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Topics covered in the M365 Excel Basics Video 9: 

 
XLOOKUP Function  

❖ Comparing VLOOKUP and XLOOKUP Function 
❖ Using XLOOKUP Function with Exact Match or next Smaller Item 
❖ Using XLOOKUP Function with an Exact Match 
❖ Converting Data to Excel Table and using XLOOKUP for the helper column 
❖ Analyzing our reports with Standard PivotTable Reports 

 
 

 
  

Date Region SalesRep Alpha Code Product Code Sales Product SalesRep Product Code Product SalesRep Alpha Code SalesRep

10/30/2022 West MA3321 RHD213 $257.96 Rainbow High Dolls Macen RHD213 Rainbow High Dolls CA5564 Carmen

4/2/2022 North CA5564 RHD213 $219.50 Rainbow High Dolls Carmen SAB455 Stuffed Animals/Bears CI4452 Cinderelli

3/11/2023 West MI2245 RHD213 $130.12 Rainbow High Dolls Miles OMLS55 LOL OMG Surprise MA3321 Macen

1/5/2023 North TI7723 SAB455 $176.26 Stuffed Animals/Bears Tiana MNT412 Monster Trucks MI2245 Miles

7/13/2022 South CA5564 OMLS55 $128.57 LOL OMG Surprise Carmen HWS775 Hot Wheels TI7723 Tiana

6/28/2023 North TI7723 MNT412 $468.02 Monster Trucks Tiana LOS523 LOL Surprise

4/10/2023 Central TI7723 MNT412 $449.20 Monster Trucks Tiana

5/27/2022 West TI7723 OMLS55 $325.73 LOL OMG Surprise Tiana

5/26/2022 North MA3321 SAB455 $306.42 Stuffed Animals/Bears Macen Product Total Sales ($) SalesRep Total Sales ($)

7/3/2023 NorthWest MA3321 HWS775 $211.67 Hot Wheels Macen Hot Wheels 3,664,677 Carmen 4,456,696

11/16/2022 South MA3321 HWS775 $499.53 Hot Wheels Macen LOL OMG Surprise 3,703,177 Cinderelli 4,377,290

8/11/2023 NorthWest MI2245 HWS775 $354.88 Hot Wheels Miles LOL Surprise 3,695,461 Macen 4,373,775

8/27/2023 Central CI4452 LOS523 $313.60 LOL Surprise Cinderelli Monster Trucks 3,602,462 Miles 4,373,286

6/15/2023 North CA5564 LOS523 $373.04 LOL Surprise Carmen Rainbow High Dolls 3,650,981 Tiana 4,395,642

9/6/2022 NorthWest MI2245 RHD213 $403.66 Rainbow High Dolls Miles Stuffed Animals/Bears 3,659,932 Grand Total 21,976,689

7/3/2023 Central MA3321 SAB455 $309.44 Stuffed Animals/Bears Macen Grand Total 21,976,689

7/4/2023 West CA5564 SAB455 $310.82 Stuffed Animals/Bears Carmen
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VLOOKUP and XLOOKUP Functions 
 
XLOOKUP is one of the new functions in Microsoft Office 365 in Excel, and it addresses many of the 
problems with the older lookup function VLOOKUP function. The XLOOKUP function is a new function 
that replaces VLOOKUP and some other lookup functions. 
 
VLOOKUP is one of the most widely used functions in Excel history. VLOOKUP Function retrieves (goes 
and gets) something from a table and brings it back to the cell or formula. 
We will only work on one VLOOKUP example in this video just in case you get stuck if you inherit a file 
that used VLOOKUP. 
And as I said, Our main focus in this video is XLOOKUP as this is the newer formula in Microsoft 365 
Excel and another important reason is because employers want to make sure that interviewees can do 
XLOOKUP. 
 
In VLOOKUP, the V means Vertical. 
VLOOKUP function: =VLOOKUP( lookup_value , table_array , col_index_num , [range_lookup] ) 
lookup_value = Item that you are trying to find in first column of lookup table. You must look at it 
BEFORE you go over to the table. 
table_array = vertical table = VLOOKUP table 
col_index_num = which column in the table has the thing you want to go and get and bring back to the 
cell. 
[range_lookup] = Exact Match = FALSE or 0. Approximate Match = TRUE or 1 or omitted.  
 
