


VLOOKUP is a formula in Excel that enables you to compare two sets of data and find duplicates.  
· This is very helpful when you export data out of Raiser’s Edge into Excel and then need to identify where you have duplicates so you can review or delete the duplicate data.
· You can also use this to combine data together in some very creative ways.

Here are some examples:

· I’ve exported out a list of individuals and want to see if any of their spouses are also on the list.

· I’ve exported out a large mailing list that has both individuals and organizations (with contacts).  I need to find anyone who is on the list as an individual but may also be on the spreadsheet as a contact at an organization. I’ll then look at these and decide if I want to mail to them as an individual, a contact, or both.

· I’ve exported out a list but forgot to add some data. Instead of starting all over again, I can export out the missing data, match it up and add it to my list.

Using VLOOKUP, you can use data within a single worksheet or data that’s on multiple worksheets within the same workbook.  You can access other data by copying it into your workbook on its own sheet.  But as noted below, you need certain key fields in order to perform the lookup so that data must be available in all your sources. 
Using the VLOOKUP formula

You can find instructions for VLOOKUP in Excel, but they are rather confusing so we’ll give you simpler instructions and some examples below.
· ex:  I have a mailing list and want to see if anyone’s spouse is also on the list. So I want to look at the spouse ID, and see if it’s anywhere in the column of constituent IDs. I’ll use the ID fields to identify constituents and spouses.
A few rules:
· In your initial export, you must make sure you have the fields you need for your comparison.

