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Combining two worksheets on a common field using VLOOKUP and a named field. 

For this example we have these two worksheets: 

  

 

 

 

 

 

 

 

 

 

 

 

1) Select sells A1:F7 in the Expand Info worksheet and name this group of cells.  I’ll name them ExtraData (no 

spaces allowed in the names).  Click the Formulas tab, then ‘Define Name’ 
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2) In the Basic Info spreadsheet, I’ll add the Phone, Email and Starting Semester Headings.   

 

 

  

  

 

 

3) My VLOOKUP formula for the E2 will be the following:  =vlookup($A1,ExtraData,4,false) 

 $A1 = always look at column A for the U Number as you copy the formula to other cells 

 ExtraData = the cells you want to search or ‘look’ in 

 4 = the forth column in ExtraData, in this case that is the phone number 

 False = find an exact match.  If the U# isn’t in ExtraData, give display an error message, don’t just find 

the next closest U# 

 

4) You can then copy this formula to the other cells in column E 

 

5) When you copy the formula to column F for the email address, you’ll only have to change the third field – 

change the 4 (fourth column in ExtraData is the phone number) to 5 (fifth column in Extra Data is the email 

address).  
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