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Excel Versions

Alternate instructions for Excel 97-2003 '

PAGE LAYOUT appear on certain slides.

/;]' o

Home Insert Page Layout

Protect

2 Detailed handouts with numbered steps
make it easy for you to recreate the steps

you see me demonstrate onscreen.

Use the Office button in Excel 2007
any time you see me use the File
menu in another version of Excel.

As referred to during the presentation:
h |

the presentation can be found on the Related
Articles tab of the example workbook.

| Related Articles .

At the bottom of each worksheet
in the example workbook, you can
hover over a slide number to view
the PowerPoint slide that pertains

to a particular worksheet tab.

Next: Introduction to
VI OOKLIP
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‘Introduction to VLOOKUP

A B C B | F G | H 1<
1 VLOOKUP March ccount# Account Name January February March  Ap
2 40100 92,741 92, J 109
3 40200 Services 37,517 36
4 40300 Other Income 19,948 22,738 18,548 21
5 400 Interest Income 2,992 5,684 3,710 3
6 =VLOOKUP(A2,D1:H5,5,FALSE) I =
7
¢ | =VLOOKUP(A2,D1:H5,5,FALSE)
9 4 . ! Al J
lookup_value table_array col_index_num range_lookup
what to look for cell coordinates of our list column to return data type of match
(in this case account from FALSEor0=
40100) Exact Match
1= TRUEor1i=
2 Approximate Match
.4’1?} | VLOOKUP-Introduction ~ ¥J [T« i | » [i]
4 SKILL Next: VLOOKUP - 2 of 23

Apnroximate Match
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'VLOOKUP - Approx

lc| D E F | &6 | H

imate Match

Each row should represent the bottom of a tier
when performing approximate matches.

Income  Tax Rate

50,000 "\

=VLOOKUP(D4,A3:B9,2,TRUE) l

1]

1 2015 Income Tax Rates

2 | Single Tax

3 O=——=10.0%
4 9,225 15.0%
6 90,750 28.0%
7 189,300 33.0%
8 411,500 35.0%
9

» =\VLOOKUP(D4,A3:B9,2, TRUE)

D4

what to look for

lookup_value

T6™

H 4 VLOOKUP-Approximate Match *_J

4 | SKILL

table_array col_index_num range_lookup
. | cell coordinates of our list column to return data from type of match
y TRUE = Approximate Match

FALSE = Exact Match

l

¥

Next: Introduction to 3 0f 23
HlI OOKLJP
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‘Introduction to HLOOKUP

A B C| D F @ | H L =
1 HLOOKUP January T ACCOUTTCi{? jamglary February  March April
2 ) 40100 99,738 40100 Product Sales 99%38 113,689 92,741 109,467
3 40200 Services 32,914 5T 30,605 36,124
4 40300 Other Income 19,948 22,738 18,548 21,893
5 40400 Interest Income 2,992 5,684 3,710 3,284
6 =HLOOKUP(B1,D1:Q5,2,FALSE) I
7 =
' =HLOOKUP(B1,D1:Q5,2,FALSE)
> ’ : 2%
10 :
lookup_value | table_array row_index_num range_lookup
what to look for | |cell coordinates of our list row to return data from type of match
— » . TRUE or 1=
15 Appproximate Match
16
- FALSEor0=
17 | Exact Match
l4 4 » | HLOOKUP-Introduction . ¥ KA il
& SKILL Next: Streamlining VLOOKUP 4 of 23
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A B C| D E | F | &6 H 1 <
1 VLOOKUP March Account# Account Name January February .March__ April
2 | 40100 92,741_['\ 40100 Product Sales 99,738 113,689 | 92,741 109,467
3 | —VLOOKUP(A2,D:H.5,0) I 40200 Services 32,914 37,517 30,605 36,124
4 | — A 40300 Other Income 19,948 22,738 18,548 21,893
5 40400 Interest Income 2,992 5,684 3,710 3,284
6
' =VLOOKUP(A2,D:H,5,0) |
8 g elipt p
qQ -
lookup_value table array col_index_num range_lookup
$A2 SD:SH 5 0 (zero)
what to look for cell coordinates of our list column to return data type of match
(in this case account Omitting row numbers from 1 (one) or TRUE =
40100) future-proofs VLOOKUP Approximate Match
— in case you add more data
15 | to the list in the future. 0 (zero) or FALSE =
16 Exact Match
17 I -
M 4 b ¥ | VIOOKUP-Streamlined ¥J ~ RN i Sl
& SKILL Next: VLOOKUP Duplicate 5 of 23

