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Spreadsheets

Lookup Functions



Sp
re

ad
sh

eets P
art 3

Skills Lesson Part 1 Overview
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Objectives 

To understand the practical use of Lookup Functions.

To understand the purpose of the:
• Lookup Value 
• Table Array
• Col_Index_Num or Row_Index_Num
• Range_Lookup

To understand the need to use absolute cell referencing in Lookups.

Outcomes Time

Pupils will complete the following activities:
• Task 1: Vlookup (Vertical)
• Task 2: Hlookup (Horizontal)
• Task 3: Using Extract Functions with LOOKUP
• Task 4: Lookup
• Task 5: Create your own question for your peer.
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Task 1: Vlookup (Vertical)

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 in another column.

Table_Array or 
lookup table

Lookup Value

1) Select the lookup value. 

The lookup value will appear 
also in the lookup table 
(table_array).
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Task 1: Vlookup (Vertical)

2) Select the lookup table (table_array). 

This may be in the same sheet, next tab 
or another excel file. Select the lookup 
value and then the output value. 

Make sure you absolute cell reference 
(Lock) the table_arrray.

3) Select the column in the table for the 

output value. 

In this example the name is in the second 
column of the selected table so therefore 
you would write 2.

Lookup_Value

Output value

Column - 2
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Task 1: Vlookup (Vertical)

4) You need to select false

which is an exact match. 
This means the Vlookup will 
only find an exact match of 
the lookup value for the 
output value.

Remember to close the 
brackets.  

When the lookup value does not have an exact match in the table array then you have to use an 
approximate match. With the grades example if the percentage (%) is 90 or more than the grade 
will be A*.

First letter of the Barcode will be matched to 
the value in the Table Array.

The Student ID has an exact 
match. Sarah in column 2 
will be outputted. 
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1) Select the lookup value. 

2) Select the Table Array and absolute cell reference if required. 

Task 2: Hlookup (Horizontal)

HLOOKUP works horizontally. You will be required to select the row rather 
than a column for a VLOOKUP.
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3) Select the Row to find the output data. In this case the data is in Row 2. 

IF the Lookup is FW then Forward will be the output from the second row. 

Task 2: Hlookup (Horizontal)

4) You need to select Approximate or exact match. 

Exact matches from the table array.
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In this example the first character of the Barcode needs to 
be used a single lookup value in the Table array shown 
below the table. The match will be an exact Match.

Extract Functions:
Left: Returns the specified number of characters from the start
of a text string.

Right: Returns the specified number of characters from the end
of a text string.

Mid: Returns the character from the middle of a text string, 
given a starting position and length.

Number of Characters 
looking up from the left

Task 3: Using Extract Functions with LOOKUP

Cell Reference for 
lookup

Lookup 
Value

Table 
Array
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1. 
Lookup 
Value 

2. Lookup_Vector

This will match the 
lookup value

Looks up a value either from a one-row or one-column range or from an array.
Provided for backward Compatibility

Task 4: LOOKUP
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Task 4: LOOKUP

3. [Result_Vector]

This will output the value based on the match from the 
Lookup_Vector. For Example if the Order ID is 4541 then 
the output from the Results_Vector will be Lionel Messi.

1. 
Lookup 
Value 

2. 
Lookup_Vector

3. 
[Result_Vector]
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3. [Result_Vector]

2. Lookup_Vector

The Lookup_Vector and the Result Vector needs to be the same length (4 in this 
example). 

Task 4: LOOKUP

1. Lookup Value 

The Look_Vector and the Result_Vector can be selected either vertically or horizontally.  
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Plenary – Refer to the Lesson Objectives
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Plenary Task (Q&A)

Can you describe the difference between the following lookup functions:
• Vlookup
• Hlookup
• Lookups

Objectives 

To understand the practical use of Lookup Functions.

To understand the purpose of the:
• Lookup Value 
• Table Array
• Col_Index_Num or Row_Index_Num
• Range_Lookup

To understand the need to use absolute cell referencing in Lookups.


