish to include in your document (e.g., by revising the less common spelling in your document or adding it to the list of stop words in the stop-word file).
8. Tabs and paragraph marks in table rows in your MS Word document are replaced with pipes (i.e., ‘|’) so that they are visible in the context display, as in the example below:

[image: ]

9. Also, ‘<’ and ‘>’ in your MS Word document are replaced with pipes because they are HTML control characters, since HTML is used to format the text appearing in the context display.

[bookmark: _Toc152644661]Assign Words to Concordance Categories

1. Click on one of the boxes to the left of each word to assign it to a category. In the example below the word is being assigned to the name category.

[image: Graphical user interface, text, application

Description automatically generated]

a. Ensure that a red * appears under the box you have selected. 

[bookmark: _Toc152644662]Guidance

1. Words can be assigned to only one of the subject, name, or multi-word categories. 
2. Words assigned to the stop-word category cannot also be assigned to a concordance category.
3. If you click the Update Stop-Word File button during assignment of words to categories, the stop-word file will be updated. However, the check marks associated with words will not be reset. This is so that you can see which words you have identified as stop words while you are working through a list of words. If you later decide that you should not have included a word in the stop-word file, clicking the upper right box associated with the word to remove the check mark will not remove the word from the stop-word file. You will have to use the Edit Stop-Word File function to remove the word.
4. Words do not need to be assigned to any category. If they are not assigned to a category, they will be ignored as additions to the stop-word file or for inclusion in a concordance file.
5. Don’t make your indexes complex. If you can generate a single index, then default to assigning words to the subject category. Later, if you also have multi-word instances you can combine the concordance files using the merge concordances capability (Load Concordance) in the Edit Concordance File function. Also, see the additional guidance under, Creating Multiple Indexes from Concordance Files in an MS Word Document.
6. Identify words which are to be assigned to a multi-word concordance with care. For example, if you want to index ‘Westminster Confession of Faith’, you could assign ‘Westminster’ to the multi-word category, and in the Create a Multi-Word Concordance File function, select 3 words to the right to append. Or you could assign ‘Faith’ to the multi-word category and select 3 words to the left in the Create a Multi-Word Concordance File function. 
7. You may split a concordance file which you produced using this function; if the file contains only single (or hyphenated) words as index words to be marked by MS Word. Load your MS Word document and the concordance file(s) you wish to split into a single category (e.g., subject). Work through the entries and assign the words that you wish to split into a separate index to the other category (e.g., name). Generate new concordance files for subject and name. [To split a file which contains multiple words as index words to be marked by MS Word, use the Edit Concordance File function.]
8. Settings for mouse sensitivity varies, thus the need to ensure that fields are properly selected, as indicated by the presence of a red *.

[bookmark: _Toc152644663]Display Order

1. Click the Display Order box.

[image: ]

2. Select from the list the order in which you wish to see the words displayed. 

 [image: ]

3. Click the Display Words button to redisplay the list of words in your selected Display Order.

[image: ]

[bookmark: _Toc152644664]Guidance

1. The default Display Order is Alphabetic AZ. In the example below words beginning with ‘A’ start at position 1; words beginning with ‘m’ start at position 1900.

[image: ]

2. The alphabetic sorts with a ‘(c)’ following them, select caseless sorts, in which the uppercase words and lowercase words will appear intermingled together.
3. When words are sorted on Frequency (19 or 91), information about the number of words with a particular frequency and the first position of words with that frequency is displayed. In the example below, there are 1094 words with a frequency of 1, and they begin at position 1; there are 30 words with a frequency between 51 and 100, and they begin at position 2681.

[image: ]

4. It is necessary to click the Display Words button after the sort order is changed so that the function can sort the entries, re-calculate the position information displayed below the words display, and re-position the list of words at the selected position.

[bookmark: _Toc152644665]Filter 

The options are:
· All – Default filter option, displays all words regardless of the category to which they have been assigned.
· Not Set – Displays words which have not been assigned to any category. When no words have been assigned to any category the Not Set option produces the same list of words as the All option.
· Subject – Displays only words assigned to the subject category.
· Name – Displays only words assigned to the name category. 
· Stop-Word – Displays only words assigned to the stop-word category.
· Multi-Word – Displays only words assigned to the multi-word category.

1. Select a Filter option to limit the displayed words to those in an assigned category.

[image: ]

a. The display will reset to the first word identified with the selected category. 
b. Position references and a count are displayed below the Filter selection box. 
· The first number is the position of the first word identified with the assigned category (in the example below, the word at position 5). 
· The second number is the count of words with the assigned category (in the example below, 223 words have been assigned to the subject category).
· The third number is the position of the last word identified with the assigned category (in the example below, the word at position 2696).

[image: ]

[bookmark: _Toc152644666]Guidance

1. When a filter option is selected, the words in the display area will reset to display the first word, and subsequent words, which have the selected filter option.
2. You can use the counts below the Filter selection box to determine where you last updated words in a selected category, if you are working on creating a concordance file over a number of sessions.
3. If you change the sort order (e.g., from AZ to ZA) you will have to change the filter category to a different value (e.g., All) and then re-select the Filter category to update the counts.
4. If you have a filter option selected, when you enter a position number and click on the Next ... button, the display will be positioned to the first word meeting the filter criterion. For example, if all words up to the word at position 1000 have been assigned to a category (subject, name, stop-word, multi-word), then the display will begin at position 1000, when you select Not Set. To see earlier words in the list, change the filter option to All.

[bookmark: _Toc152644667]Produce Reports

The available reports are:
· Subject Concordance – An MS Word concordance document containing a table of single words for insertion into an MS Word document when an index is being generated. 
· Name Concordance – An MS Word concordance document containing a table of single words for insertion into an MS Word document when an index is being generated. 
· Multi-Words [draft] – The generated file is identified as a draft file because it contains only single words. It can be used as input to the Multi-Word Concordance function.
· All Concordance – An MS Word concordance document containing a table of all the words (regardless of their being assigned to a subject, name, or multi-word category) not identified for inclusion in a stop-word file.
· Not in Concordance – An MS Word document containing all the words in the display list, with their calculated frequency of occurrences in the document and their position number in the current display list, which have not been assigned to a concordance category.
· Stop-Word Additions – A .txt file containing a list of words identified for addition to the stop-word file.
· Word Frequencies – An MS Word document containing all the words in the display list, with their calculated frequency of occurrences (total number of each word and number of paragraphs containing each word) in the MS Word document and position number in the word display list.
· Adjacent Words – An MS Word document containing words that occur in pairs (e.g., ‘Jesus Christ’) and the calculated frequency with which the word-pair appears in the MS Word document.
· Word length counts – An MS Word document containing a list of all words of a selected length and their associated frequency, and a list of how many words of each length occur in the MS Word document.
· Anomalies – An MS Word document containing a list of potential anomalies such as words that are followed by ‘--’ (two hyphens) where an em Dash ‘—’ would normally be used; words followed by a single hyphen and a space (e.g., a space has been inadvertently added in what should normally be a hyphenated word); or potentially misplaced square brackets ‘[ ]’. This report can be ignored if you do not wish to make changes in your document. 
· Clean Stop-Word File – Removes words not found in the MS Word document from the stop-word file and produces a new smaller file. Using this new file can speed up subsequent processing as fewer words need to be checked.

1. Click the box above Produce Reports to select a report to produce.

[image: ]

a. the following menu will be displayed. 

[image: ]

2. Click the report of your choice and click Produce Reports to generate the selected report.
3. If you select a concordance file to be generated, indicate whether the concordance file will be used as the only index in your word document, when presented with this message:

[image: ]

a. When an MS Word document will contain more than one index, the concordance files generated by this application include codes (e.g., ~SU~, ~NM~, or ~MW~) that are appended to the index entry value. These codes will be used when the concordance file is loaded into MS Word, to make the indexes unique. See the section of this document, Creating Multiple Indexes from Concordance Files in an MS Word Document, for an explanation of how the codes included in concordance files are applied when multiple concordances are loaded into an MS Word document to create separate indexes.
4. For most reports, enter a name for the report if you wish to have it named differently from the default name, when presented with the option such as the following:

[image: ]

a. Click OK to create the report file; or Cancel to stop generating the file.
b. A message will appear when the report has been generated, such as the following:

[image: ]

c. The report file will be written onto your desktop or into the directory from which you executed the application.
5. If you select the Adjacent Words report, you will be presented with an input screen in which you may enter an option to include all words (‘All’) or only words assigned a specific subject (‘Subject’), name (‘Name’), or multi-word (‘Multi’) category.
[image: ]
a. The following screen will then be presented:
[image: ]

b. Enter:
i. An output file name.
ii. The threshold for including candidate single words in the report file.
iii. Sort order, alphabetically (‘A’) or by frequency (‘F’) of the word-pair.
iv. An option to include any word to the right (‘Y’) of each word in your display, or only words that are not included in your stop-word file (‘N’). 
c. The information area below the words in context will display the number of words which occur at different frequencies within the category you have selected: 

[image: ]

d. This information can be used for determining where to set the frequency threshold for the words to include in the report.
e. A report will be generated, based on your selected parameters. The example below shows that there were 3,258 word pairs. In this instance, the report was sorted on the frequency of the occurrence of each word pair. 

[image: ]

6. If you select the Word Length Counts report, enter the length of words for which you wish to see a list of all words of that length. For example, if you wanted to see all two-letter words, enter a ‘2’.
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a. The words will be listed in the current sort order have selected in the display, with their frequency in the MS Word document. 
b. Below the words, a list of the count of words of each length will be generated. 
c. You can run this report multiple times in succession to see the list of words of different lengths.
d. Only words not included in the selected stop-word file will be included in the report.
[bookmark: _Toc152644668]Guidance

1. The default report is a Subject Concordance.
2. If you assign all words that you do not wish to have included in an index to the Stop-Word category, you can then use the All Concordance option to generate a concordance file, without having to assign the words to a subject, name, or multi-word category.
3. Concordance files that are generated by this application include a header row and additional columns which are not included in a standard MS Word concordance document. The header row and additional columns are generated so that the Edit Concordance File and the Create a Multi-Word Concordance File functions can establish that the file was generated by this application and so that the generated concordance file is associated with the correct MS Word document during editing of the concordance file. MS Word ignores the header row and the additional columns when it is generating an index.
4. Generated concordance files will be sorted in the order you have selected as your Display Order. MS Word does not require a concordance file to be sorted alphabetically.
5. If you make a mistake assigning a concordance category to a word and have generated your concordance files, you can reset the concordance category to the left of the word and regenerate the applicable concordance files or use the Edit Concordance File function to make changes.
6. The Word Frequencies report will be sorted in the order you have selected as your Display Order.
7. To obtain a list of every (or most) words used in a document and the frequency of their use, create a stop-word file that is essentially empty, load that file after loading the MS Word document, and produce a Word Frequencies report.
8. To obtain a count of all words of particular lengths in an MS Word document select an empty (or near empty) stop-word file
9. In the Adjacent Words report, use the ‘Y’ option in the ‘Include all words to right?’ field, with care, since words such as ‘and’, ‘but’, and etc., will be included as second words. This will generate a considerable amount of ‘noise’ in the report.
10. A similar report to the Adjacent Words, is available with the Word Pair report option in the Create a Multi-Word Concordance File function.
11. [bookmark: _Hlk54689079]If there are anomalies in your MS Word document, a message will be appended to the standard message after the word frequencies have been calculated.
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[bookmark: _Toc152644669]Update Stop-Word File

1. In the example below, the words have been displayed in frequency 9-1 sort order.

[image: ]

The word ‘fruit’ appears 154 times (and in 112 paragraphs) and ‘DNA’ occurs 123 times in the MS Word document (and in 62 paragraphs). The word ‘language’ is currently marked as a candidate for inclusion in the subject index. However, 191 references are probably too many, even in a 400-page document, to want to include in an index. To add all the words that occur more than 150 times (i.e., ‘language’ and ‘fruit’, in the example above) in the MS Word document to the stop-word file, enter a 150 in the box above the Update Stop-Word file followed by Enter.

[image: ]

2. Click the Update Stop-Word File button.
a. The stop-word file you selected when you began processing the MS Word document will be updated with individual words that you assigned to the stop-word category, or which have a frequency above the value you entered in the box above the button.
b. When you redisplay the list of words, the words which were added to the stop-word file will appear with a check mark in the upper right check box to the left of each word and will not appear in the display the next time you load your document with the updated stop-word file.

[bookmark: _Toc152644670]Guidance

1. Clicking the Update Stop-Word File button does not remove the words from the display. 
2. See the Edit Stop-Word File function for additional guidance.