Approximate Match:  **[range_lookup]  is 4th argument in VLOOKUP.   
For Approximate Match, the VLOOKUP table MUST be sorted on the first column: Ascending, A to Z, 
Small to Big.     
For Approximate Match VLOOKUP will race through the first column:     

1. If the first value in the table is smaller than the lookup_value, VLOOKUP returns a Not Available 
Error: #N/A!     

2. It looks through the first column until it bumps into the first value bigger than it and then jump 
back one row (it does a binary search which is really fast compared to Exact Match) 

3. If the lookup_value is bigger than the last value, it stops at the last row.   
      

Exact Match:  **[range_lookup]  is 4th argument in VLOOKUP.   
VLOOKUP will look though each item in the first column of the VLOOKUP table and try to find a match. 
If VLOOKUP cannot find a match it will be polite and say that it is not available: #N/A! 
 
If you are doing Exact Match use Data Validation List:     
Data Ribbon Tab, Data Tools, Data Validation, Allow textbox = List, Source = first column of VLOOKUP 
table_array.  
 
One of the problems with VLOOKUP formulas is that if you insert a new column to the lookup table, the 
VLOOKUP will return the wrong answer because you have inserted a new column for example if column 
2 had the bonus commission and you insert a new column with the category, VLOOKUP will return the 
category as column 2 since it does not update the column numbers automatically on the VLOOKUP 
formula. 
 
XLOOKUP solves the problem of having to specify a column number of the items you want to return by 
using separate ranges for the items to match. The second argument in XLOOKUP is the lookup_array 
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and the value to return is the third argument, return_array. With these two separate ranges in XLOOKUP, 
it does not matter if you add new columns to the lookup table, the formula will always work. 
 
There are other lookup situations that VLOOKUP cannot perform but XLOOKUP can. For example, 
XLOOKUP can lookup cell references, sort a lookup table in descending order, and lookup the last item 
when there are duplicates. XLOOKUP is more efficient than many lookup formulas. 
 
A lookup involves these basic steps: 

1. Determine the Lookup Value 
2. Try to match the lookup value in a lookup range (the list of items used to find a match). 
3. Note the relative position of the match. 
4. Go to the corresponding relative position in the return range (the potential items to retrieve). 
5. Get the item from the relative position in the return range and bring it back to a particular cell or 

larger formula. 
 

The XLOOKUP Function 
 
The XLOOKUP Function in the Microsoft 365 Excel makes many different types of lookups much easier 
than the other earlier versions of Excel. The syntax for the XLOOKUP function is: 
 

    
=XLOOKUP(lookup_value, lookup_array, return_array, [if_not_found], [match_mode], [search_mode]) 
 
The arguments for the XLOOKUP function:  

Argument Description 
lookup_value 
Required* 

The value to search for 
*If omitted, XLOOKUP returns blank cells it finds in lookup_array.    
 

lookup_array 
Required 

The array or range to search 
 

return_array 
Required 

The array or range to return 

[if_not_found] 
Optional 

Where a valid match is not found, return the [if_not_found] text you supply. 
If a valid match is not found, and [if_not_found] is missing, #N/A is returned. 

[match_mode] 
 Optional 

Specify the match type: 
0  -  Exact match. If none found, return #N/A. This is the default. 
-1 - Exact match. If none found, return the next smaller item. 
1  - Exact match. If none found, return the next larger item. 
2 - A wildcard match where *, ?, and ~ have special meaning. 

[search_mode] 
Optional 

Specify the search mode to use: 
1   - Perform a search starting at the first item. This is the default. 
-1 - Perform a reverse search starting at the last item. 
2   - Perform a binary search that relies on lookup_array being sorted 
in ascending order. If not sorted, invalid results will be returned. 
-2 - Perform a binary search that relies on lookup_array being sorted 
in descending order. If not sorted, invalid results will be returned. 



Example 1: Create and Approximate Match and Exact Match using VLOOKUP function 

Using Approximate Match VLOOKUP function to lookup the Commission Amount and the Sales Category. Use the Data Validation Dropdown 
feature to select the Employee’s ID and the Exact Match VLOOKUP function to get the Employee Name and Commission Amount.  

