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Section 3
Lookup Formulas

L ookup tables provide the ability to quickly reference data stored on a
worksheet in column and row format. Instead of looking through a
three page inventory sheet for prices, lookup formulas allow you to
instantly pull data from an existing list. With lookup formulas, it is
possible to use either range names or range addresses for each
variable. There are two common lookup formulas, VLOOKUP and
HLOOKUP. Data arrangement determines the formula used. If column
headings appear in the first row of thelist, use the VLOOKUP
(vertical lookup) formula. If row headings appear in the first column of
the list, use the HLOOKUP (horizontal lookup) formula. In this
section, al lists are designed with column headings in the first row of
the table so you will apply the VLOOKUP formula.

Assign Range

Names

One way to reference alist in aworksheet isto assign arange name to
the data. In this exercise, you will open the file Supplies Inventory
and assign a range name to the data on the I nventory worksheet. This
name will be used in the lookup formulas to refer to the supplies. In
Excel, arange name must include the column header row associated
with the data.

1. Openthefile SuppliesInventory.

2. Activate the Inventory worksheet and click cell A4.

3. Hold the <Ctrl|> and <Shift> keys down and press <End>.
All cells on the worksheet containing data are selected.

4. Right-click the selected range.

5. Choose Name a Range... from the context menu.
The New Name dialog box appears. The word Code is selected in
the Names: box since that is the text contained in the first cell of
the selected range A4:F14.
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New Name 2] x|
Name: ISupplles
S€0pe: fworkbook =]
Comment: =
o
Refers to: [_jnventoryisasa:sFsi2 =5
oK
Y |

6. Type Supplies.
The text replaces the word Code in the text box.
7. Veify that =Inventory! $A$4: $F$14 appears in the Refersto: text
box.
8. Click [OK].
9. Press<Ctrl> <Home>.
Cell Al is selected.
10. Click the Name box list arrow.
The name Supplies appears in the list.

Name Box — [Tl > (s

Supplies B C
Supplies Inventory
Physical Count

1st Week 2nd Week 3rd Week 4th Week
STR Stretchers 20 20 20 19
CR Crutches 45 35 25 21
Back boards

NN s W N e

11. Click the range name Supplies.

The range A4:F14 is selected.
12. Click asingle cell to deselect the range.
13. Save the file with the new range name.
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Lookup
Formulas

A Lookup Formula uses three or four arguments to complete the
formula. Argumentsin aformula are separated by commas. The syntax
for alookup formulais shown below:

=VLOOKUP(lookup_value, table array, col_index, range_lookup)

lookup_value thecell whichis being compared to the table
table array the entire table or list of information

col_index the column number (NOT the column letter) where
the required datais located within the table

range lookup thisvalueisether TRUE or FALSE. Answering
TRUE will find avalue match if the values arein
alphanumeric order. The FALSE argument will look
for an exact match in the table whether or not the
values are sorted alphanumerically.

In the following exercise, you will create alookup formulato locate a
weekly count from the I nventory worksheet.

Notice that each renewable supply codeislisted in column A of the
RunningSum worksheet. This code will be used for the
lookup_value.

The table Supplies has already been defined on the Inventory
worksheet. Thisisthetable array in the lookup formula.

Quantities are represented by week for each item. The quantities 1%
Week reside in the C column on the I nventory worksheet. Since C is
the third column on the worksheet, the number 3 will comprise the
col_index.

Since the codes are not in alphabetical order in the Suppliestable, the
FAL SE argument will be required to locate the appropriate Quantity.
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Create a Lookup Formula

When you have completed this exercise, the Quantity for Week 1 for
each item will appear on the RunningSum worksheet.

1. Activate the RunningSum worksheet.
2. Select cell C4.
3. Type: =VLOOKUP(
The formula bar activates. The ToolTip prompts for the
lookup_value.
4. Click cell A4.
The formula updates to: =VLOOKUP(A4
5. Type acomma.
6. Pressthe <F3> function key.
The Paste Name dialog box opens.

[otetome ———HIE|

Paste name

7. Select the Paste name: Supplies.

8. Click [OK].
The formula updates to: =VLOOKUP(A4,Supplies

9. Type acomma.

10. Type the number < 3 >. (Thisisthe number for Column C that
contains the quantities for Week 1.)

11. Type acomma.

12. Click to select the option FAL SE.

13. Press <Enter> to complete the formula.
The number 45 appears in the cell.

14. Click the Inventory worksheet and verify that thisis the correct
quantity for stretchers for the 1% week.

15. Save the file with the formula.

16. Copy the formula down to Row 10.
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Edit a Lookup Formula

When you copy the formula down the column, the relative cell
addressing updates the lookup_value cell addresses. When you begin
to copy the formula across the columns for successive weeks, it will be
necessary to create absolute cell addresses for the A column.

1. Click cell C4.
2. Copy the lookup formulato D4.
3. The error message #N/A appearsin cell D4.
Click cell D4 and the information icon for help with the formula.

C D E

1st Week 2nd Week 3rd Week 4th)
o T‘I #N/A

Value Not Available Error

Help on this error
Show Calculation Steps...
Ignore Error

Edit in Formula Bar

Error Checking Options...

4. Double-click cell D4 to edit the formula.
It is apparent that the lookup_value for cell A4 has updated to
B4, creating the error message.
Press the <Esc> key or click the red X on the Formula Bar.
Delete the formulain cell DA4.
Double-click cell C4 to open the formulafor editing.
Position the cursor after A4 in the formula.
Press the function key <F4> three times until the $ appearsonly in
front of the letter A.
The lookup_value cell address updates to $A4.
10. Press <Enter > to accept the change.
11. Copy the formulato cell D4.
12. Edit the formulain D4 to look in column 4 (for week 2).
13. Continue to update the formulas and copy to the remaining items.
14. Save the file after all weekly counts have been updated.

©oo~No O
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Function Argument Boxes

;_ﬁfote:

The function argument box may also be used to create or edit complex
functions. Click acell containing the function to be updated and press
the <Shift> and the <F3> function key or click the fx button on the
Formula Bar. Either method will open the Function Argument box
displaying the existing function arguments, allowing you to edit each
argument individually.

1. Select cell C5.
2. Pressthe <Shift> <F3> function key.
The existing formula popul ates the Function Arguments box.

Function Arguments 2| x|
~VLOOKUP
Lookup_value |sAsS f;g] = "NEE"
Table_array [Suppies £8] = {Code”, Supply”,"1st Week",2nd W...
Col_index_num |3 :;g] =3
Range_lookup [False| 5] = FasE

= 750
Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you specify.
By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the dosest match in the first column (sorted in
ascending order) = TRUE or omitted; find an exact match = FALSE.

Formula result = 750

Help on this function | OK I Cancel

3. Click inthe Lookup_value box and press <F4>.
The cell address updates to A$5.
4. Press<F4> again.
The cell address updates to $A5.
5. Press<F4> athird time
The cell address updates to Ab.
6. Press<F4> afourth timeor click [Cancel].
Verify the final cell address is $A5.
7. Save and close the SuppliesInventory file.

When editing formulas, press <Shift> and the <F3> function key to open the

Function Arguments dialog box. Press <F3> to insert arange namein a
formula.
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