
Excel Chapter 8: Lookup 
Functions and Outlines
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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
Most commonly used Lookup functions

VLOOKUP looks for information arranged in columns 

HLOOKUP looks for information arranged in rows
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Introducing Lookup Functions (cont.)
 Lookup function arguments
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Introducing Lookup Functions (cont.)
 VLOOKUP example: Look up amount each customer 

spent to date to determine the discount:
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Lookup_Value:  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



Using the Outline Feature
 Group related data together by columns or rows

 Outline lets you control which data to display
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Show or hide column details

Show or hide row details



Using the Outline Feature (cont.)
 Use AutoSum to calculate subtotals and Grand Total

 Auto Outline uses sums and subtotals 

 Row and column level buttons collapse 
and expand outline

 Quickly create subtotals using the Subtotal dialog box
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Creating Subtotals
 Must first sort list on the column used to group 

subtotals
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Column to create groups

Function to use for subtotals 
(Sum, Count, Average, Max, or Min)

Which column(s) will be subtotaled



Using the Quick Analysis Tool
 Quick, easy way to access popular analysis options 

without using the Ribbon commands

 Quick Analysis tool button only appears when the 
mouse is near a selected range
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Options contain five categories
based on the type of selected data.
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