· ex: Since I’m comparing the spouse and constituent IDs, I need both the constituent ID and spouse ID fields. 
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1 _|REID SortName FINAL ADDRESSEE FINAL SALUTATION Spouse ImportID Spouse D Spouse Name Address Type Org Name
2 [2380 ABERT, SUSAN Susan Abert Esg. Ms. Abert Business Bradley &
3 |34448-1  ACKERMAN, JANET Ms. Janet Ackerman Ms. Ackerman Business People's L
4 (215141 ADAMS, DAVID G. Mr. David G. Adams Mr. Adams 21514-2 21514-2 Sally Adams. Business Thelnnat —
5 (18675 ALUSIC-BINGHAM, ERIKA. Ms. Erika Alusic-Bingham Ms. Alusic-Bingham Business Southemn I
6 |233041  AMES, HARVEY M. J. Harvey M. J. Ames, CFP, ChFC Mr. Ames Business Ames Plar
7 |32340-1  AVERY, DAVID C. Mr. David C. Avery Mr. Avery Business Preferred
8 |8723-2  AWIV. DIANA Ms. Diana Aviv. Ms. Aviv Business Independe
9 |33052-1  BARRY. PATRICIA LANG Mrs. Patricia Lang Barry Mrs. Barry 33052-2 33052-2 John F. Barry Business Conant Hic
10 |20853-1  BATES. THOMAS S. Thomas S. Bates, CPA Mr. Bates Business Thomas S
11 19603-2 BONNETTE. STEVE J. Steve J. Bonnette, Esq. Mr. Bonnette Business Law Office
12 |2515-14  BOUTIN, JEFFREY P. Mr. Jeffrey P. Boutin Mr. Boutin Business The Boutir
13 11750 BRADSHAW, JOHN R. Mr. John R. Bradshaw Mr. Bradshaw 00001-593-0000102283 13267 Bess Bradshaw Business
14 29793-1  BRAGDON, PETERE. ‘The Honorable Peter E. Bragdon Senator Bragdon Business New Hamj
15 |5603-1 BRAGDON, STEPHENEB. Stephen B. Bragdon, Esg. Mr. Bragdon 00001-593-0000108255 Cheryl A Belair Business Bragdon &
16 123073-1  BRINGOLF, REGINA Regina Bringolf, Esg. Ms. Bringolf Business
17 [18558 BROWN, ELISABETH Ms. Elisabeth Brown Ms. Brown Business City of Kee.
18 |34511-2  BROWN, WINTHROP Mr. Winthrop Brown, Il Mr. Brawn Business ‘Wells Farc
19 [12584 BRYAN, LAURIE Ms. Laurie Bryan Ms. Bryan Business Harris Cer
20 |20560-1  BURK, JOHN G. John G. Burk, CPA Mr. Burk: 20560-2 20560-2 Claire Burk. Business John G. Bt
21 |25985-1  CALLENDER. NANCY Ms. Nancy Callender Ms. Callender Business Peerless |
22 |20483-1  CARNEY, GERALD J. ‘The Honorable Gerald J. Camey Judge Carney Business
23 10715 CARUSO, DAVID Dr. David Caruso Dr. Caruso Business Antioch Ur
24 |34776-3  CASERTA BONNIE Mrs. Bonnie Caserta Mrs. Caserta. Business Caserta Fi
25 |34776-2  CASERTA, CHARLES Mr. Charles Caserta. Mr. Caserta. Business Caserta Fi
26 |34776-1  CASERTA CHRIS Mr. Chris Caserta Mr. Caserta. Business Caserta Fi
27 [18314 CASSADY, MARIE Ms. Marie Cassady Ms. Cassady Business Cathedral
28 |11390-1  CAVANAUGH, DENISE Ms. Denise Cavanaugh Ms. Cavanaugh Business Cavanaug
29 [18806 CLARK, BILL Mr. Bill Clark Mr. Clark Business Central Ne
30 [18805 CLARK, LINN Ms. Linn Clark. Ms. Clark. Business Central Ne
31 [18214 COATES, EDNA Ms. Edna Coates Ms. Coates Business Monadnoc
32 |20863-1  COLE, STEVENC. Steven C. Cole, CPA Mr. Cole Business
33 |24772-1  COLELLA PAUL M. Paul M. Colella, Esqg. Mr. Colella Business
34 [12861 CONTOIS, JAIME Ms. Jaime Contois Ms. Contois. Business ‘Working F
35 [16790 COSTELLO, AMANDA Ms. Amanda Costello Ms. Costello Business Cheshire C
36 |29445-1  CRAIGLOW, JAMES Dr. James Craiglow Dr. Craiglow Business Children o
37 [18857-1  CRONIN, JOHN J. Mr. John J. Cronin, lll Mr. Cronin 18857-2 18857-2 Katherine Coker-CroiBusiness
38 |1132-3 CURTIN, STEPHEN Mr. Stephen Curtin Mr. Curtin Business Home Het
39 [1476 DANFORTH, LOUISE Ms. Louise Danforth Ms. Danforth Business Monadnoc
40 [18533 DEMURO, GERALD Mr. Gerald DeMuro Mr. Dehduro Business Northem
34668-1 DESPRES, ED Mr. Ed Despres M. DESEYES 1] Business Investors (
42 |28051-1  DEVITTE, JESSEF. Mr. Jesse F. Devitte Mr. Devitte Business Borealis
43 |16333-1  DIONNE. E.J. Mr. E.J. Dionne Mr. Dionne. Business Brookings
44 |24463-1  DODGE. KATHRYN G. Kathryn G. Dodge, PhD Ms. Dodge 24463-2 24463-2 David Dodge Business New Hamj
45 |21066-1  DOKMO, CYNTHIA J. Cynthia J. Dokmo, Esg. Mrs. Dokmo 00001-593-0000084919 832 Lewis Dokmo Business Drescher ¢
46 |1225-7 DONAWAY, SHARON Ms. Sharon Donaway Ms. Donaway Business ConVal Re
47 |113211 DUCKETT, BARBARA R. Barbara R. Duckett, ARNP Ms. Duckett Business Home Het
48 [10241 EASON, EDWARD J. Mr. Edward J. Eason Mr. Eason Business Monadnoc o
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· The field you are looking up on (here it’s our constituent ID) must be in the lefthand column.

· The data must be sorted alphabetically (low to high) on this field.

Sort the list - Sort the entire sheet on your lefthand column.

· You may get this warning (if you’re sorting on something that looks like a number). Just choose the default (sort.. as a number) and hit OK.

[image: image2.png]The folowing sort key may not sort as expected because:
Tt contains some numbers Formated as text:

RED

what would you ke to do?

