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Invoice, Part 2: Using VLOOKUP

"Say...you know, you did such a nice job figuring out that free
shipping formula, | thought I'd throw this your way.

We're starting to process a lot more invoices these days. It gets tedious to look up the
product name and price from the Products worksheet after adding the product ID. Do
you know if there's a way to have our spreadsheet pull in this info automatically?"

;’% This lessonis part 2 of 5in a series. You can go to Invoice, Part 1: Free Shipping if you'd like to start from
the beginning.

Our spreadsheet

Once you've downloaded our spreadsheet, open the file in Excel or another spreadsheet application. It looks similar
to the invoice from the last lesson, but now we have two different worksheets: one for the Invoice, and one for the
Products.

A E c D E

Product ID Product Name Product Price Units Subtotal
2 |MEAT879 $0.00
3 |GAR7883 $0.00
4 |(CHE7888 $0.00
5 Tax $0.00
6 Order Subtotal $0.00
7 Shipping $£5.99
8 Total Order Cost $5.99

« Invoice | Products | @

What are we trying to do with this spreadsheet?

Our coworker asked if we could use the Product ID number to find the the product name and price from the Products
worksheet. Luckily, the VLOOKUP function can do this automatically. If you've never used VLOOKUP before, don't
worry—we'll show you how to use it below.

VLOOKUP is a bit more advanced than some functions, so you'll need to be familiar with functions and cell
references before you begin. You can review our lessons on Functions and Relative and Absolute Cell
References to learn more.

How it works

Before we start using VLOOKUP, it will be helpful to know what it does. In our example, it will search for the Product ID
number on the Products worksheet. It first searches vertically down the first column (VLOOKUP is short for "vertical
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lookup"). When it finds the desired product ID, it moves to the right to find the product name and product price.

A B C
1 Product ID Product Name  Product Price
2 |MEAT879 Measuring cups $4.99
3 |[LAD7890 Ladle $7.25
4 (SLO7881 Slotted spoon $4.50
5 |COP7882 12" copper skillet $89.79
6 GAR7883 Garlic press $3.99
7 |(CANT7884 Can opener $6.49
8 [FOI7885 Foil wrap $7.87
g |COL7886 W Colander $14.09
10 MES7887 | =—————Mesh sieve $8.89
11 |CHE7888 Cheesecloth $2.89
12 |COP7889 9" copper pot $55.59
13 |RAM7890 Ramekin $11.89
14
| Invoice | Products ®

Before we write our function, we'll need to take a moment to think carefully about each argument and collect some
information from our spreadsheet. The arguments will tell VLOOKUP what to search for and where to look. We'll
need to use four arguments:

1. The first argument tells VLOOKUP what to search for. In our example, we're searching for the product ID
number, which is in cell A2, so our first argument is A2.

2. The second argument is a cell range that tells VLOOKUP where to look for the value from our first argument.
In our example, we want it to search for this value in cell range A2:C13 on the Products worksheet, so our
second argument is Products!$A$2:$C$13. Note that we're using absolute references so this range won't
change when we copy the formula to other cells.

3. The third argument is the column index number, which is simpler than it sounds: The first column in the cell
range from the previous argument is 1, the second columniis 2, and so on. In our example, we're looking for the
Product Name. The names are stored in the second column of the cell range from the previous argument, so
our our third argument is 2.

4. The fourth argument tells VLOOKUP if it should look for approximate or exact matches. If it is TRUE, it will
look for approximate matches. If it is FALSE, it will look for exact matches. In this example, we're only looking
for exact matches, so our fourth argument is FALSE.

It's important to know that VLOOKUP will always search the leftmost column in the cell range. Since our
cell range is A2:C13, it will search column A.

