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Use Autg:fillESmaiatdy,

 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.
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Excel RemembeirsiEatte s

* 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.
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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 Cells

..........................

Categony:

General
MNumber
currency

Acco untini

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Add ColumhifiomFAnetheidColumn

Sample

Type:

0311412 Y
14-Mar

14-Mar-12

14-Mar-12

Mar-12

March-12

March 14 2012

Locale [location):
English [United States) ~

N

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk [*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Cancel

DAS




erimnalizec Dates

Format Cells 5 .
* Format a second
Mumber  Alignment Font Border Fill Protection
COlumn to be a Category:
custom date, such as | e
yyyymmdd. Make Ao -
. q ime yyyymmdd
sure to copy this :
Fraction e
pattern down all of e e ) 6 sy 52y ()
the cells in that T | | s et e o Sy @)
T #,##0.00_,_* (5,550.00;_(* 77 )_(@)
column. [s-4051dddd, mmmm 3, yyy
5-40%mmmm d (@D
Y L
Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel

DAS




Create Eoymul@

» (reate 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 7
way down the column by selecting @
the first cell, and dragging it down.

Date

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.

D E
Mormal  Description

D E
'Nurmal Description

1,
|+'1_z.
| ]




Adding DatesgisjEasy

A B C D E
Box Folder  Date Mormal  Description
January 1, 1910 19100101
February 1, 1910 19100201
March 1, 1910 15100301
April 1, 1510 19100401
May 1, 1910 195100501
June 1, 1910 19100601
July 1, 1910 15100701
August 1, 1910 19100801
September 1, 1910 195100901
Cctober 1, 19510 15101001
MNovember 1, 1910 19101101
December 1, 1910 19101201
January 1, 1911 19110101
February 1, 1911 19110201
March 1, 1911 195110301
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Now AddRYell
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Date
January 1, 1910
February 1, 1910
March 1, 1910
April 1, 1910
May 1, 1910
June 1, 1910
July 1, 1910
August 1, 1910
September 1, 1910
October 1, 1910
November 1, 1910
December 1, 1910
January 1, 1911
February 1, 1911

Yeschiption

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

D E
Mormal Description
19100101 A-C
19100201 D-F
19100301 G-I
19100401 J-L
19100501 M-O
19100601 P-R
19100701 5-U
19100801 W-X
19100901 ¥-Z
19101001 A-C
19101101 D-F
19101201 G-I
19110101 J-L
19110201 M-O




Copy TahlejteoaWeond

Box
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Date

January 1, 1910
February 1, 1910
March 1, 1910
April 1, 1910

May 1, 1910

June 1, 1910

July 1, 1910
August 1, 1910
September 1, 151p
October 1, 1910
Movember 1, 1910
December 1, 1910

Mormal

15100101
15100201
15100301
19100401
191003501
19100601
19100701
19100801
15100501
15101001
15101101
19101201

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.

Description
A-C
D-F
G5l
L
M-O
P-R
s5-u
W-X
¥-Z
A-C
D-F
&




Create EADEIemplate

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.

<c02 level="file">
<did>
<container type="box" label="BOX"></container>
<container type="folder" label="FOLDER"></container=
<unittitle encodinganalog="title" label="DESCRIPTION"></uniftitle>

<upitdate encodinganalog="date"” normal=""></unildate>
</did=
<lcl2=




Add Menrgejhields

» (lick Select Recipients, and choose your file with the table.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ACROBAT

===l =

 Click Insert Merge Field

MAILINGS RI
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=eting Insert Merge
-ine Field -

te & Insert Fields

) ] o ] Match Fields ) Find Recipient -

Ervelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview . _ Finish &
Merge = Recipients = Recipient List = Merge Fields  Elocl Line Field Update Labels | pecyits Check for Errors Merge

Create Start Mail Merge Write & Insert Fields Preview Results Finish

Merge to
Adaobe PDF

Acrobat




Add Menrgejhields

N
* Place the fields where you want them in the E& Mﬁ'gj

XM |— Merge~ Adobe PDF

L:LD Edit Individual Documents...

. . . e Pr erge to Mew Document (Alt+
« You may preview the results, or just Finish & e e Document A1
Merge.

=ch2 level="file"=

<did>
<container type="box" label="BOX">«Box»</container=
<container type="folder" label="FOLDER">«Folder»</container=
<unittitle encodinganalog="title” label="DESCRIPTION">«Description» </unitfitle >
<upitdate encodinganalog="date” normal="«MNormals">«Dates</unitdate>
</did>| #

</c2=




econds

Merge to Mew Document ? >

Choose to merge all records

O Current record
() Eram: To:

_Dk{ Cancel

02 level="file">
<did>
<container type="box" label="BOX">1</container=
<container type="folder” label="FOLDER">1</container>
<unittitle encodinganalog="title" label="DESCRIPTION">A-C</unititle>
<unitdate encodinganalog="date” normal="19100101">January 1, 1910</unitdate>
</did>
</c02=

DAS



Fach XML

segment will be ot
on a separate
Page. Find and Findwhat |t
replace all
section break
(a special

Replace

Replace with:

<< Less

character).

Search Options

Search: | All
|:| Match case

Find whole w
[ ] Use wildcard
[ ] sounds like |
] Find all word

Replace

Format =

ReplacegSecticn

Paragraph Mark

Tab Character

Any Character

Any Digit

Any Letter

Caret Character

§ Section Character

T Paragraph Character
Column Break

Em Dash e
En Dash

Endnote Mark

Field Replace All Find Mext Cancel

Footnote Mark

Graphic
|:| Match prefix

Manual Line Break
[ Match suffix

Manual Page Break
Monbreaking Hyphen [] Ignore punctuation characters

Monbreaking Space [] Ignaore white-space characters
Optional Hyphen
Section Break

White Space




=c02 level="file">
=did=
A I I D o n e <container type="box" label="BOX">1</container>
f U <container type="folder" label="FOLDER">1</container=
<ynittitle encodinganalog="title” label="DESCRIPTION">A-C</unittitle>
<ypitdate encodinganalog="date” normal="19100101">January 1, 1910</unitdate>
=/did=
=/ch2=

=c02 level="file"=

=did=

<container type="box" label="BOX">1</container>

<container type="folder" label="FOLDER">2</container>

<ynijttitle encodinganalog="title" label="DESCRIPTION"=D-F</unijifitle>

<uniidate encodinganaleg="date” normal="19100201">February 1, 1910</uniidate>
</did>

</c02>
=c02 level="file">
=gid=
<container type="box" label="BOX">1</container=
<container type="folder" label="FOLDER">3<«/container>
<unittitle encodinganalog="title" label="DESCRIPTION">G-l</unittitle=
<unjtdate encodinganalog="date"” normal="19100301">March 1, 1910</unitdate>

</cl2=



