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• Place the same value in two different rows, select the two cells, 
and drag the bottom-right corner down as many rows as you 
need that value.



• You may also auto-increment values. Place a value in the top cell, 
increment the next row by 1 (or other pattern), select the two 
cells, and drag them down.



• Add dates using the same 
auto-fill patterns you did 
with numbers, but this 
time make it create a 
normalized version of the 
date in another column.

• Format one column 
to be a human-
readable date, such 
as March 14, 2012. 



• Format a second 
column to be a 
custom date, such as 
yyyymmdd. Make 
sure to copy this 
pattern down all of 
the cells in that 
column.



• Create a formula to populate one 
column with the value of the other. 
Select a cell in the yyyymmdd
column. Type +, then click in the 
March 14, 2012 column, then press 
Tab.

• Be sure to copy this formula all the 
way down the column by selecting 
the first cell, and dragging it down.

• As you type data in the spelled-out 
date column, or do auto-fill if 
there’s a pattern, the normalized 
date will fill in.





• Descriptions usually aren’t patterned, so auto-fill doesn’t help, but 
sometimes it does.



Using Excel as a Mail-Merge data source loses the date formatting 
you worked hard for, so the Word table will be your data source.



Have a Word version of the EAD template ready to go. Copy it to a 
new document that will be associated with your data source.



• Click Select Recipients, and choose your file with the table.

• Click Insert Merge Field 



• Place the fields where you want them in the 
XML.

• You may preview the results, or just Finish & 
Merge.



• Choose to merge all records



Each XML 
segment will be 
on a separate 
page. Find and 
replace all 
section breaks 
(a special 
character).