 In Cell A35 use Data Validation drop-down List feature to add a drop-down list that allows you to select the employee's ID from the range 
A38:A48. 
Formula used in Cell B35: =VLOOKUP(A35,A38:E49,2,0) 
Formula used in Cell C35: =VLOOKUP(A35,A38:E49,4,0) 
Formula used in Cell D38: =VLOOKUP(C38,$I$37:$J$42,2) 
Formula used in Cell E38: =VLOOKUP(C38,$I$45:$J$49,2) 
  

   



BUSN 216: Computer Applications 

Page 6 of 10 
 

Example 2: Create and Approximate Match and Exact Match using XLOOKUP Function 
 

Using Approximate Match XLOOKUP function to get the Exact Match or the next smaller item to lookup the Commission Amount and the Sales 
Category. Use the Data Validation Dropdown feature to select the Employee’s ID and the Exact Match XLOOKUP function to get the Employee 
Name and Commission Amount.  

In Cell A46 use Data Validation drop-down List feature to add a drop-down list that allows you to select the employee's ID from the range 
A49:A60. 
Formula used in Cell B46: =XLOOKUP(A46,A50:A61,B50:B61) 
Formula used in Cell C46: =XLOOKUP(A46,A50:A61,D50#) 
Formula used in Cell D50: =XLOOKUP(C50:C61,I48:I53,J48:J53,,-1) 
Formula used in Cell E50: =XLOOKUP(C50:C61,I56:I60,J56:J60,,-1) 
  
 

 



Example 3: Add Data Validation and Create Exact Match using XLOOKUP Function 
 
Using the XLOOKUP Function to Look Up the Graduation records based on an Exact Match Lookup and Data Validation List 
 
When you do an exact match and the lookup table is easily accessible, you should use the Data Validation feature to add a dropdown list of the 
potential lookup values from the lookup array range to the call with the lookup value input. Doing this allows only items that are from the lookup array 
list to be entered into the lookup value input cell. This prevents the XLOOKUP function from failing to find the matches that exist and therefore 
prevents errors. In our example 3 we have done a data validation for the student name as this is our lookup value input cell. 
 
Refer to M365 Excel Basics Video #05, on how to add the Data Validation. 
 
Formulas use in the following Cell Refences for Example 3 calculations: 
 

Student Name: Did a Data validation for Cell A7 for students names. 
Graduation Quarter in Cell B7:  =XLOOKUP(A7,A11:A34,C11:C34) 
Degree Conferred in Cell C7: =XLOOKUP(A7,A11:A34,E11:E34) 
Program of study in Cell D7: =XLOOKUP(A7,A11:A34,B11:B34) 
Application Fee Paid in Cell E7: =XLOOKUP(A7,A11:A34,D11:D34) 

 
 



BUSN 216: Computer Applications 

Page 8 of 10 
 

 
  



BUSN 216: Computer Applications 

Page 9 of 10 
 

Example 4: Use the Exact Match XLOOKUP Function to Look Up the Continent and use the Excel Table 
Feature 
 
To convert Data to an Excel Table, select any one cell in the dataset and press CTRL +T to create an Excel Table. Be sure to check the box “My Table has 
headers” and to name the Excel Table. 
 
In Cell E11 add another column to the City Population Table and name the column ‘Continent’. In Cell E12 Create an Exact Match using XLOOKUP 
Function to retrieve and return the Continent name for each from the continent Table. Lookup Value is the Country Field in the City Population Table, 
Lookup Array is the Country Field in the Continent Table, Return Array is the Continent Field in the Continent Table. 
Create a PivotTable that shows population by continent, Continent Field in the Rows Area, and Total Population in the Values Area. Name the 
PivotTable, show in Tabular Form and add number formatting. 
 
Formula used in the Continent Column is: =XLOOKUP([@Country],Continentans[Country],Continentans[Continent]) 
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Example 5: Exact Match XLOOKUP Function to Lookup the Product and SalesRep 
 
Using the XLOOKUP Function to Look Up the Product and SalesRep based on an Exact Match Lookup, analyze the data with 3 PivotTable 
Reports and Visualize the SalesRep Total Sales with a Clustered Column Chart. 
 
Create helper columns in the Fact Table for the SalesRep and the Product. Use the XLOOKUP function to lookup the SalesRep and the Product and put 
them in the fact Table. Use the XLOOKUP function to add the Product and SalesRep field to the fact table. 
Create 3 different PivotTables as seen in our video and Excel File for Video 9. 
Visualize the SalesRep Total Sales using a Clustered Column Chart 
 
Formula used in Cell F9: =XLOOKUP(D9:D73185,I9:I14,J9:J14) 
Formula used in Cell G9: =XLOOKUP(C9:C73185,L9:L13,M9:M13) 

 


