
 

 

Step-by-Step  VLOOK U P 

Instructions 
 

W hat is VLO O KUP?  

 

Accord ing to  Excel’s  form ula descrip tion, VLO O KU P “looks for a  va lue in  the le ftm ost co lum n of a  tab le, and then returns a va lue in  the sam e row  from  

a co lum n you specify .” In  s im pler term s, VLO O KU P le ts  you pull in form ation about se lected ce lls  from  anoth er excel docum ent, in to  your current excel 

docum ent. 

 

 

The VLO O KUP Form ula  

 

The form ula for VLO O KU P looks like th is  (co lor coded for readability ): =VLO O KU P(lookup_value ,tab le_array ,co l_ in dex_n um ,[ range _looku p]) 

As you can see, the form ula is  m ade up of fou r d ifferent parts , separated by com m as. Each of the four parts  w ill be expla ined in  deta il as w e 

w ork through an exam ple. 

 

 

Using  VLO O KUP to  M atch  S tuden t IDs &  Log in  Codes to  S tuden t Nam es  

 

This  s tep-by-step tu toria l w ill dem onstrate how  to m atch s tudent ID s and log in codes to  s tudent nam es. To get s tarted, you w ill need the 

fo llow ing tw o excel docum ents: 

 

1) The docum ent prov ided by YouthTruth that conta ins s tudent ID s and log in  codes (w e’ll ca ll th is  sheet  1). 

2) A docum ent you’ve put together that conta ins s tudent ID s in  the le ftm ost co lum n, and s tudent nam es (sheet  2). 

 

Sheet 1  conta ins  s tud ent ID s and log in cod es, b ut is  m iss ing  s tuden t nam es, w hich survey  procto rs  w ill need in  ord er to  eas ily  d is trib ute  log in  co des  

to  the co rrect  s tude nts . Instead of spe nding hou rs m a nually  m atch ing s tuden t na m es to  s tude nt ID s, w e’ll  use VLO O KU P to pu ll s tude nt  na m es f rom  

sheet 2 , and autom atica lly  populate them  in  sheet  1 . 



 

 

O pen both sheet 1  (the YouthTruth excel docum ent that conta ins s tudent ID s and log in codes) and sheet 2  (your excel docum ent that conta ins s tudent 

ID s and s tudent nam es). 

 



 

 

From  w ith in  sheet 1 , c l ick  the ce ll that you u ltim ate ly  w ould like s tudent nam es to  be s tored in  (in  th is  case it’s  C 7). N ext, se lect the ‘Form ulas ’  tab 

from  the ribbon, and c lick  ‘Insert Function ’.  

 

 



 

 

From  the Insert Function w indow  that pops up, type ‘VLO O KU P’ in  the ‘Search for a  function ’ text box, then c lick  ‘G o’. O nce V LO O KU P appears in  the 

‘Se lect a  function ’ text box, se lect it, then press ‘O K’.  

 

 

 

 

N ow  w e’ll begin to  construct the form ula…  



 

 

Lookup_value 

The lookup_value portion of the form ula is  the in form ation you w ant to  look up som ew here e lse. In  th is  case, the lookup va lue  is  the s tudent ID . The 

s tudent ID  is  the com m on denom inator betw een the tw o sheets, and is  w hat  the function w ill look to  as a gu ide as w e populate sheet 1  w ith  s tudent 

nam es from  sheet 2 . 

 

C lick in to  the ‘Lookup_value’ text box from  the Function Argum ents w indow . Then, in  sheet 2 , c lick  in to  the ce ll conta in ing t he firs t s tudent ID  in  the lis t. 

In  th is  case the ce ll is  A2. 

 



 

 

Tab le_array 

The tab le_ array  is  the array  of ce lls  you  w ant to  search  w ith in  for your lookup va lue. T o se lect your tab le  array, c lick  in to  the ‘tab le _array ’ text box from  

the Func tion Argu m ents w in dow . T hen, in  sheet  2 , s im ply  h igh light,  or d rag throu gh w hich ever p ortion  o f data yo u w ould like to  re t rieve d ata f rom . D o 

not inc lude co lum n heads in  your se lection. 

 

Im portant note about the table_array: The co lum n in  w hich you are look ing m ust a lw ays be the firs t co lum n in  the array. So in  th is  case, in  order for 

VLO O KU P to w ork, the s tudent ID  co lum n m ust be pos itioned to  the le ft o f the s tudent nam e colum n.  

 



 

 

Col_index_num  

The co l_ index_num , is  s im ply  the co lum n of data that you w ould like to  be re flected in  your re turned va lue. In  our exam ple, w e are try ing to  re turn 

s tudent nam es from  sheet 2  to  sheet 1 , so the co l_ index_num  –  the co lum n that conta ins s tudent nam es –  is  co lum n num ber 2. 

 

From  the Function Argum ents w indow , c lick  in to  the ‘C ol_ index -num ’ text box and type the num ber ‘2 ’.  

 

 



 

 

Range_lookup  

R ange_lookup has tw o poss ib le  va lues: TR U E or FALSE. By typ ing in  TR U E, you are a llow ing va lues to  be returned for approx im at e m atches. This  is  

not w hat w e w ant to  use here. Entering FALSE assures that data w ill on ly  be returned for the exact va lue of the lookup_value. 

 

From  the Function Argum ents w indow , c lick  in to  the ‘R ange_lookup’ text box and type ‘FALSE’. Then c lick  ‘O K’.  

 



 

 

Voila ! The firs t s tudent nam e is  filled in to  the ce ll you prev ious ly  ind icated. To copy the form ula dow n, so  that the rest o f the s tudent nam es appear, there 

are tw o m ore quick s teps to  fo llow …  

 

 



 

 

So that un ique va lues are populated w hen you copy the form ula dow n, and not the sam e nam e over and over, you m ust check your form ula to  m ake 

sure it doesn’t conta in  an extra do llar s ign in  the lookup va lue, as m ine does below .  

 

R em em be r, ce ll A2 is  m y look up va lu e from  sh eet 2 . If it rem ains in  its  current fo rm at in  the form ula of  ‘$A$2’, s tude nt M ichael Phelps w ill be copied  

dow n the enti re  co lum n, over a nd ove r. In  ord er to  ge t the fo rm ula to  lo ok for s tud ent na m es in  A 2, A3 , A4, an d so on, re m ove  th e dollar s ign betw een  

‘A ’ and ‘2 ’ so the lookup va lue reads ‘$A2’.  

 



 

 

O nce you’ve rem oved the extra do llar s ign (if applicable), the last s tep is  to  copy the form ula dow n, so that it is  applied t o your entire  lis t. To do 

th is , drag the bottom  right hand corner o f the populated ce ll dow n the length of your tab le.  

 



 

 

And there you have it! Sheet 1  now  conta ins s tudent ID s, log in  codes, and student nam es. So as not to  confuse the s tudent ID  w ith  the log in code, 

you m ay w ant to  consider de leting the s tudent ID  co lum n entire ly  before handing the lis t o ff to  the survey proctor(s).  

 