[bookmark: _Toc152644671]Return

1. Close the Concordance Word Selector function by clicking the Return button.

[bookmark: _Toc152644672]Best Practice

A ‘best practice’ is to work through the list of identified candidate words for a particular MS Word document in a series of steps:
1. Establish a rough upper limit on the number of words that you wish to include in your index(es). For example, if your MS Word document is in a technical or specialized domain, you may find that there are many unique words (10,000+) in your document that are not included in the default stop-word file. However, it is unlikely that you will want to include all of them in an index.
2. Generate a unique stop-word file for your document:
2.1. Make a copy of the default stop-word file which is included with this application and give it a name which associates it with your MS Word document. 
2.2. Select your custom stop-word file for your document, when prompted, after you have opened your MS Word document for processing.
3. Identify high frequency words that you will not include in your index (using the Frequency 9-1 display order). 
4. Work through the list of words in your document, with multiple passes:
4.1. Add stop words to your stop-word file, to reduce the number of words on the next pass.
4.2. Assign words to a single index category (e.g., subject). You can change the assignment to the name or multi-word categories later.
4.3. Update the stop-word file and produce a subject concordance file.
4.4. Take a break and then reload your document, stop-word file, and subject concordance, and filter on the unassigned (Not Set). Continue working through the words until you have assigned them all to either the stop-word category or the subject category.
4.5. Once all words have been assigned to the subject category or added to the stop-word file, pass through the words and assign, as appropriate, some of the words to the name or multi-word categories.
4.6. Filter on each category of assigned words and review the list of words to refine the assignment of words to categories. For example, if you wanted to index a multi-word reference such as ‘Westminster Assembly’, you don’t need to assign both ‘Westminster’ and ‘Assembly’ to the Multi-Word category.
5. Refine your list of words to be indexed and their associated index entries using the Edit Concordance File or Create a Multi-Word Concordance File functions.
6. Test your index(es) on a copy of your MS Word document. Don’t insert an index into your master document, until you are satisfied with your list of words to be indexed, or you may have to use the edit feature in MS Word to remove the field codes that identify indexed words.
7. Keep (dated) backup copies of your concordance and stop-word files in case you overwrite a file by mistake. 
[An alternate approach is described in the Edit Concordance File section.]

[bookmark: _Toc152644673]Select Numbers

This is a specialized concordance generator that processes an MS Word document and identifies strings of characters which are made up entirely of numeric digits such as years (e.g., ‘1517’, ‘2020’), numbers (e.g., ‘40,000’, ‘10%’, ‘100+’), more complex dates (e.g., ‘2020-11-30’, ‘09/07/2021’), and strings containing numbers (e.g., ‘$400’, ‘3Com’, ‘C12H22O11’). Using this function, you can designate which numbers to include in a concordance file. A concordance file generated by this function can be imported into the Edit Concordance File function for additional editing or assignment of index entry values and can be merged in that function with another concordance (e.g., a subject concordance). Reviewing the strings found by this function will also help you identify mistakes in your document which the MS Word spell checker does not find—for example, a string like ‘M19:15’, on examination, could be a typo which should have been a Bible reference abbreviation, i.e., Mt 19:15. 

1. Click the MS Word Concordance.exe file icon.
2. Click the Select Numbers button on the main menu.
a. The following window will be displayed:
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[bookmark: _Toc152644674]Open Word Document

1. Click the Open Word Document button.
2. Select the MS Word .docx document for which you wish to create entries for a concordance file, using the file picker. 
a. A message will be displayed in the area to the right, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644675]Load Concordance

1. Click the Load Concordance button.
2. Select an MS Word .docx file containing a concordance file. 
a. A message will be displayed in the middle-right display, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644676]Guidance

1. Loading a concordance file is optional.
2. [image: ]A concordance file to be loaded does not have to be one previously generated by the Select Numbers function. It can be any MS Word .docx file that contains a table, with numbers in the first column of the table. You do not have to have a second column (e.g., of index entries) in the table. If you have a list of numbers or strings containing numbers (e.g., chemical formulae) you wish to include, select them in MS Word and convert them to a table, using Insert … Insert Table … Convert Text to Table (as shown on the left). 











[bookmark: _Toc152644677]Display Numbers

1. Click the Display Numbers button.
a. The upper table will be updated and show the first twenty numbers (in numeric order).

[image: Graphical user interface, application
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b. This table displays:
· The Position of each number in the list.
· The maximum frequency for any of the numbers in the document, in the upper right Frequency box.
· Each number, with example instances of its use in context within the MS Word document, in the lower display area—Number in Context.
· The number of times (Frequency) each number appears within your document.
· The associated Index Entry for each number, which initially will be identical to the number.
· The (numeric) start Position of numbers in the list (in the display area to the right).
· The total number of selected words (in blue font, upper left). This will vary based on the inclusions or exclusions selected at the bottom of the window.
c. Tabs and paragraph marks in table rows in your MS Word document have been replaced with pipes (i.e., ‘|’) so that they are visible in the context display.
2. Click on a number in the upper display area and the lower display area will be updated to show the number in its context in your MS Word document. Up to 50 examples of the number in its context in your document will be displayed—you may scroll through the examples, using the scroll bar to the right. 
3. Click the Display Numbers button to advance through the numbers in your document.
4. Enter a position number followed by Enter and click on Display Numbers to advance the list to a specific number or to the first number beginning with a digit (as shown in the display area on the right).

[image: Graphical user interface, table

Description automatically generated with medium confidence]

a. In the example above, the upper display will advance to the first number (at position 2025) beginning with the numeral ‘7’.
b. You may also enter strings which contain letters, punctuation marks, and symbols, for example, ‘$10’, ‘1,000’, ‘10M’. When you enter a string which is not a pure number, the display will be set to the first number containing that string. The number may not be displayed if you have an exclusion filter turned on; the nearest following number will be displayed. 

[bookmark: _Toc152644678]Display Paragraph Containing Word

1. Double click on a row in the Number in Context panel and a window will pop up showing the selected number in context within the paragraph.
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[bookmark: _Toc152644679]Sort

1. Select an option to change the sort order of the numbers being displayed.

[image: ]

2. Click the Display Numbers button and the words will appear sorted on your selection.

[bookmark: _Toc152644680]Guidance

1. The default sort is on the Number column. 
2. For the Number and Index Entry sorts, the (alpha-numeric) start position of the words in the list will be redisplayed to the right of the words list.
3. When numbers are sorted on Frequency, they will be displayed from highest to lowest frequency. 
4. When the numbers are sorted on Frequency, information about the position of the numbers with a particular frequency and the first position of numbers with that frequency is displayed. In the example below, there are 1186 numbers with a frequency of 1, and they begin at position 912; there are 3 numbers with a frequency between 51 and 100, and they begin at position 1.
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[bookmark: _Toc152644681]Add/Remove Numbers

1. Double click on a row to select a number for inclusion in a concordance file.
2. Double click on a row to de-select a selected entry.
3. Alternatively, enter a list of the Position numbers for the numbers you wish to select or de-select from the list of numbers to include in a concordance file.

[image: ] [image: ]

a. Click Update to apply the selection and add numbers to, or to remove them from, the selection list.
b. In the example, above, when Display Numbers is applied, the numbers selected will be marked with an ‘X’ in the Selected column. Numbers marked with an ‘X’ will be included in a concordance file when it is saved.

[image: ]

[bookmark: _Toc152644682]Index Entry

When you select numbers for inclusion in a concordance, the Select Numbers function defaults the index entry to be identical to each number you have identified. You can change the index entry that will be used by MS Word when it creates an index. For example, assume that you wanted to include Luther with occurrences of ‘1517’. 

1. Double click on the field you wish to edit:
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2. Change the text to how you wish the index entry to appear in your MS Word index:

[image: ]

a. In the example above (with the colon following the word ‘Luther’), the MS Word indexer will place the number ‘1517’ under ‘Luther’, with a sub-entry of ‘1517’:
3. Click anywhere in the upper table and the index entry for the number will be updated and be visible when you re-display the words.

[image: ]

[bookmark: _Toc152644683]Guidance 

1. You may create multiple levels of index entries, separated by colons, for example, ‘Food:Fruits:Apple’. However, there can be challenges with getting indexes with multiple levels to format correctly in MS Word. [See, the Guidance section in Edit Concordance File, Index Entry for more details.]
2. Index entries cannot contain parentheses. Their presence causes MS Word to create incorrect entries. Therefore, before a concordance file is generated, apostrophes are substituted for parentheses.
3. It is more efficient to use the Add Index Category Word feature in the Edit Concordance File function to add prefix levels to index entries. 

[bookmark: _Toc152644684]Filter 

1. Click the Filter box, to filter on selected or not selected numbers.
2. Or, enter a value in the Frequency box to filter on numbers with a frequency greater than (Frequency Above) or less than (Frequency Below) the entered value.

[image: ]

a. In the example below, only numbers selected for inclusion in a concordance file are showing in the upper display area: 

[image: ]

[bookmark: _Toc152644685]Guidance 

1. If you are using the Frequency Above or Frequency Below options, make sure that you click Enter after you type the number and that the * appears to the right of the entry field, before you click on Display Numbers.

[image: Graphical user interface, text, application
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2. The Frequency value you enter will remain as the filter criteria until you change the Filter option (or enter a new Frequency value), even though the Frequency field will be reset and the * disabled. 

[bookmark: _Toc152644686]Inclusion / Exclusion Options 

The exclusion options allow you to specify which numbers to display based on their contents. 

1. Click a check box to select/deselect inclusion of the numbers.
2. The following are the available options:
· Numbers – By default the Select Numbers function displays numbers (greater than 4 characters in length).
· Mixed – By default, the Select Numbers function displays strings which include a mix of digits and alphabetic characters (e.g., ‘3Com’, ‘C12H22O11’ ’10-piece’, ‘1,000Km’). 
· Percents – By default, the Select Numbers function displays numbers which include the percent symbol (e.g., ‘10%’).
· 2 Characters – The Select Numbers function does not display single digits and two-digit numbers (e.g., ‘10’, ‘99’). There is no override for these exclusions. By default, it also excludes two-character strings that include a number, such as: ‘3D’, ‘5G’. 
· 3 Digits – By default, the Select Numbers function does not display numbers composed of three digits. 
· 4 Digits – By default, the Select Numbers function displays numbers composed of four digits (e.g., ‘1010’, ‘1517’ or ‘2020’). However, if there is sufficient immediate context information (e.g., ‘BC’ or ‘AD’) to determine that the four digits are dates, they will be catalogued in the Dates category (below).
· Dates – By default, the Select Numbers function does not display numbers which appear to be dates (e.g., ‘2020-01-01’, ‘09/07/2021’, ‘2000s’). Four digit numbers which appear to be years (based on immediate context information) are included in this category. 
· Pre/Suffixes – By default, the Select Numbers function displays numbers that include the following prefixes or suffixes, '+', '-', '+/-', '~', '<', '>', when there is no space between the prefix or suffix and the number.
· Currencies – By default, the Select Numbers function displays numbers that include the following currency symbols ‘$’, ‘£’, ‘€’, ‘¥’, ‘₿’, when there is no space between the symbol and the number. 
· Miscellaneous – By default, the Select Numbers function does not display numbers that are included only in URLs (e.g., numbers that contain 'http', '.htm', '.net', '.pdf', '.php' as part of their string), appear to be only page number or chapter references, or are MS Word footnote numbers.
· Endings – By default, the Select Numbers function does not display numbers which end with 's', 'nd', 'rd', 'st', and 'th' (e.g., '1980s', '33rd', '21st', '10th').
· Bible References – By default, the Select Numbers function does not display numbers that could be the numeric portion of Bible references (e.g., ‘2:10’, ‘1.3-7’). However, this will also exclude numbers that could be time references (e.g., 2:30). 

[bookmark: _Toc152644687]Guidance 

1. Numbers are catalogued into only one of the categories identified above. The assignment of a catalogue category is applied based on the first occurrence of a number in the MS Word document. For example. If the number ‘2000’ appears first without any context (e.g., no date indicator such as a following ‘AD’ or no page indicator such as a preceding ‘p.’) the number will be catalogued as a four digit number. However, if the number first appears in the MS Word document with additional context information, such as ‘2000 AD’, then the number will be catalogued differently. Even if there is a ‘$’ before a subsequent instance of ‘2000’ or a ‘%’ after a subsequent instance, the number will be catalogued only once, by how it first occurred in the document. If a number occurs in different contexts and you wish it to be indexed uniquely, you will have to use the Create a Multi-Word Concordance File function to refine the indexed words and index entries.
2. The default format for Bible References inclusion/exclusion assumes that a colon (‘:’) will be used to separate chapters from verses (e.g., ‘Rom 1:16’). However, you may change this default to also use periods (e.g., ‘Rom 1.16’). The default can be overridden by including a file named ‘MSConParameters.txt’, placed in the same directory as the .exe file for this application, which contains a ‘Y’ (‘Yes’) in the first position in the second row. If the file is not present, the default of ‘N’ (‘No’) is applied. Under the default condition, numbers with decimal points instead of colons will be included as numbers rather than as Bible references. 
3. The default in this function is to assign numbers that appear to be Bible References (e.g., ‘2:15’, ‘5.23’) to that category. The default can be overridden in the ‘MSConParameters.txt’ file. To disable the default, include a ‘T’ (‘True’) in the first position in the third row. If the file is not present, the default of ‘F’ (‘False’) is applied. When the default is overridden the Bible References Include / Exclude option for Bible References is disabled and all numbers which could be Bible References will be treated as decimal numbers (e.g., ‘5.23’) or mixed numbers (e.g., ‘2:15’).