Data Tran
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/VLOOKL P Duplicate Data Trap

A B | D F | B H =
March Acchunt#  Account Name January February March
92,741 e

40100

32,914 :
19,948 22,738 18,548)
2992 5684 3710

11

W 0 N UL WN -

=VLOOKUP(A2,D1:H5,5,0)

lookup_value table_array col_index_num range_lookup
what to look for cell coordinates of our list column to return type of match
| (in this case account 40100) (in this case cells D1:H5) data from 0 = FALSE Exact Match
— " — 1 = TRUE Approximate Match

15

Gic . P I

4 4 » ¥ | VLOOKUP-Duplicate Data .~ ¥

& SKILL Next: VLOOKUP - #REF! 6 of 23

Frror
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'VLOOKUP - #REF! Error

A B C D E F G

1 VLOOKUP March (Account # January February March )
2 40100 ~ #REF! " 40100 99,738 113,689 [N
3 -VLOOKUP(A2,D1:G5,5,0) 0200 32,914 37517 30,605
4 40300 19,948 22,738 18,548
5 40400 2,992 5,684 3,710
6

7

N S IS I I .U U ERY o X M Y e, YIRN
[[]

(@]

lookup_value |

A2

what to look for
(in this case
account 40100)
T

table_array

D1:G5

cell coordinates of our list |

NOTE: This range only

has 4 columns

13

M 4> M| VLOOKUP-#REF Error (¥J

col_index num

5

column to return data from

NOTE: This argument
should be 4 or less since our
range only has 4 columns.

=VLOOKUP(A2,D1:G5,5,0) ,

l

ﬂ 4| m

range_lookup

0

type of match
0 (zero) or FALSE =
Exact Match

1 (one) or TRUE =
Approximate Match

4 | SKILL

Next: VLOOKUP - #N/A Error 7 of 23
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'VLOOKUP - #N/A Error

s R - O = [ - O F | 6 | v | 0 |HF
1 VLOOKUP March Account # Account Name  January February March April
2 40101 ' 40100 Product Sales 99,738 113,689 92,741 109,467
3 | 40200 Services 32,914 37,517 30,605 36,124
4 | 40300 Other Income 19,948 22,738 18,548 21,893
S ere 2,992 5,684 3,710 3,284
6 e L) )
78 =
8 !
| =VLOOKUP(A2,D1:H5,5,0)
10 — ’ . ~"»
11
lookup_value table_array col_index_num range_lookup
A2 D1:H5 5 0 (zero)
what to look for cell coordinates of our list | | column to return data from type of match
(in this case 0 or FALSE = Exact Match
account40101)
1 or TRUE = Approximate Match

W <> b | VILOOKUP-#NAERROR /¥ ~ ' SIE ”

& | SKILL

Next: VLOOKUP - Text vs. 8 of 23
Niimbers
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VLOOKUP - Text vs. Numbers

7

@ | 9™~ |= > ool (VLS PN ITSHIE Convert Text to Columns Wizard - Step 1 of 3
Home Insert Page Layout Formula @ R The Text Wizard has determined that your data is Delimited.

A1) select cells D2:D5 which

=0

If this is correct, choose Next, or choose the data type that best describes your data

2

riginal data type
£
GetDEtteinal Refresh Choose the file type that best describes your data:
— ghs ¢ Delimited - Characters such as commas or tabs separate each field.