Writing the function

Now that we have our arguments, we'll write our function in cell B2. We'll start by typing an equals sign (=), followed by
the function name and an open parenthesis:

=VLOOKUP(
Next, we'll add each of the four arguments, separate them with commas, then close the parentheses:

=VLOOKUP(A2, Products!$A$2:$C$13, 2, FALSE)

B2 | i X ﬁ- | =VLOOKUP(AZ2, Products!$A$2:5C513, 2, FALSE)
A B C D E
Product ID Product Name Product Price Units Subtotal
2 |MEA7879 | Measuring cups | $0.00
3 |(GAR7883 $0.00
4 |CHE7888 £0.00
5 Tax $0.00
b Order Subtotal $0.00

If you entered the function correctly, the product name should appear: Measuring cups. If you want to test your
function, change the Product ID number in cell A2 from MEA7879 to CHE7888. The product name should change from



Measuring cups to Cheesecloth.

Note: Be sure to type the product ID exactly as it appears above, with no spaces. Otherwise, the VLOOKUP
function will not work correctly.

Adding the product price

Next, we also want the Product ID to pull in the product price, so we'll use the VLOOKUP function again. Since we're
using the same data, this function will be very similar to the one we just added. In fact, all we have to do is change the
third argument to 3. This will tell VLOOKUP to pull in the data from the third column, where the product price is
stored:

=VLOOKUP(A2, Products!$A$2:$C$13, 3, FALSE)

OK, let's enter our new formula in cell C3:

c2 X W ﬁr =VLOOKUP(AZ2, Products!$AS2:5C513, 3, FALSE)
A B C D E
Product ID Product Name Product Price Units Subtotal
2 |MEA7879  Measuring cups $4.99] $0.00
3 |GAR7883 $0.00
4 |CHE7888 $0.00
5 Tax $0.00
6 Order Subtotal $0.00

We've got our formulas working, so we can just select cells B2 and C2 and then drag the fill handle down to copy the
formulas to the other rows in the invoice. Now, each row is using VLOOKUP to find the Product Name and Product
Price.

B2 | X fr —VLOOKUP(A2, Products!$A$2:$C$13, 2, FALSE)

Product ID Product Name Product Price Units Subtotal

2 |MEA7879 Measring cups

3 GARTE83 $0.00
4 |CHE7888 $0.00
5 Tax $0.00
6 Order Subtotal $0.00

OK—our functions look good. Let's send this back!

"Excellente! This is going to save the invoice team a boatload of time
each day.

You're really a whiz with this kind of stuff! Thanks a bunch!"
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Let's say a veterinarian's office is creating a spreadsheet to look up patient information.
Here's the patient directory. This is where information will be pulled from:



: PatientID PetName OwnerLast Name

2 124687 Waffles Ahn bunny 584-379-5689 313 Park Ave

3 15987 Bingo Aloysius cat 889-255-7986 914 First Avenue 5t
a | 654123 Lupita Amburn bird 547-789-9768 254 Humboldt Pl
5 97685 Jerry Arden dog 275-987-6644 35W Isabel St

6 64597 Fluffles Aurelias lizard 335-312-4675 3355 Harper Ave
7 13987 Barker Baker cat 738-966-7689 12 H Ave Unit 12
8 798465 Harley Bendita dog 462-654-9879 1098 Pence St

9 497789 Jackson Bing cat 335-868-2346 1049 Ocean Blvd
10 12478 Tippy Brahm turtle 584-654-1589 6598 Salisbury St
11 435789 Monster Burns fish 927-978-3565 109 Gardener Ct
12 11356 Catfish Campana dog 577-987-6868 63 Canon Court
13 1346598 Princess Carpenter dog 462-336-4658 987 Briarwood Pl
14 56798 Frank Celas bird 277-233-6654 12365 Kinston Ave
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Here's the patient lookup sheet. This is where the function will be inserted.

Pet ID Number:

2 Pet's First Name: Catfish

3 Pet's Last Name: Campana

4 Pet Type: |
5 Phone: 577-987-6868

6 Address: 63 Canon Court

7 Birthday: 32159

8 Date of Last Visit: 41224
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- you'd like to continue on to the next part in this series, go to Invoice, Part 3: Fix Broken VLOOKUP.
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