[bookmark: _Toc152644688]Save Concordance

1. Click the Save Concordance button to include numbers you have selected in your concordance file.
2. Indicate whether the concordance file will be used as the only index in your word document, when presented with this message:

[image: ]

a. When an MS Word document will contain more than one index, the concordance files generated by this application include codes (in this case, ~NU~) that are appended to the index entry value. These codes will be used when the concordance file is loaded into MS Word, to make the indexes unique. See the section of this document, Creating Multiple Indexes from Concordance Files in an MS Word Document, for an explanation of how the codes included in concordance files are applied when multiple concordances are loaded into an MS Word document to create separate indexes. 
3. Enter a name for the concordance file if you wish to have it named differently from the default name, when presented with the following:
a. The default will write to a file named ‘NumbersConcordance’.
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b. A message will be displayed indicating that the concordance file has been created successfully. 

[image: ]

[bookmark: _Toc152644689]Return
1. Close the Select Numbers function by clicking the Return button.

[bookmark: _Toc152644690]Create a Multi-Word Concordance File

1. Click the MS Word Concordance.exe file icon.
2. Click the Multi-Word Concordance button on the main menu.
a. The following window will be displayed:
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[bookmark: _Toc152644691]Open Word Document

1. Click the Open Word Document button.
2. Select your MS Word .docx document for which you have generated a draft concordance file, using the file picker. 
a. A message will be displayed in the middle on the right, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644692]Load Concordance

1. Click the Load Concordance button.
2. Select the MS Word .docx file containing a draft concordance file that was generated by the Concordance Word Selector function, using the file picker. 
a. A message will be displayed in the middle of the window, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644693]Guidance

1. You should only load a concordance file that was generated (recently) by the Concordance Word Selector function. This is to ensure that the displayed words are found in the document so that their context usage can be displayed. If you have changed your master MS Word document since the concordance file was generated, there may be inconsistencies.
2. If you attempt to load a concordance file that was not generated by the Concordance Word Selector function or is not associated with the MS Word document you opened, you will receive a message indicating that the file cannot be processed.
3. If you receive a message when loading a concordance file, indicating that words in the concordance file are not present, they may be missing from your MS Word document (i.e., you made changes after the concordance file was generated) or they may be included in the stop-word file that you selected and are not included in the display. In the latter case, you can add them to your concordance in this function.
4. You do not have to load a concordance file to process a single word. You can open the MS Word document and then use Add Word(s) to add a word. However, if you have a concordance file to load, load it before adding single words.

[bookmark: _Toc152644694]Display Words

1. Click the Display Words button.
a. The window will be updated and display the first twenty words (in alphabetic order) in your concordance file.
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b. This window displays:
· Each word with example instances of its use in context within your document.
· The number of times (Frequency) each word appears within your document.
· The position of each word in the list.
· The (alphabetic) start position of words in the list.
2. Click on a word in the upper display area and the lower display area will be updated to show the word in its context in the MS Word document. Up to 100 examples of the word in its context will be displayed. You can use the scroll bar on the right to see additional examples.
3. Click on Display Words to advance through the words in your concordance file.
4. Enter a Position (word number) and click Enter to advance the display to a specific word or to the first word beginning with a letter of the alphabet (as shown to the right of the upper display area). 

[image: ]

a. In the example above, the upper display will advance to the first word at position 172 (which is the first word beginning with a ‘D’).
b. You may enter a word (or the first portion of a word), beginning with an alphabetic character, instead of a word number.

[bookmark: _Toc152644695]Display Paragraph Containing Word

1. Double click on a row in the Word in Context panel and a window will display the selected word in context within the paragraph.
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[bookmark: _Toc152644696]Caseless Sort

1. Click the Caseless Sort check box to disable the caseless sort, to sort upper-case and lower-case words separately.
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a. The (alpha-numeric) start position of the words in the list, will be redisplayed below the words list.

2. Click the Caseless Sort check box to sort words in the display so that upper-case and lower-case words will appear adjacent to one another. 

[image: ]

[bookmark: _Toc152644697]Frequency Sort

1. Click the Frequency Sort check box to change the sort order of the words based on the Frequency column.

[image: ]

2. When you click the Display Words button or enter a word position number in the field below the Display Words button, the words will appear sorted on their frequency value (largest to smallest).
3. Click the Frequency Sort check box to reset the sort order to display the words on their sorted order in the Word column. 


[bookmark: _Toc152644698]Guidance 

1. The default setting is caseless sort.
2. If you made changes to your MS Word document since you generated the concordance file and deleted/changed (e.g., to correct a spelling mistake) a word that was included in the concordance file, you may see a message like this:

[image: ]

3. Tabs and paragraph marks in table rows in the MS Word document have been replaced with pipes (i.e., ‘|’) so that they are visible in the Word in Context table.
4. If a word is included with both a singular and a possessive (i.e., ending with, “’s”) form in a concordance file, both the word in the singular and possessive will be shown in the context display for the singular occurrence. For example, “Adam” and “Adam’s” will both be shown in the context display for “Adam”, like this: “<<Adam>>” and “<<Adam>>’s”.
5. When words are sorted on Frequency, information about the number of words with a particular frequency and the first position of words with that frequency is displayed. In the example below, there are 28 words with a frequency of 1, and they begin at position 179; there are 18 words with a frequency between 51 and 100, and they begin at position 8.

[image: Text
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[bookmark: _Toc152644699]Multi-Word Index Words and Index Entries

1. Enter the number of additional words (left [L] or right [R]) to include with the single word displayed inside the << >>.
2. Indicate in the right column (S/N) whether the multi-word Index Entry is to be a subject or name entry. Enter an ‘S’ or an ‘N’, followed by Enter.
a. Each category (subject and name) will be written to separate files when you click the Save Concordance(s) button. 
b. If you leave the S/N column blank, the entries will be assigned to the subject category and written to a subject concordance file.

[image: ]

3. Highlight the Index Entry field and enter the text as you wish it to appear in the MS Word index, followed by Enter.
4. Click the mouse button anywhere in the Word in Context table to register entries.
5. Click on the word again in the upper table, after clicking in the lower table, to confirm that entries have been registered.

[image: ]
 
[bookmark: _Toc152644700]Guidance 

1. An ‘–’ (En Dash), ‘—’ (Em Dash), or keyboard hyphen surrounded by spaces is considered to be a word. For example, if you had “<<Children>> – The ...” in the context string and you wanted to include the ‘The’ to the right, you would have to enter a ‘2’ in the ‘R’ column.
2. Example: If the word you are going to have MS Word index is 'social' and you wish to index 'social distancing' you will enter 1 in the words to right [R] column. You may modify the generated index entry. For example, you could leave it as 'social distancing', or change it to 'social:distancing' or 'distancing:social'. Whatever you identify as the index entry is what will appear in the MS Word index with the page numbers of all the occurrences of 'social distancing' throughout your document. 
3. You may create multiple levels of index entries, separated by colons, for example, ‘Food:Fruits:Apple’. However, there can be challenges with getting indexes with multiple levels to format correctly in MS Word. [See, the Guidance section in Edit Concordance File, Index Entry for more details.]
4. It is more efficient to use the Add Index Category Word feature in the Edit Concordance File function to add prefix levels to index entries. 
5. To register entries in the lower table, click the mouse button anywhere in the lower table. Do not select another word, in the upper table before registering changes in the lower table, or the changes you made to the word may not be saved. To confirm that an entry has registered, click on the word again in the upper table after clicking in the lower table.
6. You can modify the Index Entry and S/N fields after you click on a word in the upper table. However, it is best to use the Edit Concordance File function for modifying Index Entry values. Also, the Edit Concordance File function performs edits on the Index Entry values which are not performed in the Create a Multi-Word Concordance File function.
7. If you make a mistake selecting the indexed words (e.g., selected too many or too few words), you can use the Edit Concordance File function to fix the entry after you generate a draft of the concordance file.
8. The Concordance Word Selector function in this application excludes apostrophes from the words which you can select for indexing because MS Word does not index words in a concordance file that contain apostrophes or quotations marks.[footnoteRef:5] Nevertheless, it is possible for you to include an apostrophe in a multi-word string using this function. However, MS Word will not index your multi-word entry if an apostrophe occurs in the first word in a multi-word entry. A work-around for this anomaly in MS Word, is to include a word (or words) which do not contain an apostrophe before the words to be indexed. For example, if you wish to index: [5:  Concordance file for indexing using text within quotation marks - Microsoft Community] 

a. ‘Handel’s Messiah’, include a word (or words) preceding the ‘Handel’s’ such as ‘a choir singing Handel’s Messiah’
b. ‘Valentine’s Day’, include a word (or words) preceeding the ‘Valentine’s’ such as ‘on Valentine’s Day’.
9. Since MS Word does not index strings which include an apostrophe or a parenthesis in the first word of the string. An edit has been incorporated into this function to catch this occurrence and this function will not generate the term to be indexed. If you see a message such as the following:

[image: Graphical user interface, application
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Click OK and then click on the word (or another word) in the upper table (list of words) to reset the Words in Context display. 
10. You may include apostrophes in the first word in an Index Entry.
11. Index entries cannot contain parentheses. Their presence causes MS Word to create incorrect entries in the index. Therefore, before a concordance file is generated, apostrophes are substituted for parentheses.
12. You cannot include a text string, as part of the selected words to the left or right, that contains a caret or a hat symbol (‘^’). The hat symbol is reserved in this application as a delimiter for sorting and concordance file generation. Likewise, you cannot include the hat symbol in a string to be used as an index entry in your MS Word document.
13. An ‘[FN]’ in a context string indicates that a Word footnote reference is present. Word cannot index word pairs across a footnote reference. If you select a word pair that contains a footnote, no index entry will be created.

[bookmark: _Toc152644701]Add Word

1. You can add a word to be included in your concordance file and in the index in your MS Word document. In the example below, ‘Confession’ was added: 

[image: ]
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a. The word is added and appears in the list (with a frequency) when the list of words is redisplayed, by pressing the Display Words button:

[image: Graphical user interface
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2. If you attempt to add a word to the concordance file that is not found in your MS Word document, a message like the following will be displayed:

[image: ]

[bookmark: _Toc152644702]Guidance 

1. A word (single or hyphenated) that is entered must be an exact match to the word that is in the MS Word document, or the entry will not be found. For example, ‘Lord’s’ and ‘Lord's’ may appear identical (the first instance has a smart quote, whereas the second instance has a keyboard apostrophe), but one may not produce an exact match when your document is scanned by the Add Word(s) process. However, if the Add Word(s) process detects a keyboard apostrophe, it will attempt to add the word using a smart apostrophe:

[image: ]
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2. You cannot enter a text string that contains a caret or a hat symbol (‘^’). The symbol is reserved in this application as a delimiter for sorting and concordance file generation.
3. You do not have to load a concordance file to process a word. You can open the MS Word document and then use Add Word(s) to add a word. 
4. This function is intended to be used primarily with single (or hyphenated) words identified in the Concordance Word Selector. However, you can enter multiple adjacent words in the Add Words area of this function. If you decide to add multiple words you should ideally keep the string short (usually, no more than two words) or you may not be able to view the text of the words to be indexed. 

[bookmark: _Toc152644703]Word Pairs

1. Click the Word Pairs button to generate a report which contains a list of the word pairs to the right and to the left of the highlighted word. The following will be displayed:

[image: Graphical user interface, application
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a. The default sort order is alphabetic. However, you may select (by entering a ‘D’) to sort the word pairs in the order in which the word pairs occur in the MS Word document (i.e., the same order in which they appear in the Word in Context display). 
b. If you select the ‘Produce a concordance file’ option (the default), two output files will be produced, with words to the left and right of the selected word. the files will be similar to the following examples:

Left
[image: Table
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Right
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Description automatically generated]

c. If you select not to produce the concordance files, a report similar to the following will be produced:
[image: Table

Description automatically generated]

[bookmark: _Toc152644704]Guidance 

1. The report containing word pairs can be useful for creating unique entries if the highlighted word has a long list of context strings.
2. Similar functionality is available with the Adjacent Words report in the Concordance Word Selector.
3. When the word pairs are sorted in the order in which they occur in the document, and in the Word in Context display, only the first occurrence is included in the list.
4. If you produce concordance files, you will likely have to refine the entries. You can modify the entries using MS Word or use the Edit Concordance File function and delete unwanted entries; or delete and replace entries which need to be shortened (fewer words) or lengthened (more words) to make the entries unique.
5. Remember to delete a word for which you generated concordance files, if you decide to use one of the concordance files to merge with another concordance file.
6. Note: The Java Apache POI XWPF utilities being used to write MS Word .docx documents appear not to handle case-sensitive file names correctly[footnoteRef:6]. For example, if you generate a word pair report for a word like ‘fool’, the generated file name will include the word ‘fool’ as it appears, with a lowercase ‘f’ in the name. Likewise, if you generate a file for the word ‘Fool’, the file name will include the word with an uppercase letter. However, if you generate the files, one immediately after the other, the second instance will overwrite the first but not change the file name. To get around this, generate the first file and rename it in Windows, and then generate the second file. [6:  At least, I haven’t been able to find any documentation on how to maintain case-sensitive file names.] 


