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 MS EXCEL FLASH FILL 

INTRODUCTION 
Microsoft Excel 365 is a powerful tool for data manipulation, offering a wide 
range of features to streamline your workflow. One of the most handy tools in 
Excel is Flash Fill. Flash Fill automatically fills in data when it senses a 
pattern, saving you time and reducing the potential for errors. Whether you’re 
splitting names, formatting dates, or rearranging data, Flash Fill can be a 
game-changer for anyone looking to automate repetitive tasks in Excel. 

Step-by-Step Guide to Using Flash Fill in MS Excel 365 

Step 1: Enter the Data 

Open your Excel workbook and navigate to the worksheet where your 
data is stored. 

Enter your data in a column, such as a list of full names in Column A. 

Step 2: Provide an Example of the Desired Output 

In the adjacent column (e.g., Column B), type the desired output in the 
first cell. For instance, if Column A has full names like "John Doe" and 
you want to extract only the first name, type "John" in the first cell of 
Column B. 

Step 3: Activate Flash Fill 

Press Enter after typing the example. Then, click on the next cell in 
Column B (the cell directly below your example). 
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Go to the Data tab on the Excel ribbon. 

Click on the Flash Fill button in the Data Tools group. Alternatively, you 
can press Ctrl + E as a keyboard shortcut. 

Step 4: Review the Results 

Excel will automatically fill the rest of the column based on the pattern 
it recognized from your example. 

Review the filled cells to ensure they match the expected output. 

Step 5: Adjust if Necessary 

If Flash Fill doesn't capture the pattern correctly or misses some 
entries, simply provide additional examples, and repeat the process 
until the desired results are achieved. 

Step 6: Use Flash Fill for Other Tasks 

You can use Flash Fill for various tasks like splitting, concatenating, or 
formatting data. For instance, if you have dates in the format 
"MM/DD/YYYY" and want them as "Month Day, Year", you can use Flash 
Fill to achieve this after providing a sample. 

Step 7: Turn On/Off Flash Fill (Optional) 

If Flash Fill is not working as expected, ensure it is enabled. Go to File > 
Options > Advanced > and under Editing Options, make sure the 
checkbox for "Automatically Flash Fill" is checked. 

Conclusion 

Flash Fill is a simple yet powerful feature in MS Excel 365 that can 
significantly enhance your efficiency when working with data. By recognizing 
patterns and automating data entry, Flash Fill can help you complete tasks 
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faster and with greater accuracy. Whether you are a beginner or an advanced 
Excel user, mastering Flash Fill is a valuable skill that can make your data 
management tasks much easier. 