" Fixed !v_idth_\- Fields are aligned in columns with spaces between each field.

ccoun
¥

Cancel I < Back |

Next > | ™

32,914 37,517 30,605

Account # March

36,124

,893

=ISTEXT(A2) |

=ISTEXT(D2) |

The ISTEXT confirms ifa
| number is stored as text.
Rea

4 | SKILL

40400

Card Criteria

- a0100 ( 92,741)"~f_20100]
AN
=VLOOKUP(A2,DI:HS,S,FALSE)

Next: VLOOKUP with Wild-

92,741
30,605
18,548

3,710

9 of 23
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B

| © D

VLOOKUP  March

'VLOOKUP with Wild-Card Criteria

E

F G =

40100 92,741}

1
2
3
4
5
6
7

Account
40100 - Product Sales - 99,738
40200 - Services 32,914
40300 - Other Income 19,948
40400 - Interest Income 2,992

January February March Ap

=VLOOKUP(A2&"*",D1:G5,4,0) |

113,689 92,741 109,
37,517 30,605 36,
22,738 18548 21,

5,684 3,710 3,

111

=\VLOOKUP(A2&"*",D1:G5,4,0)

lookup_value

. |col_index_num |

range_lookup

table_array
nmxkn
A2& D1:G5 4 0
what to look for : < column to return 0 or FALSE: Exact Match
(in this case an item | ;sllég%?;zit;‘zgn?ggt data from 1 or TRUE: Approximate Match
that starts with 40100) ’
4 4 » ¥ | VLOOKUP-Wild Cards =~ ¥J [14] m » [l
4 SKILL Next: VLOOKUP with 10 of 23

IFFRROR
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1
2
3
4 }
5
6
7
8
9

a

VLOOKUP with IFERROR
| A B ¢l b | E | F | 6
VLOOKUP March Account # Account Name January Februaf 1 Excel 20(
40500 | #N/A 40100\ Produ 89 92,741
40500 Missing 00|Se 17 30,605
40500 Missing 40300 " ,738 18,548
20400/ 1 =YLOOKUP(A2,D:H,5,0) 5684 3710

=IFERROR(VLOOKUP(A3,D:H,5,0),"Missing") I

=IF(ISERROR(VLOOKUP(A4,D:H,5,0)),"Missing",VLOOKUP(A4,D:H,5,0)) =

= a4 S V)

B =IFERROR(VLOOKUP(A2,D:H,3,0),"Missing")

value value_if_error
14 . " [ PR "
- VLOOKUP(A2,G:l,3,0) Missing

A formula that mightreturn a # error what to display instead of #N/A, #DIV/0!, etc.
16 (in this case VLOOKUP if an account doesn't || (in this case the word Missing. Enclose text in
EF appear in our table_array) | quotes, or just enter a number such as zero) A
4> M| VL »
Next: VLOOKUP with IFNA 11 of 23
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'VLOOKUP with IENA

y 1 B | C | D 1 5 ‘ F 1 G 1 H 1 I |t
1 VLOOKUP March Account # Account Name January February March April
2 40500 Missing 40100 Product Sales 99,738 113,689 92,741 109,467
3 | 40100 " HREF! 40200 Services 32,914 2517 30,605 36,124
4 40300 Other Income 19,948 22,738 18,548 21,893
5 40400 Interest Income 2,992 5,684 | In this case IFNA traps
5 the #NJ/A error because
7 =IFNA(VLOOKUP (A2,D:H,5,0)," Missing") 40500 isn'ton the list.
8_ #REF! is displayed
| =IFNA(VLOOKUP (A3(D:G)5,0)," Missing”) — because we referred
9 | to the 5th column of
10 a 4 column list.
1l
- E n » — n L
2 |=IFNA(VLOOKUP(A2,D:H,5,0),"Missing")
13 -
14 value value_if na
15 = " s "
VLOOKUP(A2,D:H,5,0) Missing ,
« VLOOKUP-IFNA a formula that might return a #N/A , what to display instead of #N/A
& SKILL Next: Using the Table feature 12 of 23

with VI OOKL P
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‘Using the Table feature with VLOOKUP

