Lecture Notes
Chapter 10
Lookup Functions and Outlines
Overview
In this chapter, learners explore functions used to find data from a large database or a small lookup table. They also learn about the Outline feature and grouping information. Finally, learners will learn to create subtotals and use the Quick Analysis tool.
Chapter Topics
	Introducing Lookup Functions
VLOOKUP and HLOOKUP
	The Outline Feature
	Subtotals
The Subtotal Dialog Box

	The Quick Analysis Tool
	
	


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 10 mins
	20 mins
	30 mins
	30 mins
	1 hr 30 mins
	1 hr 30 mins
	5 hrs 30 mins


[bookmark: _GoBack]Preparing for This Chapter
A complete installation of Microsoft Office 2019 and an Internet connection are required for successful completion of this chapter.
A customizable PowerPoint presentation is available to support this chapter. 
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Introducing Lookup Functions
	· VLOOKUP and HLOOKUP




	Discussion
· Explain that Lookup functions retrieve data from a table stored in the same or a different worksheet or workbook.
· Share that you use one piece of information from a record to find other information for that same record.
· Describe the difference between a VLOOKUP and HLOOKUP:
· V stands for vertical; it looks up information stored in a column.
· H stands for horizontal; it looks up information stored in a row.
· Point out that function arguments are the same for both:
· Lookup_Value is the value to be found.
· Table_Array is the cell range to search.
· Column/Row Index Number is the column/row from where the matching value is retrieved (first column/row in Table_Array is 1).
· Range_Lookup is optional: TRUE searches for the closest value; FALSE searches for an exact match.
· Discuss the example described in the book: looking up a discount rate based on customers’ annual spending.
Questions/Activities
· Ask: When would you use the HLOOKUP function instead of a VLOOKUP?
· Ask: What role does the Table_Array play?

	The Outline Feature
	· VIDEO: “Creating Outlines and Subtotals”
	Discussion
· Explain that outlines let you group related information that can be used to quickly calculate subtotals and a total.
· Show how groups can be arranged by rows or columns.
· Explain that outlines let you control which data to display.
· Point out that outlines are created either manually or by using Auto Outline.
· Explain that subtotal formulas must be inserted before using Auto Outline.
· Share that Auto Outline adds the Outline structure—the collapse and expand buttons—at the top and left sides of the worksheet.
· Show the “Creating Outlines and Subtotals” video and discuss the contents:
· Blank rows have already been inserted for subtotals.
· First demo: Subtotals and Grand Total are calculated using AutoSum.
· Using Auto Outline then collapses the outline to show only the Grand Total and Subtotals.
· Second demo: On a different sheet of data, use the Subtotal dialog box to calculate subtotals and create an outline.
Questions/Activities
· Ask: Before using the Outline feature, what do you have to do to your data?
· Ask: What does the Subtotal dialog box do in addition to inserting subtotals? (Answer: It displays the data in an Outline.)
· Ask: How would you show only the subtotals in an outline? 

	Subtotals
	· The Subtotal Dialog Box
	Discussion
· Explain how the state of the data helps determine whether to use Auto Outline or the Subtotal command:
· If data already has subtotals, use Auto Outline.
· If data is not subtotaled, use the Subtotal command.
· Show how the Subtotal command adds the outline and creates the subtotals all at once.
· Emphasize that to use the Subtotal command, the list must already be sorted by the column to use for grouping the subtotals.
· Display the Subtotal dialog box to discuss the options:
· Choose the column to create the groups.
· Choose the function to calculate.
· Choose which column(s) will display subtotals.
Questions/Activities
· Ask: What does the Subtotal command do that Auto Outline does not?
· Ask: Which method do you think you would use most often? Why?
· Ask: What must be done prior to using the Subtotal dialog box? 

	Using the Quick Analysis Tool
	
	Discussion
· Explain that there are several analysis options available on the Ribbon and that the Quick Analysis tool gives you quick access to them as well.
· Share that you must select a range first to use the Quick Analysis tool; it only appears when the mouse is near a selection.
· Select some cells and display the Quick Analysis tool.
· Discuss the five categories of the Quick Analysis tool and mention that they are based on the type of data selected.
Questions/Activities
· Ask: Why do you have to select a range first to use the Quick Analysis tool?
· Ask: What controls the options in the Quick Analysis categories?
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