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Overview: What's that function?

In this course, you'll learn how to use
VLOOKUP to look up a value you want
to find in an Excel list or table.

Using VLOOKUP is similar to looking up
a person’s name in a telephone book to
get a telephone number. VLOOKUP
looks at a value in one column, and
finds its corresponding value on the
same row in another column.
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Course goals

Enter VLOOKUP arguments in a formula.

Use VLOOKUP to find values in Excel lists or
tables.

Avoid VLOOKUP errors.
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Introduction to VLOOKUP
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Point to the bottom of the video to see the video controls. Drag or point

along the progress bar to move forward or go back.
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How, and when, to use VLOOKUP
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Point to the bottom of the video to see the video controls. Drag or point
along the progress bar to move forward or go back.
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Using more than one spreadsheet with VLOOKUP

@[ﬂ Ly R Rl Using VLOOKUP on more than one spreadsheet.xlsx - Microsoft Excel 'L—"I@' 2 |
Home | Inset  Pagelayout  Formulas  Data  Review  View a o o @ B
1 i Arial v|l10 <A A= -[;J L ;ﬁ General . ﬁ ﬂ !} ;::T':' Ei> ﬂ m
- % elete ~
e G| nm oA e | 5w ) o o G| g O e
Clipboard Font I Alignment 0 Number - Styles Cells Editing
£3 - £ v
4 a | e [ ¢ D) [[Fe-—E— F 6 | w | J K | ¢ M T
1 September 2010 Site Metrics ]
2 Most Acﬁve Pages
4 | 28000546 1,457 170 49.49%
5 28001169 490,190 16.65%
6 28000519 163,540 5.55%
7 28000438 117,360 3.99%
8 28000411 75,060 2.55%
9 28000550 74,880 2.54% =
10 | 28000410 61,950 2.10%
11 28000409 48,400 1.64%
12 | 28000440 33,690 1.14%
13 28000520 29,380 1.00%
14 28000522 27,460 0.93%
15 28000441 24,760 0.84%
16 28000442 23,9500 0.81%
17 | 28000451 20,240 0.69% L]
18 28000443 19,070 0.65%
19 28000437 17,660 0.60%
20| 28000408 16,590 0.56%
21 28000458 15,320 0.52%
2228001191 14,940 0.51%
2328001718 13,870 0.47%
24 28000523 13,650 0.46%
25 28000524 13,630 0.46%
26 23001043 13,450 0.46%
_ZZ_. 11.310 _0.38% '
M4 Nf mvwws Pages . 93 41 Iu
Ready | |EDE 100% @—O—@ !l

Point to the bottom of the video to see the video controls. Drag or point
along the progress bar to move forward or go back.
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Using absolute cell references with VLOOKUP
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Point to the bottom of the video to see the video controls. Drag or point
along the progress bar to move forward or go back.
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Avoiding VLOOKUP errors
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Point to the bottom of the video to see the video controls. Drag or point
along the progress bar to move forward or go back.
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Suggestions for practice

Use VLOOKUP.

Use absolute cell references in a VLOOKUP formula you
copy down a column.

Use a named range in a VLOOKUP formula.
Use VLOOKUP on more than one spreadsheet.
Use VLOOKUP to look up a discount.

Bonus exercise: Create an Excel table.

Online practice (requires Excel 2010)
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http://office.microsoft.com/en-us/excel-help/practice-RZ101862716.aspx?section=7

Test question 1

The lookup_value argument (the value you are searching
for) must be in the leftmost column of your list or table.
(Pick one answer.)

True.

False.
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Test question 1

The lookup_value argument (the value you are searching
for) must be in the leftmost column of your list or table.

Answer:

True.

Excel looks for the lookup_value in the first, or leftmost
column of your list or table. If the lookup_value is in some
other column, VLOOKUP won't work.
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Test question 2

What is the table_array argument? (Pick one answer.)

The lookup table.
Where you want to search.

Both of the above.
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Test question 2

What is the table_array argument?

Answer:

Both of the above.

The table_array argument is also called the lookup table. It's
where you want VLOOKUP to search.
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Test question 3

What is the col_index_num argument? (Pick one answer.)

The column number for your search result column.

The column heading for your search result column.
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Test question 3

What is the col_index_num argument?

Answer:

The column number for your search result column.

You count, starting at one with the leftmost column across
the list or table to get the number of the column that
contains the search result.
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Test question 4

The range_lookup argument is either True, or False. With
False, you get which of the following? (Pick one answer.)

An approximate match.

An exact match.
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Test question 4

The range_lookup argument is either True, or False. With
False, you get which of the following?

Answer:

An exact match.

False is an exact match.
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Test question 5

If your range_lookup argument is True, you need to sort
the leftmost column in ascending order. (Pick one
answetr.)

True.

False.
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Test question 5

If your range_lookup argument is True, you need to sort
the leftmost column in ascending order.

Answer:

True.

Sort the leftmost column in ascending order (or from a
through z), or you may get the wrong results.
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Test question 6

When you use VLOOKUP, you must do which of the
following? (Pick one answer.)

Have a list or table arranged in vertical columns.

Use a lookup_value in the leftmost column of the
lookup table.

Use the column number, counting from the left, that
contains the search result.

Indicate whether the range_lookup is True (approximate)
or False (exact).

All of the above.
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Test question 6

When you use VLOOKUP, you must do which of the
following?

Answer:

All of the above.

Now you know the VLOOKUP essentials!
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Quick Reference Card

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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