[:I H D B GRS VLOOKUP-Table.xls - Microsoft Excel ’ aDIETO0Is o B R
Home Insert Page Layout Form The DeSIQn tab _appears when | Design ‘ (A Q o EF 2R
you create or click on a table. : :

Table Name: @_‘] Summarize with PivotTable 154 , mn :_-;._-;;_‘.-_‘ _____ [

3: Remoye Bupares Export Refresf  The Table feature is available in Excel 2007 and later. In Excel 2003
il Conwert to Range % z you can use the List feature on the Data menu to make the
~L{roperties Tools Edternal Table | VL OOKUP range expand automatically. You can't assign a name to
hange default name of Table1 the listin Excel 2003, but the cell references will adjust automatically.
to something meaningful. 2 -

D

1 VLOOKUP March

2 40100 _ 92741\

6 Replace cell or row references within
a VLOOKUP with the table name.
5 4
6 pi_.c_t_Lﬁ S\“r;t) la_.,+ S i
7 / Tables g?hoose any cell i
D1 within your data.
3 Tables expand automatically when you add :
9 more rows, which future-proofs VLOOKUP. A B E

40100 40100 Product Sales

) 92,741

Next: Introduction to the 13 of 23
CHOOSE function
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‘Introduction to the CHOOSE function

(1

4 4 » M| CHOOSE Function .~ ¥

A B C D E F G
- 1 Apples =CHOOSE(A1,"Apples","Oranges","Bananas")
2 2 Oranges "
8 + =CHOOSE(A2,"Apples”,"Oranges"”,"Bananas")
3 3 Bananas CHOOSE A3 IIA ' 11} llo 1] IIB 1]
4 4 HVALUEL ( pples ranges","Bananas")
5 ~ =CHOOSE(A4,"Apples”,"Oranges"”,"Bananas")
6
7
8 CHOOSE let's you return an item from a list based on a number you provide. J
We can use the CHOOSE function to create an array of columns that VLOOKUP
9 can use to return data from the left. First, let's see a traditional use of CHOOSE.
10 Alternative to CHOOSE:
“'.__
11 3 Bananas
12 1] 1] 1] ] mn 1]
o =IF(A11=1,"Apples",IF(A11=2,"Oranges","Bananas"))

4] M 1

W -

4l

Next: VLOOKUP with
CHOOSE function

14 of 23


file://consulting-pc/users/david/dropbox/excel training/Images/1810.snag

Slide ID: 1811

'VLOOKUP with CHOOSE function

& | SKILL

A B €] b E | F G
! Account Name | !_‘Zj;g,_;ﬂ_, # ‘
2 40100 Product Sales} ales 40100
3 40200
4 | 40300
5 | I e 40400
,6 =VLOOKUP(A2,CHOOSE({1,2},E1:E5,D1:D5),2,0) I
7 The CHOOSE function provides the Table_Array.
8 |/————\ r—J
9 :
10 |=VLOOKUP(A2,CHOOSE({1,2},E1:E5,D1:D5),2,0) |
11 :
12 index_num valuel value2
13 {1,2} E1:E5 D1:D5
, 14 always {1,2} column where look-up value resides | column to retum data from
15 ! In this example, CHOOSE creates an array of two columns. You'll always
A0 e | specify two columns, and have VLOOKUP return data from the second column.
4 4 » M| VLOOKUP-CHOOSE /%]

Next: Introduction to the
MATCH Function

[p]

Il

15 of 23
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‘Introduction to the MATCH Function

