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Chapter 10: Lookup Functions and Outlines



Learning Objectives

After studying this chapter, you will be able to:
• Create formulas using lookup functions
• Use the Outline feature
• Create subtotals
• Use the Quick Analysis tool



Introducing Lookup Functions

• Lookup functions retrieve data from one table 
using a piece of information from a single record.

• The VLOOKUP and HLOOKUP Functions
• They are the most used Lookup functions.
• VLOOKUP looks for information arranged in columns. 
• HLOOKUP looks for information arranged in rows.



VLOOKUP and HLOOKUP

The VLOOKUP and HLOOKUP functions use the same 
arguments:



VLOOKUP and HLOOKUP (cont.)

VLOOKUP example: Look up the amount each customer 
spent to date to determine the discount:

Lookup_Value: This is 
the amount in column B 
each customer spent.

Table_Array: Cell range E3-
F7 contains data to look up.

Col_Index_Num:  Column 2 (F) of the table 
array contains the value to retrieve.



The Outline Feature

• Used to group related information by columns or rows
• Create outline manually or by using Auto Outline
• Outline lets you control which data to display

Show or hide column 
details with the buttons 
at the top.

Show or hide row details 
with the buttons along 
the left side.



The Outline Feature (cont.)

• First, insert formulas that sum or subtotal 
information from groups of rows or columns.

• Auto Outline will recognize the distinct areas of 
data and group them accordingly.

• Auto Outline then adds the outline structure along 
the top and left sides so the view can be adjusted.



Creating Subtotals

This is somewhat simpler and quicker than creating an 
outline.

• If data has no dividers or subtotals, the 
Subtotal command is the best option.

Start by sorting the list by the column you 
want to use to group the subtotals (Region).

Then issue the Subtotal command 
and set the options (check out the 
next slide for the result).



Creating Subtotals (cont.)

This figure shows the result of the Subtotal operation 
shown on the previous slide:

Note the similarity between 
using the Subtotal and 
Outline features.
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