VLOOKUP function

The VLOOKUP function is designed to extract a single piece of information from within an Excel database.

The VLOOKUP function contains four parts or arguments:

· The Lookup value, which is the piece of information or data Excel is required to locate firstly. The Lookup value must be unique.

· The Table Array, which is a reference to the database/cell range within which Excel needs to find the lookup value; and the piece of data associated with the lookup value that will be extracted from the database

· The Column Index Number, which is the number of the column within the table array that Excel needs to extract the piece of data from. The leftmost column in the table is given the index number of 1, and the other columns numbered 2, 3, 4 etc (depending how many columns there are in the table array)

· The Range Lookup, which is used to specify whether an exact match or an approximate match to the Lookup value is required. An exact match is denoted by entering false; an approximate match by entering true or leaving Range Lookup blank.
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A simple example

Using VLOOKUP to locate information about an employee from a database.

· Lookup value – find the Employee ID number 23. This allows Excel to identify the row that it needs to extract data from
(in this instance, row 22).
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· Table array – this is the database within which the data to be extracted is stored. If the database has been named, the name can be entered here.
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· Column index number – each column in the table array is given a number, starting at 1 from the left. The column index number allows Excel to identify which column in the database it needs to extract data from (in this instance, the column 3 in the table array). 
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Excel now has the location of a cell to extract data from, since it has located the lookup value identifying the row, and the column index number to identify the column.
· Range lookup: entering false denotes that an exact match to the lookup value (the Employee ID number 23) is required. Otherwise the information that is extracted might be incorrect for that particular employee.
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· Result: The Employee with ID number 23 works in the South region.
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HLOOKUP function

The HLOOKUP function requires the same arguments as the VLOOKUP function, but is used in cases where data is arranged across rows rather than down columns. For example:
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