[bookmark: _Toc152644705]Delete Word

1. Click the Delete Word button to delete a highlighted word.

[bookmark: _Toc152644706]Guidance 

1. You cannot delete a word for which you have already generated concordance entries (left or right) in the lower display area. These words are already marked for deletion when you generate a concordance file.

[bookmark: _Toc152644707]Save Mult-word Concordance(s)

1. Click the Save Multi-word Concordance(s) button to create a new concordance file (or files).
2. Indicate whether the concordance file will be used as the only index in your word document. 
3. Enter a name for the concordance file if you wish to have it named differently from the default name, when presented with the following:

[image: ]

4. Indicate whether the concordance file will be used as the only index in your word document, when presented with this message:

[image: ]

a. When an MS Word document will contain more than one index, the concordance files generated by this application include codes (in this case, ~SU~) that are appended to the index entry value. These codes will be used when the concordance file is loaded into MS Word, to make the indexes unique. See the section of this document, Creating Multiple Indexes from Concordance Files in an MS Word Document, for an explanation of how the codes included in concordance files are applied when multiple concordances are loaded into an MS Word document to create separate indexes.
b. A message will be displayed indicating that the concordance file has been created successfully.

[image: ]

5. The following message will the appear:

[image: ]

a. Enter a name of the revised concordance file. 
b. You can choose to overwrite the original concordance file that you loaded by entering that file’s name.

6. The following message will then appear:

[image: ]

a. Enter a name for a file that will be written which will contain a list of the words that have been removed from your original concordance file. 

[bookmark: _Toc152644708]Guidance

1. It is assumed that after you have created multi-word concordance entries you would not want to index also the original single word as it would create ‘false positives’ in your index. For example, if the original word you had in your single-word concordance file was ‘Franklin’ and you had created multi-word entries for ‘Benjamin Franklin’ and ‘Franklin Expedition’ you would not also index ‘Franklin’. However, there may be instances where you need to review the list of words removed from the concordance file so that you can include them in a concordance file, using the Edit Concordance File function to add them with surrounding words to make unique index entries.
2. You may choose to cancel the generation of the file containing the list of words removed from the original concordance file if you are certain that there are no words that you may want to include in a concordance file.

[bookmark: _Toc152644709]Save Input Concordance

1. Click the Save Input Concordance button to save additions or deletions made to your input file. 

[bookmark: _Toc152644710]Guidance

1. You can over-write the original input file or use a different file name, to create a working copy of the file.

[bookmark: _Toc152644711]Test for Word in Main Concordance 

This feature can be used to determine if a word to the right or left of a word displayed in the upper table has already been used in a concordance (Main Concordance) to which the multi-word instances will be added. For example, if you had clicked on the word ‘social’ in the upper table, instances of the word in context would be displayed in the lower table. Assume that you wanted to select ‘social justice’ and ‘social status’, you could put a ‘1’ in the R column on the appropriate rows. However, you think that you have already processed the word ‘justice’ and have included it in the main concordance. You can use this feature to determine if ‘justice’ has been used, and in what context.

1. Click the Open Main Concordance button and select the concordance file.

[image: A picture containing text
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a. You will be notified once the concordance has been loaded.
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2. Select Word or Index Entry

[image: Text

Description automatically generated]

3. Enter the word ‘justice’ and click Enter.

[image: Table

Description automatically generated with medium confidence]

a. If the Word radio button is selected: all multi-word uses of the word ‘justice’ will be displayed, along with their assigned Index Entry, displayed in the square brackets to the right.
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b. If the Index Entry radio button is selected: all the Index Entries which contain the word will be displayed, along with the word pairs.

[image: Graphical user interface, text, application
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[bookmark: _Toc152644712]Guidance 

1. In the example below, you can see instances of the word ‘social’ appearing with other words. 

[image: Text
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2. This displays the same information as is shown in Edit Concordance File display.

[image: Table

Description automatically generated]

[bookmark: _Toc152644713]Return

1. Close the Create a Multi-Word Concordance File function by clicking the Return button.


[bookmark: _Toc152644714]Edit Concordance File

1. Click the MS Word Concordance.exe file icon.
2. Click the Edit Concordance File button on the main menu.
a. The following window will be displayed:
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[bookmark: _Toc152644715]Open Word Document

1. Click the Open Word Document button.
2. Select the MS Word .docx document for which you have generated a draft concordance file, using the file picker. 
a. A message will be displayed in the middle of the window, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644716]Load Concordance

1. Click the Load Concordance button.
2. Select the MS Word .docx file containing a concordance file, using the file picker. 
a. A message will be displayed in the middle of the window, once processing is complete, like this:

[image: ]

[bookmark: _Toc152644717]Guidance

1. You should only load a concordance file that was generated (recently) by this function or one of the other functions in this application (Concordance Word Selector, Select Numbers, or Multi-Word Concordance). This is to ensure that the displayed words are found in the document so that their context usage can be displayed. If you have changed your master MS Word document since the concordance file was generated, there may be inconsistencies.
2. If you attempt to load a concordance file that was not generated by one of the functions in this application and is not associated with the MS Word document you opened, you will see a message similar to the following:

[image: ]

3. If you receive a message when loading a concordance file, indicating that words in the concordance file are not present, they may be missing from your MS Word document (i.e., you made changes after the concordance file was generated) or they may be included in the stop-word file that you selected and are not included in the display. In the latter case, you can add them to your concordance in this function.
4. You may load multiple concordances (produced for the same MS Word document) to merge them into one concordance file. If you included a word in two concordances, the duplicated entry will be dropped.
a. An (optional) report will be generated listing all the words that were added to the list of concordance words from a second (or subsequent) concordance file load. For an example of how to use this report see Example 2: Using the Added Concordance Word Report section, below.

[bookmark: _Toc152644718]Display Words

1. Click the Display Words button.
a. The table in the window will be updated and display the first twenty words (in alpha-numeric order) in your concordance file.

[image: Graphical user interface

Description automatically generated with low confidence]

b. This table displays:
· The Position (word number) of each word in the list.
· Each word with example instances of its use in context within the MS Word document.
· The number of times (Frequency) each word appears within the MS Word document.
· The associated Index Entry for each word.
· [bookmark: _Hlk66648753]The (alpha-numeric) start position of the words in the list (below the upper display area).
2. Click on a word in the upper display area and the lower display area will be updated to show the word in its context in the MS Word document. Up to 100 examples of the word in its context will be displayed in the lower Word(s) in Context panel.
3. Click on Display Words to advance through the words in your concordance file.
4. Enter a word number (Position) followed by Enter to advance the display to a specific word or to the first word beginning with a letter of the alphabet (as shown below the upper display area).

[image: Graphical user interface
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a. In the example above, the upper display will advance to the first word beginning with the letter ‘h’.
b. You may enter a word (or portion of a word), beginning with an alphabetic character (it may include numeric digits), instead of a word number. For example, in the illustration above, if you entered ‘A’, the display would reposition at row 49. The same feature is available if you have selected Index Entry Sort, but the text you enter will be applied to the Index Entry column instead of to the Word(s) column.

[bookmark: _Toc152644719]Display Paragraph Containing Word

2. Double click on a row in the Word(s) in Context panel and a window will pop up showing the selected word in context within the paragraph.

[image: Graphical user interface, text, application
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[bookmark: _Toc152644720]Caseless Sort

1. Click the Caseless Sort check box to disable the caseless sort, to sort upper-case and lower-case words separately.

[image: ]

a. The (alpha-numeric) start position of the words in the list, will be redisplayed below the words list.

2. Click the Caseless Sort check box to sort words in the display so that upper-case and lower-case words will appear adjacent to one another. 

[image: ]

[bookmark: _Toc152644721]Index Entry Sort

1. Click the Index Entry Sort check box to change the sort order of the words based on the Word(s) column to the Index Entry column.
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2. Click the Display Words button or enter a word position number in the field below the Display Words button to display the words sorted on their index entry value.
a. The (alpha-numeric) start position of the words in the list, based on the Index Entry values, will be redisplayed below the words list.
b. A count of the unique index entries (IE’s) will be appended to the end of the list of start positions.
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c. In the example immediately above, there are 4,054 words to be indexed, which are categorized into the 2,411 index entries which will appear in the MS Word index.
3. Click the Index Entry Sort check box to reset the sort order to display the words on their sorted order in the Word(s) column. 

[bookmark: _Toc152644722]Frequency Sort

1. Click the Frequency Sort check box to change the sort order of the words to the Frequency column.
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2. When you click the Display Words button or enter a word position number in the field below the Display Words button, the words will appear sorted on their frequency value (largest to smallest).
3. Click the Frequency Sort check box to reset the sort order to display the words on their sorted order in the Word(s) column. 

[bookmark: _Toc152644723]Auto Re-sort 

1. Click the Auto Re-sort check box to change the redisplay of the words after changes have been made to an index entry.
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2. Click the Auto Re-sort check box to disable automatic re-sorting of the words.

[bookmark: _Toc152644724]Guidance 

1. The default settings are caseless sort and auto re-sort, when the words. 
2. Disable the auto re-sort feature if you want to see changes to index entries you are working on and are using the index entry sort. This will prevent changed index entry values from being moved to a new position. It will also enable you to work more quickly if you have a large number of words, since resorting will not take place until you re-enable the Auto Re-sort or change the sort order.  
3. If a word is included with both a singular and a possessive (i.e., ending with, “’s”) form in a concordance file, both the word in the singular and possessive will be shown in the context display for the singular occurrence. For example, “Adam” and “Adam’s” will both be shown in the context display for “Adam”, like this: “<<Adam>>” and “<<Adam>>’s”.
4. If you made changes to your MS Word document since you generated the concordance file and deleted or changed (e.g., to correct spelling) a word that was included in the concordance file, you may see a message like this:
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5. Tabs and paragraph marks in table rows in your MS Word document are replaced with pipes (i.e., ‘|’) so that they are visible in the context display, as in this example:

[image: ]

6. When words are sorted on Frequency, information about the number of words with a particular frequency and the first position of words with that frequency is displayed. In the example below, there are 1094 words with a frequency of 1, and they begin at position 1; there are 30 words with a frequency between 51 and 100, and they begin at position 2681.

[image: ]

[bookmark: _Toc152644725]Add Word(s)

1. Enter a word (or words) that you wish to add to your concordance file, followed by Enter. 
a. The example below shows the word ‘veneration’ being added.
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b. The following message will be displayed:
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2. Click on Display Words.
a. The position information will be updated, as in this example:
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b. Since the word added was in the MS Word document, the updated display indicates that it appears twice in the document.

[image: ]

c. And its usage in context can be displayed.

[image: ] 

[bookmark: _Toc152644726]Guidance 

1. You can add pairs of words, for example, ‘Westminster Confession’ was added: 

[image: ]
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a. The words will appear in the list (with Frequency and Word in Context) when this list of words is redisplayed.

[image: Table
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b. If you enter multiple words, the text string must be an exact match to what is in your MS Word document, or it will not be found in the document for indexing. For example, ‘Tishri Ethanim’ is not found in the document:

[image: ]

However, ‘Tishri/Ethanim’ is:

[image: ]

2. Watch for the use of apostrophes. If you attempt to add ‘New Year’s Day’, it is not the same as ‘New Year's Day’. In these examples, the first has a smart quote, the second has a keyboard apostrophe.
3. The Concordance Word Selector function in this application excludes apostrophes from the words which you can select for indexing because MS Word does not index words in a concordance file that contain apostrophes or quotations marks.[footnoteRef:7] Nevertheless, it is possible for you to include an apostrophe in a multi-word string using this function. However, MS Word will not index your multi-word entry if an apostrophe occurs in the first word in a multi-word entry. A work-around for this anomaly in MS Word, is to include a word (or words) which do not contain an apostrophe before the words to be indexed. For example, if you wish to index: [7:  Concordance file for indexing using text within quotation marks - Microsoft Community] 

a. ‘Handel’s Messiah’, include a word (or words) preceding the ‘Handel’s’ such as ‘a choir singing Handel’s Messiah’
b. ‘Valentine’s Day’, include a word (or words) preceeding the ‘Valentine’s’ such as ‘on Valentine’s Day’.
4. Since MS Word does not index strings which include an apostrophe or a parenthesis in the first word of the string. An edit has been incorporated into this function to catch this occurrence and this function will not generate the term to be indexed.
5. If you attempt to add a word to the concordance file that is not found in your MS Word document, a message like the following will be displayed:
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6. You cannot enter a text string that contains a caret or a hat symbol (‘^’). The hat symbol is reserved in this application as a delimiter for sorting and concordance file generation.
7. You will receive an error message if you attempt to add words that already appear within existing concordance strings (words). For example, if you had identified a word to be indexed such as ‘atoms’ you cannot then add ‘carbon atoms’ because MS Word cannot apply an index field code to the word ‘carbon atoms’ when it has already applied a field code to the word ‘atoms’.