A B C D F G H | =
1 MATCH March  Account# Account Name  January February March April
2 | 5 \ 40100 Product Sales 99,738 113,689 92,741 109,467
3 ATCHIBLD1GLD I 40200 Services 32,914 37,517 30,605 36,124
4 '- ool 40300 Other Income 19,948 22,738 18,548 21,893
5 40400 Interest Income 2.992 5,684 3,710 3,284
7 =
8 '
9 4
; =MATCH(B1,D1:Q1,0)
<)
1] ’ )
lookup_value lookup_array match_type
whattolook for two or more cells within a single type of matc_h
(in this case March) _ rowor column 1 represents largest value => lookup_value
(in this case cells D1:Q1) 0 represents first value exactly = lookup_value
B -1 represents smallest value <= lookup_value
M 4> W] MATCH-Introduction /¥J 7 I
& SKILL Next: VLOOKUP with MATCH 16 of 23
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VLOOKUP with MATCH

All B |lel B E | ¢ | w Jd B | 1

llbﬂ

March ‘A count # Account Name January Februa )March_w April
40100 92,741 113,689 g?g@i‘ 109,467
40200 Services 32,914 37,517 30,605 36,124

40300 Other Inc¢ MATCH future-proofs our VLOOKUP and improves
integrity since we don't have to count columns.
40400 Interest |

|=VLO0KUP(A2,D:Q,MATCH(B’1,01:Q1,(;),O) |
Z|fVLOOKUP(AZ,D:Q,MATCH(Bl,Dl:Ql,O),O)

lookup_value table_array col_index _num range_lookup

A2 D:Q MATCH(B1,D1:Q1,0) 0

what to look for cell coordinates of our list column to return data from type of match
(in this case Omitting row numbers 0 (zero) =FALSE

L

O U s WN

account 40100) future-proofs VLOOKUP In this case we look down column D Exact Match
| ' in case you add more data and across row 1. VLOOKUP returns 1 (one) = TRUE
14 to the list in the future. the value from the intersection. Approximate Match

W4 > 3| VLOOKUP with MATCH . 3
& SKILL

Next: MATCH/INDEX 17 of 23
Fxamble
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'MATCH/INDEX Example

A | B € B | E [RE G | H E
MATCH/
1 INDEX March ccount # Account Name Jan Feb A Mar
2 40100 92,741 % 40100 Product Sales 99,738 113,689 | ¥92,741
Unlike VLOOKUP, MATCHINDEX canreturn  |Services 32,914 37,517 30,605
data from the left ight of a look- | ;
L om e oA e R e R o _other Income 19,948 22,738 18,548 -
5 40400 Interest Income 2:992 5,684 3,710
6 : h
7 —
» | =INDEX(H:H,MATCH(A2,D:D,0))
: array row_num column_num
1
1 H:H MATCH(A2,D:D,0)
where to look row number Omitted in this case
1 (in this case column H) (in this case MATCH tells INDEX which because our look-up is
13‘ cell in column H to return a value from) based on a single column.
4 4 » M| MATCH-INDEX-Financial ~ ¥J =~ ' [l 4| il b []v
& SKILL Next: SUMIF Function 18 of 23
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'SUMIF Function

| A B || b | : | F | & | =

1 March Atcount # Account Name January February April

2 ‘402_0.0 49,153 40100 Product Sales 99,738 113,689 P2, | 109,467

3 40200 Services 32,914 37,517 B0,605 36,124

4 40200 Services 19,948 22,738 H18,5: : 21,893

5 | 40400 Interest Income 2,992 5,684 3,284 =
6 |=SUMIF(D].:D5,A2,H1:H5) |

7

:  |=SUMIF(D1:D5,A2,H1:H5)|

9 — e
10 range criteria sum_range 3
=1 D1:D5 A2 H1:H5
12 _ where to look what to look for the cells to sum
13 (in this case cells D1:D5) (in this case account 40200) (in this case cells H1:H5)

