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Here is one process for extracting names and 
towns from genealogical material, such as yizkor 
book translations; creating a name, source, and 
town index in Microsoft Excel; and creating a 
traditional index in Microsoft Word.  

The presentation shows Office 2010 versions of 
Excel and Word, but the process is similar in 
previous versions. 



1. Open the document to be indexed. 
This is a yizkor book translation in Microsoft Word 
2010. 



2. Open Microsoft Excel, and create a worksheet 
as shown here.  

Column headings are Surname, Given Name, Town, 
Source, and Page. 



3. Open the Clipboard in both files.  
The Clipboard is on the “Home” ribbon. 

Click here. 



The Clipboard is on the “Home” ribbon. 

Click here. 



4. In the Word document, select the yizkor book page 
number and use Ctrl-C or the Copy icon on the Home 
ribbon to copy it. It will appear in the Clipboard. 



5. In the Word document, select and copy the names (and 
associated towns) on the yizkor book page, one by one. 
They will appear in the Clipboard in reverse order.  



6. Switch to the Excel document. The Clipboard contains 
the items you copied.  



7. Click in the first cell of the “Page” column. Then click on 
the page number in the Clipboard to paste it into the cell. 



8. Click in the first cell of one of the “Name” columns. 
Then click on a name in the Clipboard to paste it into the 
cell. Continue pasting the rest of the items. 



9. “Clean up” the Excel file by moving the surnames, 
given names, and towns to the proper columns. (Close 
the Clipboard if it’s in the way.)  



10. Add [not given] for surnames or given names that are 
missing. Add towns if they are clear from the text; if not, 
add [not given].  



11. Copy the page number next to each entry. 



12. Go back to the Word file. Clear the Clipboard, and copy 
additional page numbers and names.  



13. Paste the entries into the Excel file, and rearrange as 
necessary.  Continue until all names in the document have 
been added to the Excel file. 



14. In the Excel file, sort the full list of entries by (1) 
surname, (2) given name, and (3) page. 



15. Combine the page numbers for identical entries, and 
delete the duplicate names. 

Before combining 

After combining 



16. Add the agreed-on designation to the Source column. 



Finer Points 

If a person is mentioned in connection with more than 
one town, include an entry for each town. 



Include women’s birth and married names (as shown or 
in another format). The asterisk indicates the married 
name. 

Finer Points 



Finer Points 
Add “see also” cross-references for alternate  spellings of 
names that clearly refer to the same person. 



To convert the index into a Word table, copy all the 
entries, and paste them into a Word document. 



To convert the index into a traditional printed index, first 
make a copy of your index worksheet. 
a. Insert an empty column before the Town column in the 
worksheet. 



b. Click in the second cell in the new column, and type 
this formula: =CONCATENATE(A2&", "&B2) 
Click Enter. 

The surname and given name will be combined, with a 
comma between them. 



c. Copy that cell, and paste it into the rest of the cells 
in the column. 



d. Delete the Town and Source columns. Insert a blank 
column in their place. Click in the second row of that 
column, type the formula =CONCATENATE(C2&", 
"&E2), and press Enter.   



e. Copy the formula into the cells in the rest of column D. 



f. Copy column D. Open a Word document, click Paste, 
and then click “Paste as unformatted text.” You’ll need 
to do some cleanup editing. 
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