how to do a vlookup between two
workbooks

how to do a vlookup between two workbooks is a common query among Excel users
who need to compare data across different files. This powerful function allows users to
retrieve information from one workbook while working in another, making data
management and analysis more efficient. In this article, we will explore the step-by-step
process of performing a VLOOKUP between two workbooks, including the necessary
setup, syntax, and practical examples. We will also cover potential errors and
troubleshooting tips to ensure a seamless experience. By the end, you will have a
comprehensive understanding of how to maximize the potential of VLOOKUP in Excel.
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Understanding VLOOKUP Functionality

The VLOOKUP function is one of the most widely used functions in Excel for searching a
specified value in a table and returning a corresponding value from another column. The
name stands for "Vertical Lookup," signifying its ability to search vertically within a data
range. When working with multiple workbooks, VLOOKUP can be particularly useful for
cross-referencing data, such as matching customer records or sales figures from different
sources.

The fundamental syntax of the VLOOKUP function is as follows:
VLOOKUP((lookup value, table _array, col index num, [range lookup])

Here’s what each parameter means:

e lookup_value: The value to search for in the first column of the table array.

e table_array: The range of cells that contains the data to be searched. This can span



multiple workbooks.

e col_index_ num: The column number in the table array from which to retrieve the
value.

e [range_lookup]: Optional. TRUE for an approximate match or FALSE for an exact
match.

Understanding this function is crucial for successfully conducting lookups, especially when
working across multiple workbooks. It allows for efficient data retrieval and analysis,
saving time and reducing errors in manual data entry.

Setting Up Your Workbooks

Before you can perform a VLOOKUP between two workbooks, proper setup is essential.
Here are the steps to prepare your workbooks:

Step 1: Open Both Workbooks

To start, ensure both Excel workbooks are open. This allows you to easily reference cells
and ranges from one workbook in another. For example, you might have "Workbook A"
containing a list of employees and "Workbook B" that holds their corresponding salaries.

Step 2: Identify the Data Range

Next, identify the range of data you will be using for your VLOOKUP. This includes the
column that contains the lookup values and the column with the data you wish to retrieve.
Ensure that the first column in your specified range is the one where the lookup value will
be found.

Step 3: Name Your Ranges (Optional)

While not necessary, naming your ranges can simplify the VLOOKUP formula. To name a
range, select the cells, go to the "Formulas" tab, and click on "Define Name." This makes
your formulas easier to read and manage.



Writing the VLOOKUP Formula

With your workbooks set up, you can now write the VLOOKUP formula to retrieve data
from one workbook while in another. Follow these steps:

Step 1: Start the Formula

In the cell where you want the result to appear, type =VLOOKUP( to initiate the formula.

Step 2: Enter the Lookup Value

Next, specify the lookup value. This can be a cell reference or a specific value. For
example, if you are looking for an employee ID located in cell A2 of "Workbook B," you
would enter A2.

Step 3: Specify the Table Array

This is where referencing another workbook comes into play. You need to include the
workbook name in square brackets followed by the sheet name and the range. For
example:

[Workbook A.xlsx]Sheetl!$A$1:$B$100

Here’s how to structure it:

e Open square bracket: [

e Workbook name: Workbook A.xlsx
e Close square bracket: ]

e Sheet name: Sheet1!

¢ Range: $A$1:$B$100

Step 4: Define the Column Index Number

Enter the column index number from which you want to retrieve data. For instance, if you



want to retrieve data from the second column in your specified range, you would enter 2.

Step 5: Specify the Range Lookup

Finally, decide whether you want an exact match (FALSE) or an approximate match
(TRUE). For most cases, you will want an exact match, so you would enter FALSE.

Your complete formula would look something like this:
=VLOOKUP(A2, [Workbook A.xlsx]Sheetl!$A$1:$B$100, 2, FALSE)

After entering this formula, press Enter, and Excel will return the corresponding value
from the other workbook.

Common Errors and Troubleshooting