[image: ]

a. You may have to apply a degree of creativity for selecting unique strings to index. For example, you might select the words ‘egg deposits’ (if that is in the text of the MS Word document and only applies to dinosaurs) and assign an index entry of ‘dinosaur eggs’ to that indexed string. You may have to select nearby words (which don’t include the term you wish to index) to avoid indexing clashes.
	
[bookmark: _Toc152644727]Delete Word

1. Enter the number (from the Position column in the upper display area) of the word that you wish to delete from your concordance file, followed by Enter.

[image: ]

a. A message like the following will be displayed:

[image: ]

b. Followed by:

[image: ]

2. Click Display Words to refresh the display.
3. Click Undo Delete to undo the most recent deletion.

[image: ]

[bookmark: _Toc152644728]Index Entry

When you assign words to concordance categories (subject, name, multi-word) in the Concordance Word Selector function, the concordance file defaults the index entry to be identical to the single words you identified. In this function, you can change the index entry that will be used by MS Word when it creates an index. For example, assume that you wanted to include ‘Westminster Confession’ and ‘Belgic Confession’ under a common index entry of ‘Confession’, you would update the Index Entry field for each word. In the example below, ‘Westminster Confession’ is being updated.

1. Double click on the field you wish to edit:
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2. Change the text to how you wish the index entry to appear in your word document:

[image: ]

a. In the example above (with the colon following the word ‘Confession’), the MS Word indexer will place the word ‘Westminster Confession’ under ‘Confession’, with a sub-entry for ‘Westminster Confession’:

[image: ]

[bookmark: _Toc152644729]Guidance 

1. You may include apostrophes in the first word in an index entry.
2. Index entries cannot contain parentheses. Their presence causes MS Word to create incorrect entries. Therefore, before a concordance file is generated, apostrophes are substituted for parentheses.
3. When index entries are generated, they are identical to the words or numbers from which they are created, except when a word or number contains a colon. Colons are replaced with pipes, as in the examples below, since colons are used by the MS Word indexer to identify index entry sub-levels. You need to enter colons explicitly to create sub-levels.
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4. You may create multiple levels of index entries, separated by colons, for example, ‘Food:Fruits:Apple’. However, there can be challenges with getting indexes with multiple levels to format correctly in MS Word. [footnoteRef:8], [footnoteRef:9] [8:  Troubleshooting Those Horrible Microsoft Word Index Problems (tripod.com)]  [9:  Formatting Issues with Indexing Levels.] 

5. There is an edit coded into this application to permit only three levels (i.e., two colons) in an index entry value. This can be overridden by including a file named ‘MSConParameters.txt’ in the same directory as the .exe file for this program. This file should contain a single number in its first row, such as ‘3’ (i.e., three colons and four levels in an index entry). If the file is not present, the default of ‘2’ (i.e., two colons and three levels in an index entry) is applied.
6. [image: ]Word does not always index levels correctly. In the example (below, left), generic references to denominations were associated with an index entry value of ‘Denominations’. However, since there was a sub-level below the term, for some of the denominations, MS Word created separate entries for the generic references. To fix this, generic references need to be assigned a term (e.g., ‘denominations’) at the same level as the specific entries. In this example: 
‘Denominations:denominations’ the indexer places the entries under ‘Denominations’ correctly (as shown below).[footnoteRef:10]  [10:  Note: These two examples, were produced at different times. The latter was produced after the apparent bug in MS Word was discovered, and edit checks added to the application. Thus, the page numbers for the indexed words are not identical.] 


[image: ]









7. Edits (and reports) have been included in this application to help prevent the creation of index entry values that are missing a required sub-level. 

[bookmark: _Toc152644730]Edit Index Entries

This feature allows you to edit a number of (identical) Index Entries at one time.

1. Click on the Edit Index Entries button.

[image: Graphical user interface

Description automatically generated]

2. Enter the exact Index Entry value you wish to modify in the Words to change field (you can use cut and paste) and enter the new Index Entry value in the Change words to field.
 
[image: Graphical user interface, application

Description automatically generated]

3. Click OK and the Index entries will be updated.

[bookmark: _Toc152644731]Guidance

1. This feature is like the Replace feature in MS Word. However, MS Word has challenges managing large tables. 

[bookmark: _Toc152644732]Split

This feature allows you to split a concordance file (or multiple concordance files you may have loaded and are displayed) into two concordance files. 

1. Enter an ‘X’ in the Split column (or double click on the word) for each word you wish to split out. 

[image: ]

2. Click the Save Concordance button.
a. Two files will be generated, with the default file name or a name you select (see Save Concordance, below). Such as the following:

[image: ]

b. One file (P1) will contain the words not marked with an ‘X’, from the original concordance file(s). The second file (P2) will contain the words marked with an ‘X’. The two files will have a prefix added to the name of the file which you entered (or the default). 
 
[image: ][image: ]

c. Click on the X button to right of the Split to clear all pending split markers. 

[image: ]

[bookmark: _Toc152644733]Index Entry Category Words

This feature permits you to maintain a list of words that you may wish to reuse with multiple index entries as a category heading. For example, in the index to this user manual the word ‘Characters’ has been applied as a category heading to a number of other words (e.g., ‘brackets ’, ‘Em Dash ’, etc.). Maintaining a list of category headings will reduce the effort required for assigning words to index category headings. You may create your own files of category headings for different knowledge domains and reuse them.
[image: ]
1. If you already have a file of index entry category words (created by this function), click the Display Index Entry Category Words button. You will be given the option of selecting your own word list file using the file picker. 
[image: ]






a. The words will be presented in alphabetic order with a numbered sequence.
2. If you do not have an existing file, you may create one by entering words followed by Enter, in the Add Index Entry Category Word field. 
3. Enter a word number in the Delete Index Entry Category Word field and click Enter, to delete a word from the word list. 
4. Click the Display Index Entry Category Words button to redisplay words that you are entering or to confirm that the words have been deleted from the list.


5. Click the Save Index Entry Category Words button to save updates to the file. You will be given the option of saving the file with any name that you choose.

[image: Graphical user interface, application
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[bookmark: _Toc152644734]Guidance 

1. You cannot enter a text string that contains a caret or a hat symbol (‘^’). The hat symbol is reserved in this application as a delimiter for sorting and concordance file generation.

[bookmark: _Toc152644735]Apply Index Entry Category Word

1. Enter a word number from the index entry category list, in the left-hand field, followed by Enter.

[image: ]

a. Ensure that a red * appears to the right of the entry field.
2. Enter the position number of the word(s) in the concordance word list display to which you wish to apply the index entry category followed by Enter.
a. When you redisplay the list of concordance words, the index entry category will have been added, such as in this example:

[image: ]

[bookmark: _Toc152644736]Guidance 

1. Separate entries with semicolons and hyphens (e.g., ‘100; 101; 105-110’).
2. The paste functionality is disabled in the field in which position numbers are entered.
4. You may create multiple levels of index entries, separated by colons. However, as noted previously, there can be challenges with getting indexes with multiple levels to format correctly in MS Word. [See, the guidance in the Index Entry section above for more details.]

[bookmark: _Toc152644737]Add Stop-Word (s)

1. Enter the position numbers of words (separated by semicolons) that you wish to have added to the stop-word file, followed by Enter.

[image: ]

a. You will be asked to confirm which stop-word file you wish to use.

[image: ]

b. If you enter Yes, a file picker will be displayed from which you may select a stop-word Word .docx file containing your stop-words. Click the No button if you wish to update the default stop-word file that was provided with this application.
c. If you do not select a custom stop-word file, the default file will be updated.

[image: ]

[bookmark: _Toc152644738]Save Concordance

1. Click the Save Concordance button to save changes you have made to your concordance file.
2. Indicate whether the concordance file will be used as the only index in your word document, when presented with this message:

[image: ]

b. When an MS Word document will contain more than one index, the concordance files generated by this application include codes (in this case, ~UC~) that are appended to the index entry value. These codes will be used when the concordance file is loaded into MS Word, to make the indexes unique. See the section of this document, Creating Multiple Indexes from Concordance Files in an MS Word Document, for an explanation of how the codes included in concordance files are applied when multiple concordances are loaded into an MS Word document to create separate indexes.
3. Enter a name for the concordance file if you wish to have it named differently from the default name, when presented with the following:
a. The default will write to a file named ‘UpdatedConcordance’. This is to prevent you from mistakenly over-writing the concordance file you used as input. However, you may change the file name to over-write your input concordance file if you wish.

[image: ]

b. A message will be displayed indicating that the concordance file has been created successfully. 

[image: ]

[bookmark: _Toc152644739]Word(s) Context Report

1. [bookmark: _Hlk69881985]Click the Word(s) Context Report button to generate a report containing a selected word or all words, as each word appears in context in the word document. 
2. You will be presented with the option to produce the report for the currently highlighted word or for all words.

[image: Graphical user interface, application
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3. If you select the all words option ‘No’, enter the number of context entries you wish to have reported (the default is 50 for each word, the maximum is the maximum frequency count of any word in the concordance file), when this message appears; or accept the default. 

[image: ]

a. A message will be displayed below the word table:

[image: ]

4. Enter a name for the report if you wish to have it named differently from the default name, when presented with the following:
a. The default will write to a file named ‘WordsContextReport’. 

[image: ]


b. A message will be displayed indicating that the report has been created successfully. 

[image: ]

c. A report such as the following will have been generated. 

[image: ]

[bookmark: _Toc152644740]Edit Reports

1. Click the Edits Reports button to generate reports containing information about possible indexing issues in MS Word.

[image: ]

2. The following screen will be displayed.
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3. Select the reports you wish to have generated by entering a ‘Y’.

[bookmark: _Toc152644741]Words Within MS Words report

It appears that there is a bug[footnoteRef:11] in the MS Word indexer. At times, MS Word mistakenly creates an index entry for words embedded within other words (e.g., including an index entry on the letters ‘hat’ embedded within ‘that’ if your indexed word is ‘hat’). So far, a pattern for when this occurs has not been identifiable.  [11:  I submitted a bug report to Microsoft on 2021-03-11. I indicated that this bug makes the generated index unreliable. Hopefully, someday, Microsoft will address this problem and a fix will appear in a future release of MS Word. As of 2023-02, this aggravating bug is still occurring.] 


1. When there are occurrences of words embedded within other words in your document, the following message will be displayed, and a report file generated. 

[image: ]

a. You may accept the default file name, enter your own file name, or cancel the generation of this report.
b. A report similar to the following will be generated. 

[image: ]
Guidance
1. You may want to compare the words in the report against your Word index to ensure that the index has indexed your entries correctly. The Visual Coverage Report may help you make the assessment.
2. The report excludes words which, if mistakenly indexed by MS Word, would likely not be an issue. For example, it excludes words which are singular but could be mistakenly matched by the MS Word indexer against a word with a plural ending (e.g., ‘s’). Other endings that will prevent a word from appearing in this report, include, ‘ity’, ‘red’, ‘ten’ ‘ally’, ‘ness’—about 40 endings are used to exclude words from this report.
3. A possible workaround for this problem is to include another word with the word to be indexed, for example, to use ‘a hat‘ instead of ‘hat’ (from the example above), as has been done in this document to prevent false positives. However, this is not ideal and causes extra work.
4. Click Cancel, if you do not want this report generated. 

[bookmark: _Toc152644742]Strings Within Strings report

Word does not index strings (words) that are contained within other concordance strings, for example, you may not be able to index the words ‘dinosaur’ and ‘dinosaur egg’, since MS Word cannot create two index entries in a single location (i.e., on the word ‘dinosaur’). In this example, ‘dinosaur egg’ might not appear in the index since the word ‘dinosaur’ could already have been identified as an indexed word—unless ‘dinosaur’ appeared earlier in the same paragraph, since MS Word indexes only the first occurrence of a word in a paragraph. 

To assist you in limiting the occurrence of strings within strings (e.g., ‘dinosaur’ within ‘dinosaur egg’) the Edit Concordance File function:
· Prevents you from adding a string (or word) to be indexed that is contained within another index string, when you use the Add Word(s) feature.
· Produces a string-within-string report (if any exist) when you generate a concordance file. 

