
Using the V-Lookup Function in Excel

The Vlookup (or vertical lookup) function allows 
different spreadsheets onto one. For example, you can pull a 
into a spreadsheet that originally had only his/her Q2 

Step 1: Find two identical sets of values in the two worksheets you will be using
This must be a unique value, such as a student ID.

Step 2: Insert a column in the worksheet 
this new column. 
your new data.

In our example, we will be using the 2009 CST Quick Report and 
the 2008-9 Mid Year PowerSchool data export. Both 
contain a unique value – the student number.
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We will be pulling in the ELA 
CST Quick Report to the 
we will label our new column 
Export spreadsheet “

Step 3: Type the follwing
formula in the first cell under 
the column heading: 

=vlookup( 

Step 4: Next, build our your formula 
using the four key fields.  

The table to the right provides a 
description of what these fields mean.

(or vertical lookup) function allows you to combine data from several 
one. For example, you can pull a student’s Q1 grades 

had only his/her Q2 grades.

the two worksheets you will be using.  
This must be a unique value, such as a student ID.

Insert a column in the worksheet and label 
new column. This is the column you’ll use to house 

your new data.

we will be using the 2009 CST Quick Report and 
data export. Both worksheets 

the student number.
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will be pulling in the ELA scale score from the 
CST Quick Report to the PowerSchool export.  Thus, 
will label our new column in the PowerSchool

Export spreadsheet “ELA Scale Score.”

Lookup_value
Identical data sets from both 
worksheets

Table_array
Cell range from the worksheet 
you are pulling from

Col_index-num
The data you will be pulling 
from

[range_lookup]
0 (exact match) or 1 (similar  
match)



Step 5a: For “lookup_value,” select the cell in the 
column with the unique value in the same row 

formula.  Our example, we’re using cell A2, as that’s 
the location of the student number.

Step 

range of data from which you’ll be pulling 
the value(s) you’d like to add to your 
spreadsheet.  

Make sure that the matching unique value is 
in the first column of your table array.  If 
it’s not, your 

Note: Although Excel should do it automatically, make sure your table array has been 

hard-coded.  You’ll know this is true if you see dollar signs ($) in front of your table 
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Step 5c: For “col_index_num,” enter 
how many columns over your 
targeted column (the one with the 
desired data) is from the column 
with the unique value.  

hard-coded.  You’ll know this is true if you see dollar signs ($) in front of your table 

array values.  An example is seen below:

In our example, as seen below, this value is 7.

cell in the 
the same row as your 

formula.  Our example, we’re using cell A2, as that’s 

Step 5b: For “table_array,” select the 
range of data from which you’ll be pulling 
the value(s) you’d like to add to your 
spreadsheet.  

Make sure that the matching unique value is 
in the first column of your table array.  If 
it’s not, your vlookup will not work!

Note: Although Excel should do it automatically, make sure your table array has been 

coded.  You’ll know this is true if you see dollar signs ($) in front of your table 
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coded.  You’ll know this is true if you see dollar signs ($) in front of your table 

In our example, as seen below, this value is 7.



Step 5d: For [range_lookup], you’ll always want an exact match.  Thus, you 
should enter “0” or “FALSE.”

Step 6: Hit your “Enter” key, 
now populate that cell in 

Copy this formula down the column to populate 
entire column. 

A “#N/A” will appear 
both spreadsheets.
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], you’ll always want an exact match.  Thus, you 

your “Enter” key, and your desired data will 
that cell in your worksheet. 

this formula down the column to populate the 

will appear if there are no matching values in 
both spreadsheets.
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