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Notes
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u All examples are created on a Mac 
computer, however the formulas are the 
same for the Windows version of Excel. Only 
thing differs is that windows users will need 
to use a comma (,) as the separator 
between the  arguments of a function, 
whereas mac users will use a semicolon (;).

u You will realize repetition throughout the 
slides, that is intentional; it is designed like 
that for you to be able to focus on the part 
you need.

u For some useful links and resources, visit the 
last slide.



VLOOKUP FUNCTION
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What you want to do: You want to look and retrieve from a data table, 
which is ordered row by row.
u The function:
=VLOOKUP(lookup_value; table_array; col_index_num; [range_lookup])

The letter V stands for Vertical and VLOOKUP function can only search
values by row.

Note: «[ ]» paranthesis indicates that the argument is optional. 



VLOOKUP FUNCTION – CONT.
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VLOOKUP(lookup_value; table_array; col_index_num; [range_lookup])

The common 
element of the two 
tables. This value 
should always be in 
the first column of 
our table_array.

Two or more 
columns of data, 
the table the 
function is looking 
for the value 
match.

The order of the 
column in the 
table_array, 
which includes 
the value we are 
looking for.

Can take two values, True 
“1”, or False “0”. True 
means an approximate 
match, while False means 
an exact match. In 
default, this value is True. 
Since most of the time we 
will be looking for an 
exact match, we write “0” 
for this argument.



VLOOKUP FUNCTION – Our Data Tables 5
Alright, let’s start with getting 
familiar with our data table. Here 
we have the list of countries in the 
world, their country codes 
according to ISO and country code 
top-level domains. We will use this 
table to look for a specific country 
and bring its country code and 
domain. Please notice that we 
have two Excel sheets, namely 
Countries, and Selected Countries.

In this table, the first column is for 
the COUNTRY_NAME, the second 
column is for the ISO County Code 
and the third one is for the Top-
Level Domain. Please pay attention 
to the column order in your table as 
well.



VLOOKUP FUNCTION – Our Data Tables 6

Here, you can see another data 
table which is placed in the sheet 
“Selected Countries”. In this table 
we have some countries but their 
country codes and top-level 
domains are missing. Thanks to 
excel, we do not have to look for 
each country one by one and 
complete the missing values by 
hand. Instead we will use the 
function VLOOKUP to complete our 
table in an instant.

VLOOKUP will look for the country in 
the sheet “Counties” and return 
whatever value you need about 
that country.



VLOOKUP FUNCTION – Building the Function 7
Now we can start building our function. Excel will 
guide you through this step.
We have 4 arguments in the function:
VLOOKUP(lookup_value; table_array; col_index_num; 
[range_lookup])

Our lookup_value is the value we have common in 
both tables. What is that? The country. By checking 
the country name we can look up for its country 
code and domain. Thus, we select the cell D2, 
Austria.
The table_array is our table in the sheet ”Countries”. 
Here, we go to that sheet and select the table. 
Countries!A2:C267 indicates our table. $ signs are for 
locking the row and column values. Do not forget to 
lock them if you want to drag down your function.
Col_index_num is the number of column which we 
are lsearching the country code in. If you check out 
the table again, you can see that was the column 
number 2.
Range_lookup is 0, because we are looking for an 
exact match. 



VLOOKUP FUNCTION – Building the Function 8
Now we are onto the second one.
We have 4 arguments in the function:
VLOOKUP(lookup_value; table_array; col_index_num; 
[range_lookup])

Our lookup_value is the value we have common in 
both tables. What is that? The country. By checking 
the country name we can look up for its country 
code and domain. Thus, we select the cell D2, 
Austria.
The table_array is our table in the sheet ”Countries”. 
Here, we go to that sheet and the table. 
Countries!A2:C267 indicates our table. $ signs are for 
locking the row and column values. Do not forget to 
lock them if you want to drag down the function.
Col_index_num is the number of column which we 
are searching the top-level domain in. If you check 
out the table again, you can see that was the 
column number 3.
Range_lookup is 0, because we are looking for an 
exact match. 



VLOOKUP FUNCTION – The Result 9
And that’s it. We dragged down our functions and 
get all the values we need from our table in the sheet 
«Countries». 



HLOOKUP FUNCTION
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What you want to do: You want to look and retrieve from a data table, which 
is ordered column by column.
u The function:

=HLOOKUP(lookup_value; table_array; row_index_num; [range_lookup])

The letter H stands for Horizontal and HLOOKUP function can only search 
values by column.

Note: «[ ]» paranthesis indicates that the argument is optional. 



HLOOKUP FUNCTION – CONT.
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HLOOKUP(lookup_value; table_array; row_index_num; [range_lookup])

The common 
element of the two 
tables. This value 
should always be in 
the first row of our 
table_array.

Two or more rows 
of data, the table 
the function is 
looking for the 
value match.

The order of the 
row in the 
table_array, 
which includes 
the value we are 
looking for.

Can take two values, True 
“1”, or False “0”. True 
means an approximate 
match, while False means 
an exact match. In 
default, this value is True. 
Since most of the time we 
will be looking for an 
exact match, we write “0” 
for this argument.



Reference 
and Lookup 
Functions

12

u ADRESS
u AREAS
u CHOOSE
u COLUMN
u COLUMNS
u FORMULATEXT
u GETPIVOTDATA
u HLOOKUP
u HYPERLINK
u INDIRECT

u INDEX
u LOOKUP
u MATCH
u OFFSET
u ROW
u ROWS
u RTD
u TRANSPOSE
u VLOOKUP

Below all the reference and lookup functions in MS 
Excel are listed. 



Resources and Useful Links
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u https://support.office.com/en-us/article/lookup-and-reference-
functions-reference-8aa21a3a-b56a-4055-8257-3ec89df2b23e?ui=en-
US&rs=en-US&ad=US

u MS Excel for Mac:
u https://products.office.com/en-us/mac/microsoft-office-for-mac

u Microsoft Tutorials:
u https://support.office.com/en-us/article/excel-2016-for-mac-help-

2010f16b-aec0-4da7-b381-9cc1b9b47745

https://support.office.com/en-us/article/lookup-and-reference-functions-reference-8aa21a3a-b56a-4055-8257-3ec89df2b23e?ui=en-US&rs=en-US&ad=US
https://products.office.com/en-us/mac/microsoft-office-for-mac
https://support.office.com/en-us/article/excel-2016-for-mac-help-2010f16b-aec0-4da7-b381-9cc1b9b47745