1. Once processing is complete, you will receive the following message:

[image: ]

2. A report consisting of two parts will be generated.

a.  Part 1 will include information such as the following: 

Strings within one another: Jupiter, Venus [Planets:Jupiter & Venus] || Venus [Venus]
Strings within one another: Venus and [Planets:Venus] || Venus [Venus]
Strings within one another: Venus as [Roman gods:Venus] || Venus [Venus]
Strings within one another: Venus cause [Planets:Venus] || Venus [Venus]
Strings within one another: Venus de Milo [Venus de Milo] || Venus [Venus]

b. In the example above the word ‘Venus’ overlaps with a number of other words to be indexed. The word ‘Venus’ was not specific enough, since it could be part of the name of a statue, a reference to a Roman goddess, and a reference to the planet. Thus, additional words were used to uniquely specify each of the instances so that they could be assigned to different index entry categories. In this instance the word ‘Venus’ had not yet been deleted from the list of concordance words. Once it was deleted, the entries above containing ‘Venus’ no longer appeared in the report.

c. Part 2 will include information such as the following: 

[image: ]

d. In the example above, only one of the strings “private individuals. For” and “wealth from private” will be indexed by MS Word.
	
Guidance

1. The report includes in “[ ]” the associated Index entries so that you may choose which index word(s) to keep. 
2. Part 2 of this report compares every concordance word with every other and determines if the two words overlap in a paragraph. 
3. You should load any specialized concordances (e.g., name and subject) together and save them as a temporary concordance file. This will identify any potential strings that may not be indexed correctly because they are parts of other strings that will be marked as indexed words by MS Word.
4. You may have to apply a degree of creativity for selecting unique strings to index. For example, you might select the words ‘egg deposits’ (if that is in the text of the MS Word document and only applies to dinosaurs) and assign an index entry of ‘dinosaur eggs’ to that indexed string. You may have to select nearby words (which don’t include the term you wish to index) to avoid clashes.

[bookmark: _Toc152644743]Potential MS Word Issues report

This report is similar to the Words Within MS Words report. However, it compares a possible overlap between index words, where MS Word might index incorrectly. For example, if you had an index word of ‘bosses demand” from a sentence which reads “... and our bosses demand ...” and another index word of “our boss”, Word could index the red portion using the second index word rather than the first.

Guidance
1. This report compares every index word against all the others and checks to see if the pair of index words could overlap in any paragraph in the document. It can require considerable time to run; potentially requiring up to an hour to pass through a large document with many paragraphs and many index words [one document with 320 pages, 3,105 paragraphs, 233,000 words, and 7,660 index words, required 35 minutes to process]. So, it should be run in the background only as final check of your index words. The reason it requires so much processing is because two of your index words which could potentially overlap (as in the example above) may not be in the same paragraph, so the occurrence of each pair of index words must be checked for a possible overlap in every paragraph.  
2. You can review the list produced to see if the MS Word indexer picked up the index words up correctly (e.g., by displaying the field codes or by examining the generated index entries). If not, you can create a new index word entry (e.g., including words to the right or left) which will make the index word unique.
3. Depending on the size of your document, the number of words in your concordance file, and if you have a slow computer, this report could require a significant amount of time to run. If you have the Windows screen saver enabled, and it activates during execution of this report the display of the contents of the Edit Concordance File screen will be blanked out. Nevertheless, this report will successfully complete and will show the results of the execution with a pop-up message. However, you may want to turn off the screen saver before you execute this report, if it will take longer than the time you have set for the screen saver to activate. 

[bookmark: _Toc152644744]Percent Coverage report

This report provides a listing of all paragraphs for which there are no indexed words, or for which the text in the indexed words is less than 2% of the text in the paragraph.

1. You will be asked to confirm which stop-word file you wish to use.

[image: Graphical user interface, application
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a. If you enter Yes, a file picker will be displayed from which you may select a stop-word Word .docx file containing your stop-words. Click the No button if you wish to update the default stop-word file that was provided with this application.
b. If you do not select a custom stop-word file, the default file will be updated.

2. Once processing is complete, you will receive the following message:

[image: Graphical user interface, text, application
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3. The generated report will contain two types of entries, as shown in the example below:

% covered, 0.54%; para. starts with: “Polite. Polite words (Col 4.6) and actions (Gal 5.23; E”.
No indexed words; para. starts with: “There is no other option for accomplishing the same goa”.

Guidance

1. Paragraphs which contain only words found in the stop-word file will not be identified in the report as containing no indexed words.
2. You may change the percent coverage threshold in the ‘MSConParameters.txt’ file.

[bookmark: _Toc152644745]Visual Coverage report 

1. This report highlights (in red) all indexed words (strings) within every paragraph. 
2. The report which is produced is in HTML format and can be viewed in any web browser. 
3. You may use this report to scan for areas within the text which do not have index words covering the content and to identify additional words which you may with to include in the concordance file. 

Guidance

1. All parentheses, angle brackets, square brackets and other non-alphanumeric reserved characters have been replaced with pipes to avoid issues with HTML.
2. When Word documents are loaded, the main text is loaded first, then the text in tables is loaded. This text will appear at the end of HTML report.
3. Within the HTML text, words within words may be highlighted in red incorrectly (e.g., obedience within disobedience).
4. You may not be able to see Greek or Hebrew text in a browser. The characters may be replaced by a string of ????. The issue appears to be related to how Microsoft deals with UTF-8. You may have to update your version of the Java runtime environment (JRE). You may also have to use Settings  Time & Language  Language & Region  Administrative language settings  Administrative  Change system locale, and click on Beta: Use Unicode UTF-8 for worldwide language Support.

[image: A screenshot of a computer
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[bookmark: _Toc152644746]Spell check list of words

Writes an MS Word document called WordsSpellCheck which can be opened in word to check the spelling of words to be indexed and their associated index entries.

[bookmark: _Toc152644747]Edit check on Index Entries

Writes an MS Word document called EditCheckIndexEntries which lists identified errors in Index Entries. 

[bookmark: _Toc152644748]Return

1. Close the Edit Concordance File function by clicking the Return button.

[bookmark: _Toc152644749]Best Practice

A ‘best practice’ is to work through a list of identified candidate words (e.g., subjects) for a particular MS Word document, created using the Concordance Word Selector, Select Numbers, or Create a Multi-Word Concordance File functions, in a series of steps:
1. Identify high frequency words that you will not include in your index (using the Frequency Sort) and delete them (and, optionally, add them to the stop-word file).
2. Work through the list of words in your document, with multiple passes:
2.1. Assign words to index categories, using the Index Entry column; mark completed words with a prefix (e.g., ‘Z|’ or ‘0|’).
2.2. Mark words to be processed through the Create a Multi-Word Concordance File function with a prefix (e.g., ‘M|’) in the Index Entry column.
3. Once all words have been marked with a prefix, split the file by marking all words prefixed with one of the terms (e.g., ‘M|’). Split it a second time, for the second prefix.
4. Use the Remove Index Entry Prefix feature to replace prefixes with nothing. Enter a prefix (such as ‘Z|’) in the field and click Enter. Make sure to save your concordance file after you have removed the prefix.
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Description automatically generated]

5. Process the words which need to be refined to make unique entries in the Create a Multi-Word Concordance File function.
6. Reload the MS Word document and merge the concordance files to create a single (e.g., subjects) concordance file.
7. Test your index(es) on a copy of your MS Word document. Don’t insert an index into your master document, until you are satisfied with your list of concordance words to be indexed, or you may have to use the edit feature in MS Word to remove the field codes that identify indexed words.
8. Keep (dated) backup copies of your concordance and stop-word files in case you overwrite a file by mistake. 

[bookmark: _Toc152644750]Edit Stop-Word File

1. Click the MS Word Concordance.exe file icon.
2. Click the Edit Stop-Word File button on the main menu.
a. The following window will be displayed:

[image: ]

[bookmark: _Toc152644751]Display Stop Words

1. Click the Display Stop Words button. 
a. The following message will be displayed:

[image: ]

2. Click the Yes button if you wish to edit a custom stop-word file. A file picker will be displayed from which you may select a stop-word Word .docx file containing your stop words. Click the No button if you wish to update the default stop-word file that was provided with this application.
a. The display area will be populated with a list of stop-words, such as the following:

[image: ]

b. You may scroll through the list, using the scroll bar to the right.

[bookmark: _Toc152644752]Update Stop Words

1. Enter words that you wish to add to your stop-word file. Separate the words with semicolons.
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2. Enter the numbers of the words that you wish to delete from your stop-word file. Separate the numbers with semicolons.

[image: ]

3. Click the Update Stop-Words button to add words to the list or to delete words.
4. Click the Display Stop-Words button to refresh the display of words, to verify that the changes you have made have been incorporated into the stop-word list.

[bookmark: _Toc152644753]Guidance 

1. Additions and deletions must be performed as separate actions; otherwise, you will receive this message:

[image: ]

2. You may make multiple sets of updates and save the file multiple times before exiting the function.
3. Your stop-word file will not be updated until you click the Save File Changes button.

[bookmark: _Toc152644754]Merge Files

1. Click Merge Files check box if you wish to merge two stop-word files, before clicking the Display Stop-Words button to open the second (or subsequent) stop-word file.

[image: ]

[bookmark: _Toc152644755]Guidance 

1. Duplicate entries encountered during the merge action will be deleted.
2. You may merge more than two stop-word files. However, you must click the Merge Files check box before opening each additional file.

[bookmark: _Toc152644756]Save File Changes

1. Click the Save File Changes button to update your stop-word file.
2. Enter a name for the stop-word file if you wish to have it named differently from the default name, when presented with the following: 

[image: ]

a. The following message will be displayed, confirming that the updates have been made to the file with the name you provided or to the default file.

[image: ]

[bookmark: _Toc152644757]Return

1. Close the Edit Stop-Word File function by clicking the Return button.

[bookmark: _Toc152644758]Guidance

1. A default stop-word file is supplied with this application. 
2. It is not necessary to have a stop-word file to use this application. The ~20 most common words in English are included in the application and they will be applied should this function not find a stop-word file. Any additional words identified for inclusion in the stop-word file will be added to those ~20 words and a new or replacement stop-word file generated.
3. A stop-word list is case sensitive, so you should enter all instances of a word (for example, ‘and’ and ‘And’) that you wish to add or delete.
4. Stop-words are single words. Strings like ‘1 Cor’ will be ignored as candidate index words only if ‘1’ and ‘Cor’ are in the stop-word file. However, stop words can be hyphenated words.
5. Stop-words do not include apostrophes. For example, ‘Year’s’ or ‘Year's’ (the first example has a smart quote, the second has a keyboard apostrophe) do not need to be added. Only ‘Year’ needs to be in your file if you wish to exclude ‘Year’, ‘Year’s’, and ‘Year's’ from an index.
6. You may want to maintain different stop-word files for different subject domains. For example, if you were writing about abiogenesis, you might want to include the word ‘God’ in your index. However, if you were writing a theological treatise, the word ‘God’ would be so frequent that you would not want to include it in your index. Similarly, if you were writing on a topic related to the Adam found in Genesis 1-5, you might add ‘Adam’ to a stop-word file. However, if you were writing on a topic related to 1 Corinthians 15, you would probably want to include ‘Adam’ in your index for that document and would not include it in a stop-word file. Likewise, if you were writing about the atomic elements and you wanted the symbols (e.g., B, C, H, He, etc.) to appear in your concordance file, you would have to remove them from your stop-word file.
7. [image: ]Stop-word files should be maintained by this function, to ensure that they are kept ‘clean’. There are different ASCII codes for a line feed, return, and enter. They may appear to be the same as this symbol is displayed for all of them in an MS Word document, but they are not the same. You cannot add words to a stop-word file using MS Word . This application will not recognize the added lines.
8. Stop-word files should contain a ‘-‘ (keyboard hyphen)—usually in the first position. This character is used in the Concordance Word Selector and in this function as a reserved character. You cannot delete the character using this function. 
9. To create an empty stop-word file, you can copy a stop-word file and save it with an ‘empty’ name, and then delete the words in the file. You can delete the words using MS Word  or this function. However, you can also create the file with the following steps:
9.1. Create a copy of the DefaultStopWordFile.docx file.
9.2. Load any (small) MS Word document into the Concordance Word Selector. 
9.3. When asked if you wish to use your own stop-word file, click Yes. However, instead of selecting a file, click Cancel. The Concordance Word Selector will default to using the ~20 built-in words. 
9.4. Select any single word in the Concordance Word Selector and mark it for addition to the stop-word file. 
9.5. Click Update Stop-Word File. A file called ‘DefaultStopWordFile.docx’ file will be generated, with the list of ~20 built-in words and the one word you selected to add.
9.6. Use this Edit Concordance File function, select the DefaultStopWordFile.docx file, and delete the words in the file.
9.7. Save the file with a unique name (e.g., ‘EmptyStopWordFile’). It will contain only a single ‘-‘. [A copy of this file is included in the .zip file for this application.]
9.8. Restore the original DefaultStopWordFile.docx file.


[bookmark: _Toc152644759]Bible References Concordance Generator

This is a specialized concordance generator that processes an MS Word document to identify Bible chapter and verse references and produce a concordance file which can be added to an MS Word document. You can use this function independently of the other functions within this application.

