
Google Sheet How To’s 

VLOOKUP Basics



Using an Index (or 
common field), we 
would like to 
populate data 
fields from the 
Source Data 
Sheet to the Final 
Data Sheet



In this 
example, we 
will populate 
the FInal 
Data Sheet 
with 
Description 
and UOM 
from the 
Source Data 
Sheet



Syntax 

= VLOOKUP (Lookup value, 

The Lookup value is the 
Index or Matching field of 
the Source data table and 
FInal data table



Syntax 

= VLOOKUP (Lookup value, Table range, 

The Table range is the 
entire table of the Source 
Data (of part of it).



Syntax 

= VLOOKUP (Lookup value, Table range, Columne #, 

To extract 
this column 
data from the 
Source data 
sheet to the 
Final data 
sheet. In this 
case, it is 
Column 2 
within the 
Table range



Syntax 

= VLOOKUP (Lookup value, Table range, Columne #, true/false)

False means 
to give an 
Exact 
amount.

True means 
to give an 
Approximate 
value.

Here we use 
False



Next we define the 
range, 
First, select 
Control-Shift-RightArrow 
to select the first row of 
data … 



Next, select 
Control-Shift-DownArrow 
and the range of data will 
be selected like this ...



Menu
Data - Named ranges



Enter the name of 
the Table Range  
and click ‘Done’ 



Note the data 
range is not 
selected.

Here I purposely 
click any other 
cell in the sheet 
to deselect the 
data range 



You can see the 
data range was 
selected

As the name 
Range is clicked 



In the Final Data 
Sheet, we type 
= VLOOKUP



Click on the Cell 
B4 to be the Index 
field for the search 



then click “,” and 
next proceed to 
click the data 
range



Note Source Data 
Range is 
populated on the 
function



Next press “,” 
again and type 2 
(to get the 
Description 
content from the 
Source Data Table 
copied to the Final 
Data Table)



then click “,” and 
type FALSE for 
Exact value copy



Close the 
parenthesis of the 
function



Note the desired field 
content from the 
Source Data Sheet, 
next we like to perform 
an autofill



To perform autofill, note 
the “DOT” at the 
bottom corner of the 
cell, you can just 
Double-Click it.



And you can see the 
results as desired



Now you can apply the 
same method to get 
the UOM from the 
Source Data Sheet into 
Final Data Sheet



And Autofill for the 
results to the Final 
Data sheet