M 4> M| SUMIF /¥ 7 [

& | SKILL

Next: SUMIFS - Single Criteria 19 of 23
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'SUMIFS - Single Criteria

| B € D E F | 6 | -
1 SUMIFS Account # Account Name  January February April I
2 Account March 40100 Product Sales 99,738 113,689 - 109,467 ¢
3 40200 52,862 40200 Services 32,914 37,517 | 6 36,124 3
4 40300 Other Income 19,948 22,738 | 21893 1
5  SUMIFS returns 40400 Interest Income 2,992 5,684 3,710 3,284
6  #NAME? in Excel |_gUMIFS(H1:H5,D1:D5,">="&A3) The & sign is an alternative to the
v 2003 and earlier. CONCATENATE function to join pieces of text.
0 \
‘ SUMIFS(H1 H5,D1:D5,">="&A3)
sum_range criteria_rangel criterial
13 " "
2 | H1:H5 D1:D5 >="&A3
what to add up : where to look for 1st criteria 1st criteria
15 (in this case column ) (in this case column E) (in this case anything 2 to account 40100)
16 - . —
17 SUMIF S allows for up to 128 criteria pairs. SUMIFS
= - . | SUMIFS returns 0 if it doesn't find a match.
M4 4 » M| SUMIFS Single Criteria ¥

& | SKILL

Next: SUMIFS - Account 20 of 23
Ranae
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SUMIFS - Account Range

| B C | D | E F | G H 7 I | -
- SUMIFS | Account# Account Name  January | February March
Start End  February 40100 Product Sales 99,738 | 1 92,741
- 40100 40300 173,944 40200 Services 32,914 | 30,605
_SUMIFS returns #NAME? in 40300 Other Income 19,948 | 18,548
‘Excel 2003 and earlier. ‘~40400 Interest Income 2,992 NS | 3,710
=SUMIFS(H1:H5,E1:E5,">="&A3,E1:E5 "<-"&B3) I

13
15

17

=SUMIFS(H1:H5,E1:E5,">="&A3,E1:E5,"<="&B3)

14

16

sum_range | |criteria_rangel criterial criteria_range2 criteria2
= e - nwo_n
H1:H5 E1:E5 >="&A3| | E1:E5 <="&B3)
what to add up where to look for 1st criteria where to look for 2nd criteria
1 1st criteria 2nd criteria
SUMIFS allows for up to 128 criteria pairs.

4 < » ¥ | SUMIFS-Financial /%2

& | SKILL

SUMIFS returns 0 if it does not find a match.

Next: VLOOKUP Resources

21 of 23
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/VLOOKUP Resources

- 1= = 3%
/1) Quick Reference Card: VLOC X % ; T J
€ > C 1F www.acctadv.com/viookuprefresher & =

] Office
HOME PRODUCTS SUPPORT TEMPLATES STORE

Install Office Sign in i Unitec

OEEIC

Search all of Office.com
Quick Reference Card: VLOO _
Important notice for users of Office 2003 To continuereceving sect 1ty Updates Tor OTIce, make sure you're Applies To:

running Office 2003 Service Pack 3 (SP3). The support for Office 2003 ends April 8, 2014. If you're running Office Excel 2010, Excel 2007
2003 after support ends, to receive all important security updates for Office, you need to upgrade to a later
version such as Office 365 or Office 2013. For more information, see Support is ending for Office 2003.

VLOOKUP is one of the most popular, useful functions in Excel, but it's hard to remember the formula if you don
use it that often.

Microsoft g»
Excel 2013
Formulas
rerence card opens as a PDF file in Adobe Reader, Feel free to print a copy of the card, o

your computer [ Thig hook is available for Excel 2003, 2007, 2010, and 2013. /\

Links to purchase from Amazon.com are available at
" Wicrosoft Excel www .acctadv.com/formulasbooks

: : &
VLOOKUP(lookup_value, table_array, col_index_num, [range_lockup]) QQ‘\; Joubes Walkenbech

& SKILL

Next: Questions? Spreadsheet 22 of 23
Cons<tiltina Heln?
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Questions? Spreadsheet Consulting Help?
I'm happy to hear from you (e-mail is best):

David Ringstrom
Accounting Advisors, Inc.
614 Park Avenue SE
Atlanta, Georgia 30312
404-784-0275

david@acctadv.com

Get notified when [ write new articles about Excel, et. al.:
www.twitter.com/excelwriter

www.facebook.com/accountingadvisors
www. linkedin.com/in/davidringstrom

23 of 23
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