1. Click the MS Word Concordance.exe file icon.
2. Click the Bible Reference Concordance button on the main menu.
a. The following window will be displayed:
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[bookmark: _Toc152644760]Guidance

1. This function is designed to identify Bible chapter and verse references and produce a concordance file. If you wanted to include an index to occurrences of Bible book names, you could generate a concordance file using the Concordance Word Selector or Create a Multi-Word concordance File using the Add Word(s) feature—as in this example:
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However, if you also wanted to have a Bible chapter and verse references index, you could end up with clashes in your indexes. For example, if you had a reference to ‘Genesis 1:1’ in your text, that reference would be included in a Bible reference concordance file. But if you also had ‘Genesis’ in a separate index, MS Word would not be able to create index entries in two separate indexes. The marking of words with field codes would be processed in the order in which you generated the indexes. A possible work-around is to use abbreviations for all Bible references which are to be include in a Bible reference concordance file (e.g., ‘Gen 1:1’).

[bookmark: _Toc152644761]Open Word Document

1. Click the Open Word Document button.
2. Select the MS Word .docx document for which you wish to generate a Bible Reference concordance, using the file picker. 
a. A message will be displayed at the bottom of the window, once processing is complete. 

[image: ]

[bookmark: _Toc152644762]Generate Concordance

1. [Optional] Click the Include Verses check box at the bottom of the window if you wish to exclude verses from your concordance file and index.
a. The default is to include verses. If you exclude verses, the concordance file will associate references only with the applicable chapter of a Bible book.
2. Indicate whether the concordance file will be used as the only index in your word document, when presented with this message:

[image: ]

a. When an MS Word document will contain more than one index, the concordance files generated by this application include codes (in this case, ~BR~) that are appended to the index entry value. These codes will be used when the concordance file is loaded into MS Word, to make the indexes unique. See the section of this document, Creating Multiple Indexes from Concordance Files in an MS Word Document, for an explanation of how the codes included in concordance files are applied when multiple concordances are loaded into an MS Word document to create separate indexes.
3. Enter a name for the concordance file if you wish to have it named differently from the default name, when presented with the following: 

[image: ]

a. Click OK, to proceed; or Cancel, to stop generating the file.
b. Once processing is complete, the display area will be populated with the list of Bible references generated, and a message will be displayed at the bottom of the window indicating that the concordance file has been generated. 
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c. You will also receive see a pop-up message indicating that the concordance file has been generated with the default file name or the file name you entered.

[image: ] 

[bookmark: _Toc152644763]Display Frequencies 

1. Click the Display Frequencies button, if you wish to see the number of paragraphs which contain each Bible reference found in your MS Word document.
2. Enter a name for the frequencies file if you wish to have it named differently from the default name, when presented with the following: 

[image: ]

a. Click OK, to proceed; or Cancel, to stop generating the file.
b. A message will be displayed indicating that the frequencies file has been created successfully. 

[image: ]

c. Once processing is complete, the display area will be populated with the list of Bible references generated and the number of paragraphs in which the reference occurs (not all occurrences within a paragraph are counted), and a message will be displayed at the bottom of the window indicating that the frequencies have been calculated. 
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[bookmark: _Toc152644764]Display Anomalies 

1. Click the Display Anomalies button.
2. Enter a name for the anomalies file if you wish to have it named differently from the default name, when presented with the following: 
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a. Click OK, to proceed; or Cancel, to stop generating the file.
b. Once processing is complete, the display area will be populated with a list of anomalies, and a message will be displayed at the bottom of the window indicating that the anomalies file has been generated (with the default file name or the file name you provided). In addition, you will receiver confirmation with a popup window, such as this:
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[bookmark: _Toc152644765]Guidance

1. Since MS Word creates index entries on exact matches, you should execute a Replace All on your document and replace all double spaces ‘  ’ with a single space ‘ ’, and save the file, before producing a Bible references concordance file. References identified by this function trim extraneous spaces, and they will not work with the MS Word indexer if there are extra spaces in an occurrence of a reference in your document.
2. Also, replace all Non-breaking spaces with single spaces ‘ ’.
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This will remove pseudo-spaces which could be introduced when you copy a reference (e.g., from a website or from Logos) as in the example below where a pseudo-space occurs between the ‘m’ and the ‘2’.
[image: ]
Alternatively, you can replace all spaces in word with a space. This will remove pseudo-spaces.
3. There appears to be a bug in the Apache POI utility which this application uses for reading MS Word documents. Nonbreaking hyphens are discarded and not replaced with even a blank. You should replace[footnoteRef:12] nonbreaking hyphens in your document with a keyboard ‘-’ or a ‘–’ (En Dash) to ensure that compound references (e.g., ‘Jn 1:1-18’) are picked up correctly. If you do not, you could get a reference such as ‘Jn 1:118’. In this instance, it will be identified in the anomalies report. However, a reference like ‘Jn 3:3-4’ could appear as ‘Jn 3:34’ and will not be flagged as an anomaly. [12:  Replace ... Special ... Nonbreaking Hyphen.] 

4. A reference such as ‘Gen 28:2022’ may appear in the anomalies report. Yet, you cannot find the text when you do a search in your document. This issue is caused by the presence of a nonbreaking hyphen). Search on ‘Gen 28:20-22’ or ‘Gen 28:20’ in MS Word, and type over the character that looks like a standard hyphen with the keyboard hyphen ‘-‘ or one of the dashes supported by MS Word, i.e., ‘–’ (En Dash) or ‘—’ (Em Dash). As noted in the previous point, you should replace all nonbreaking hyphens before generating a concordance file.
5. MS Word creates index entries on exact text matches. For example, ‘Revelation 7:9’, ‘Rev. 7:9’, ‘Rev 7:9’ and ‘Rev 7.9’ would appear as separate index entries. The anomalies report will help you identify these kinds of variations.
6. Use the anomalies report to identify potential issues with Bible references in your document; fix the text in your MS Word document to address the anomalies and regenerate the concordance file. It may require multiple passes to eliminate all the anomalies.
7. This function assumes that Bible references will be formatted like the examples below (using commas to separate verses, semicolons to separate references, and hyphens to indicate a range of verses):
· Genesis 1:1
· Gen. 1:1
· Gen 1.1
· Gen 1:1-5 [hyphen]
· Rom 1.18—32 [Em Dash ]
· Rom 1.18 – 32 [En Dash ]
· Gen 1:1, 2
· Gen 2:9; Gen 3:17, 22, 24; Rev 2:7; Rev 22:2, 14, 19
8. This function supports Roman Numerals for Bible book names (e.g., I John), but does not support chapter or verse references that use Roman Numerals (e.g., ‘iv’).
9. This function recognizes about 700 abbreviation forms for Protestant Bible book names, including those supported by Logos.[footnoteRef:13] If you wish to create index references to books in the Apocrypha, you will have to create a separate concordance file using the Select Numbers or Edit Concordance File functions.  [13:  Bible Book Abbreviations – Logos Help Center] 

10. Anomaly messages that are displayed may vary, depending on the types that have been identified. For example:
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11. This function will not find occurrences of references such as ‘Psalms: 35:1-18, 19-26; 40:14, 15; 55:9,15; 58:6-10’. The string, ‘Psalms:’ is not a standard Bible book reference because of the presence of a colon at the end. Similar situations could arise with ‘Psalms—’, ‘Psalms-’, or ‘Psalms, such as:’, etc. It would be difficult to anticipate the possible ways references could be included in a document. Therefore, if you wish to have entries such as these added to the concordance file and index, change the text in your document to ‘Psalms 35:1-18, 19-26; 40:14, 15; 55:9,15; 58:6-10’ or ‘Psalms (Ps 35:1-18, 19-26; Ps 40:14, 15; Ps 55:9,15; Ps 58:6-10)’. The latter is better, since each Psalm reference will be indexed separately.
12. Multi-part references will be indexed by MS Word only under the first chapter/verse. For example, ‘(Rev 10:10-15, 19; 20:12)’ will be indexed only under chapter 10. It would not be possible for this concordance generating function or MS Word to differentiate a string like ‘20:12’ and associate it with a particular book of the Bible, since a number of books have 20 chapters. If you want the parts indexed individually, then revise your text to read like this: ‘(Rev 10:10-15, 19; Rev 20:12)’. If you have multiple references to verses in a book with only one chapter (e.g., 1 Jn 3, 5, 7) the reference will be indexed by MS Word, under the first verse. If you wish to have separate entries in the index, you need to separate the parts in your document (e.g., ‘1 Jn 3; 1 Jn 5; 1 Jn 7’).
13. Possible references, with a digit (or, an ‘e.g.,’) after a left parenthesis such as the following ‘(10:8; 13:10; 1 Cor 3:9; 8:1; 10:23; 14:3-5, 12, 17, 26)’ or ‘(e.g., 10:8; 13:10; 1 Cor 3:9; 8:1; 10:23; 14:3-5, 12, 17, 26)’ will be identified as anomalies, but index entries will not be created for the entries without a Bible book name or book abbreviation. If you wish to have references indexed correctly, the best way to ensure that all references are indexed is to be explicit, like this: ‘(2 Cor 10:8; 2 Cor 13:10; 1 Cor 3:9; 1 Cor 8:1; 1 Cor 10:23; 1 Cor 14:3-5, 12, 17, 26)’. 
14. The anomalies parser produces a list of potential Bible references contained within parentheses for your consideration. However, by default, the parser does not identify numbers within parentheses that are probably only references to verses—e.g., ‘(2, 4-6)’. Once you have examined these instances, you can change them so that they are invisible to the anomalies parser—for example, ‘(31, compare 29)’  ‘(v. 31, compare with v. 29)’—or change them so that they become visible to the Bible reference parser—e.g., ‘(39-40)’  ‘(Dan 11:39-40)’.
15. A string like, ‘Co. 19’ could be picked up by this function (since ‘Co’ is a Bible book abbreviation). To correct a reference like this, if the text is referring to a company, for example, use alternate brackets (e.g., [ ] or { }), and change the text to ‘Co. [19]’. Most references with the structure ‘(1:22)’ will be treated as if they are Bible references. Therefore, you should probably scan your document for occurrences of ‘(1:’, ‘(2:’, etc. and ensure that they are in fact Bible references. If they are not, you can change them to ‘[1 …’, ‘[2 …’, etc. and they will not be picked up.
16. You should review the generated concordance file to identify anomalies that the parser cannot detect.

[bookmark: _Toc152644766]Patterns 

1. Click the Patterns button to display a list of the Bible book abbreviation and Bible book name patterns that the text parser will use to find Biblical references when processing a document.

[bookmark: _Toc152644767]Return

1. Close the Bible References Concordance Generator function by clicking the Return button.




[bookmark: _Toc152644768]Creating Multiple Indexes from Concordance Files in an MS Word Document

This application supports the generation of multiple concordance files which can be added to an MS Word document to create separate indexes. For example, you might wish to have a Bible references index, a subject index, and a name index. MS Word can support multiple indexes. However, the process of creating separate indexes (from within MS Word itself) or by loading multiple concordance files is not simple.[footnoteRef:14] Before you take the step of creating multiple indexes, determine if this will add value for your readers.  [14:  Index Syntax in Microsoft Word (tripod.com)] 


The following example assumes that you will be creating two indexes—a Bible references index and a general index, using a concordance generated with words assigned to the subject category. You could have created the subject index by identifying words to be indexed and assigning them to the subject category, or you could have merged two indexes using the Edit Concordance File function.

Adding a third or fourth index to an MS Word document follows the same procedure as adding two—which is as follows:

1. Open your MS Word document.
2. Place a section break where you want the index to appear (usually at the end of a document), in the Layout section.
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3. Enter a title (e.g., ‘Bible References’) below the section break.
4. Position your cursor below the title.
5. Click on References (on the ribbon) and Insert Index (in the Index section).
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6. Click on AutoMark…
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7. Open a concordance file you generated with this application.
a. Word will mark all occurrence of the words in the concordance file found in the document.

[image: ]

a. Do not insert the index yet.
8. Open the Replace (on the ribbon) function (in the Editing section)
9. Enter ~BR~ in the Find what: field, and “\f”10 (start at ‘10’ to avoid conflicts with MS Word’s automatic indexing; notice that there is NOT a trailing quotation mark) in the Replace with: field. 
a. The 10 indicates the number of your index.
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10. Click on Replace All.
a. A message will be displayed indicating that the replacements are completed.
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b. The indexed words will now show the field code information replacing the ~BR~ code from the generated concordance file.

[image: ]

11. Position your cursor below the index title.

[image: ]

12. Click on Insert Index again and OK.
a. The following will be displayed:
[image: ] 
13. Click on the No index entries found.
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14. Click on the Toggle Field Codes option. The following will be displayed.
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15. Insert after \c “2”[footnoteRef:15], an \f “10” (notice the trailing ” mark) to match the number that you entered in the earlier Replace with: action. [15:  the \c “2” indicates the number of columns which will appear in your index.] 

16. Toggle back to show the No index entries found.
17. 

18. Click on Update Field and your index will be built:
[image: ]
19. [Optional[footnoteRef:16]] Click on the index entries being displayed to highlight the index: [16:  If you did not include the \c parameter in your index specification.] 
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20. [Optional] Select Columns … Two (or other) in the Layout section.
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21. Place a second section break where you want the second index to appear.
22. Add the title for your second index.
23. Click on References … Insert Index … AutoMark.
24. Select your second concordance file.
a. Word will mark all occurrence of the words in the concordance file found in the document.
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25. Do not insert the index yet.
26. Open the Replace (on the ribbon) function (in the Editing section)
27. Enter ~SU~ (or whatever code was generated by this application) in the ‘Find what:’ field, and “\f”20 (or use a different index number) in the ‘Replace with:’ field. 
a. In this instance, the ‘20’ indicates that it will be the twentieth field code (although, the second index). This is used to avoid any possible clash with other field codes that might be in your document. It may not be the same in your document. You may have to ‘experiment’ a bit to find out which field codes are already being used in your document.
28. Position your cursor below the index title.
29. Click on Insert Index again and OK.
a. The following message is displayed.
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b. Click No.
30. Click on the No index entries found and use the Toggle Field Codes. The following will be displayed:
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a. Insert after the \c “2”, an \f “20”.
b. Make sure that the digits match the digits you used to replace the ~SU~ (i.e., the correct number for your index).
31. Toggle back to the No index entries found.
32. Click on Update Field and your index will be built:
a. Two indexes should now be displayed[footnoteRef:17]: [17:  If you included the \c “2” parameter in your index specification.] 


[image: ]
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33. Hide the filed codes by clicking the button.
34. Click the right mouse button, in the body of each index, and select Update Field to update the page numbers.

[bookmark: _Toc152644769]Guidance

1. Work with a copy of your word document in case you make a mistake. Removing index entries from an MS Word document requires additional effort. However, if you wish to remove all index entries and reload a concordance file:
a. [image: ]Delete the index.
b. Display field codes by clicking the button, in the ribbon in MS Word.
c. Open the Replace function in MS Word, and select Special ... field:
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d. Leave the Replace with: field blank and click the Replace All button:
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2. A concordance file you plan to incorporate into an MS Word document should not be in a OneDrive folder. If it is, you may receive a message from Microsoft Windows indicating that the file is in use by another application. Put the concordance file in a folder on your C: (or other) drive that is not included within the scope of OneDrive. 
3. Ensure that you have created versions of your concordance files that are marked with the codes necessary for use when creating multiple separate indexes in an MS Word document. The codes appended to each index entry in the files should be one of:
· ~SU~ Subject
· ~NM~ Name
· ~MW~ Multi-Word
· ~BR~ Bible References 
· ~UC~ Updated Concordance
· ~NU~ Numbers
and will appear like this, in the Index Entry column in the generated concordance files:
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a. If the codes are missing, you can regenerate the files and select the option to include the codes for multiple indexes, by loading a concordance file into the Edit Concordance File function and saving the concordance again.
4. Concordance files can be merged using the Edit Concordance File function. For example, concordance files containing names produced by the Concordance Word Selector function and by the Create a Multi-Word Concordance File function could be merged to produce a new single concordance file.
5. The “\f”10 (or other) used to replace the concordance code (e.g., ~SU~) must match exactly the replacement. For example, “\f” 10 is not the same as “\f”10. The first instance has a space preceding the 1.
6. If you make multiple changes to the indexes in a document, you may have to increment the field codes (e.g., using “\f” 20 and “\f” 21 or “\f” 30 and “\f” 31). Word appears to ‘remember’ previous field codes that were used in a document to create indexes and seems to get ‘confused’.
7. You may include alphabetic section headers in indexes by adding the term: \h "—A—".[footnoteRef:18] [18:  Field codes: Index field] 






[bookmark: _Toc152644770]Example 1: Refining Indexed Words for Specificity

The name Paul, as an example, is common and could occur in many locations in a document. If you indexed only the word ‘Paul’ and you wanted to refer only to the Apostle Paul, you could get false positives with entries such as ‘Paul Davies’ or ‘Peter, Paul and Mary’. 

If a word for which you want to make specific entries has fewer than 101 occurrences in your document, you can: 
1. Create a temporary concordance file using the Concordance Word Selector function, containing the single words needing refinement.
2. Use the Multi-Word Concordance function and add words to the left or right to create the specific entries:
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3. Generate a concordance file and load it into the Edit Concordance File function to refine the index entries:
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4. Delete the original word(s) that would result in too many entries (in the above example, row 16).
5. Change unique references to the Apostle Paul under an appropriate index entry (or entries), such as the following:
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6. Save the concordance file. The file will contain the revised index entries, like this:
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7. Merge the newly created file with your name (or other) concordance file using the Edit Concordance File function, which supports loading multiple concordance files to be merged.
8. Save the merged file.

Alternatively, if the word you need to refine has only a few instances, you can use the Add Word(s) feature in the Edit Concordance File function to add (you can copy from MS Word and paste them) pairs of words (or more) that will uniquely identify index entries.

Another alternative is to use the Word Pairs report in the Create a Multi-Word Concordance File function. This report produces two outputs. One contains the unique word pairs to the left of the candidate word, and the other the word pairs to the right. You could use one of these generated concordance files and merge it with another concordance file. However, I generally clean up one of the files removing unnecessary specificity (using Word) before loading the concordance file into the Edit Concordance File function to apply index entries. I then merge the clean file with the master concordance file I am creating. 

[bookmark: _Toc152644771]Example 2: Using the Added Concordance Word Report 

I wanted to determine if I had inadvertently excluded words from a concordance file I was building. I did the following:
1. Loaded the master MS Word document into the Concordance Word Selector function, applying the custom stop-word file for that MS Word document.
2. Produced the All Concordance report, obtaining a file, AllConcordance.docx, with all the words not in the stop-word file.
3. Loaded the MS Word document into the Edit Concordance File function.
4. Loaded the concordance file I had been working on into the Edit Concordance File function.
5. Loaded the AllConcordance file I had just generated from the Concordance Word Selector fuction and produced the WordsAdded report. This report listed all the:
a. Words added. These were the words that I had possibly inadvertently deleted and had potentially missed including in the concordance file.
b. Duplicate words. These were the words which I already had included in the concordance file.
6. I did NOT save the concordance file with the words added.
7. I reviewed the list of words added to determine if I may have deleted any by mistake during an earlier iteration of working on the concordance file.
8. 

[bookmark: _Toc152644772]Example 3: Applying the Concordance Generator for Research

When I was preaching a series of sermons on Hebrews, I noted a number of places in the text where it appeared that Paul could have been the author. While doing research into the question of who wrote the book, I read an article[footnoteRef:19] in which the author claimed that there were 150 words unique to Hebrews. Our immediate responses when we see a number like this ‘thrown out’ should be: 1) look for validation (fact check!), and 2) ask, “Relative to what?” I ran the Concordance Word Selector function against an MS Word document containing the Greek text of the NT[footnoteRef:20], from which I have removed all the diacritical marks, and changed uppercase letters into lowercase letters, that would have made words ‘different’. [19:  Who Wrote the Book of Hebrews? | Zondervan Academic]  [20:  Nestle, E., Nestle, E., Aland, B., Aland, K., Karavidopoulos, J., Martini, C. M., & Metzger, B. M. (1993). The Greek New Testament (27th ed.). Stuttgart: Deutsche Bibelgesellschaft.] 


I set up a separate Greek stop-word file, initially populating it with common Greek words. This file is bundled with the application, should you wish to use it as a starting point for your own analysis.

The function identified over 17,000 unique words in the NT. Of course, ‘words’ used in the NT includes all the different forms of words (plurals, cases, etc.). However, the author of the piece I had read, said ‘words’ and did not specify if ‘lemmas’ or ‘root words’ (which is roughly 5,500) used in the Greek NT was intended. 

I then sorted the words on ‘Frequency (9-1)’; merely to see what words were very common and could be possible candidates for addition to a permanent Greek stop-word file:

[image: ]

I added all words with a frequency of greater than 1, to a temporary stop-word file.

[image: ]
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I re-ran the Concordance Word Selector function against the MS Word document containing the Greek text of the NT and identified all the words with a frequency of 1 in the NT text file—9,757 words.

I then produced an ‘All Concordance’ file:

[image: ]

The generated file became the input file for generating the index in the MS Word document containing the text of the Greek NT. 

[image: ]

I copied the generated index and pasted it into Excel, split it into two columns (word and page number), sorted by page number, associated a NT book name (by page number) with each word, and generated a pivot table of word counts by NT book name. The following are the statistics generated from this analysis of the words that occur only once in the NT:

	Book
	Words
	%
	Unique Words
	% of Unique
	% of Text

	Matthew
	18,336
	13.3%
	762
	7.8%
	4.2%

	Mark
	11,300
	8.2%
	510
	5.2%
	4.5%

	Luke
	19,470
	14.1%
	1,297
	13.3%
	6.7%

	John
	15,629
	11.3%
	585
	6.0%
	3.7%

	Acts
	18,447
	13.4%
	1,824
	18.7%
	9.9%

	Romans
	7,109
	5.2%
	560
	5.7%
	7.9%

	1 Corinthians
	6,829
	5.0%
	524
	5.4%
	7.7%

	2 Corinthians
	4,477
	3.2%
	409
	4.2%
	9.1%

	Galatians
	2,230
	1.6%
	182
	1.9%
	8.2%

	Ephesians
	2,422
	1.8%
	164
	1.7%
	6.8%

	Philippians
	1,629
	1.2%
	149
	1.5%
	9.1%

	Colossians
	1,581
	1.1%
	139
	1.4%
	8.8%

	1 Thessalonians
	1,481
	1.1%
	96
	1.0%
	6.5%

	2 Thessalonians
	822
	0.6%
	48
	0.5%
	5.8%

	1 Timothy
	1,590
	1.2%
	236
	2.4%
	14.8%

	2 Timothy
	1,235
	0.9%
	168
	1.7%
	13.6%

	Titus
	659
	0.5%
	98
	1.0%
	14.9%

	Philemon
	324
	0.2%
	22
	0.2%
	6.8%

	Hebrews
	4,953
	3.6%
	631
	6.5%
	12.7%

	James
	1,741
	1.3%
	215
	2.2%
	12.3%

	1 Peter
	1,683
	1.2%
	255
	2.6%
	15.2%

	2 Peter
	1,099
	0.8%
	171
	1.8%
	15.6%

	1 John
	2,141
	1.6%
	57
	0.6%
	2.7%

	2 John
	245
	0.2%
	10
	0.1%
	4.1%

	3 John
	219
	0.2%
	25
	0.3%
	11.4%

	Jude
	461
	0.3%
	64
	0.7%
	13.9%

	Revelation
	9,843
	7.1%
	556
	5.7%
	5.6%

	
	137,955
	100.0%
	9,757
	100.0%
	



The results of this analysis indicate that there are far more than 150 unique words in Hebrews —i.e., words that occur only once in the entire NT text. The data do show that Hebrews contains a higher percentage of the NT’s unique words (6.5%) relative to its proportion of the total words in the NT (3.6%). However, this is to be expected, not necessarily because of a more complex vocabulary, but because of its introduction of a topic (the priesthood of Jesus and his replacement of the OT sacrificial system) that is not addressed in detail in the rest of the NT, and its extensive use of quotations from the OT. However, other books of the NT show higher proportional differences—for example, 1 Timothy and 2 Timothy together contain about 2% of the words in the NT, but about 4% of the unique words. Another consideration is that Hebrews contains a lower percentage of unique words (12.7%) relative to the number of words in the text, than other books such as Paul’s epistles to Timothy (14.8% and 13.6%) and Titus (14.9%) and both of Peter’s epistles (15.2% and 15.6%). Also, the percentage of unique words in Hebrews, relative to the total number of words in the text, is higher than in either of Luke’s writings (Luke and Acts), even though Luke included words not found elsewhere, such as nautical terms. This seems to provide counter evidence to those who argue for Luke’s authorship of Hebrews based on a supposedly more complex vocabulary and grammar than is found in Paul’s epistles. [As an aside, John’s writings, with the exception of 3 John, are among the books with the lowest percentages of unique words, as we might expect since it is often noted that his vocabulary is simple.]

[bookmark: _Toc152644773]Guidance

1. If you use this application for Greek text analysis, MS Word counts in this application may differ from word counts in MS Word. For example, MS Word counts, ‘ἐπακολουθούντων σημείων. ⟧’ as 3 words, whereas this application counts it as 2.
2. Also, be aware that some words appear to be mistakenly identified by the MS Word indexer —10 in total in this analysis. For example, the frequency counter in the Concordance Word Selector function found only one occurrence of the word λαλη, and the word occurs only once in the NT text (using a scan in MS Word). However, the MS Word indexer assigned words containing the word but with different endings. The MS Word indexer appears to be inconsitent, since it did not do this with the words βασταζει and βασταζεις. It may be that MS Word is designed to treat Greek words with different endings as a single word, or there may be a bug in the MS Word indexer. (This problem is addressed in the guidance section of the Edit Concordance File, Save Concordance).
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