® Sart anything that ook IKe & rumber, 55 & Aber!
Sort rumbers and numbers stored s text separately

ok Cancel el




· ex: Here’s the sheet now sorted alpha on the constituent ID:
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1 REID  SorName FINAL ADDPESSEE FINALSALUTATION _ Spouse ImportlD  Spouse D Spouse Name  Address Type Org Name
2 274 MORISON, JOHN H it John H. Morison, i hr. Morison 16086-2 160862 Francoise Morison  Business Hitchiner h
3 389 BERNARD, JENNIFER hir. and Mrs. Paul Bemard Mr. and Mrs. Bemard | 00001-593-0000096300 Paul Bemard Home
4 391 ROEDEL. FRED B. hr. and Mrs. Fred B. Roedel, i hr. and Mrs. Roedel  00001-593-0000096542 3286 Deborah Roedel  Home
5 (1476 DANFORTH LOUISE Ms. Louise Danforth hs. Danforth Business Monadnoc
6 1573 NAIR RAJESH hir. Rajesh Nair hr. Nair Business Degree C
7 [2068  HEAD, THOMASF. hir. and Mrs. Thomas F. Head hr. and Mrs. Head 00001-593-0000086373 2089 Joanne Head Home
8 [239)  ABERT, SUSAN Susan Abert Esq Ms. Abert Business Bradiey &
4 2527 LACHMAN, SUSANR. Susan R Lachman, Esg, hs. Lachman Business Hoppock .
102806 OGELBY. R DEAN hr. Dean Ogelby hr. Ogelby 00001-593-0000088847 73445 Kathy Ogelby Business Compass
11 (2868 MEISZNER, SUSANH.SCHAFER  Ms. Susan H. Schafer Meiszner  Ms. Meiszner Business Keene St
12 (2930 WILSON, DONALD hr. and Mrs. Donald Wilson hr. and Mrs. Wilson  00001-593-0000087780 /3086 Karen E.Wison  Home
13[3066  KING, JEFFREY M. . Jefirey M. King . King Business Town of Pr
14[3067  STRIFFOLINO, MARY s, Mary Stifioling s, Stifialing Business Keene Hig
15 (3111 KIELEY, JOHN hr. and Mrs. John Kieley Mr and Mrs.Kisley  00001-593-0000088058 (3625 Canstance Kieley  Home
16 (3135 LARRABEE R Captain and Mrs. P J. Larrabee, Il Captain and brs. Larrabe 00001-593-0000088133 16130 JanetLarabee  Home
17 (1244 MARKIEWICZ STEVEN Steven Markiewicz, Esq hr. Markiewicz Business
183357 IRWIN, DAVID B, hr. and Mrs. David B. Iwin hr. and Mrs. Invin 00001-593-0000090781 4534 AsaL Inwin Home
19 (3366 BREWER RAY hir. Py Brewer . Brewer Home
20 (3432 IRWIN, GLENN . Glenn Inwin . Inwin Home
21 (3493 IRWIN,CRAIG . Craig Inwin . Inwin Home
223532 WITHERELL JENNIFERNOLA  Ms. Jennifer Nola Withersll s, Wiherel Home
23 (304 KAUFHOLD, JOHN ir_John Kauthold . Kauthold Home
3343 SULLIVAN, ASHLEYF. s Ashiey F_Sullvan T, Sulivan Home
25 (3971 MILLER BARBARAA 5. Barbara A Miler s, Miller Business Town of Py
26 (3980 BLANCHARD, EVELYN hirs. Evelyn Blanchard s, Blanchard Home
27 (4049 GLYNN, DAVID A hr. Davil A Glynn hir. Glynn Home
28 (4246 EDWARDS, BRUCE R hr. and Mrs. Bruce P Edwards hr. and Mrs, Edwards | 00001-593-0000108128 16488 June Edwards Home
29 (5203 SPENCER JAMESF. M. James F. Spencer hr. Spencer Home
30 (6333 SCOTT, ALISON s, Alison Scott hs. Scatt Home
31 (462 MORISON, MICHAEL M. hr. and Mrs. Michas| . Morison  Mr.andl brs. Morison  00001-583-0000093934 6453 Gloria G, Morison  Home
32[6469  FIELD, JOANNE s, Joanne Field s, Field Home
33 (6627 BEFFA-NEGRIN| DAVID hr. and Mrs. David Befie-Negrini Mr. andl brs. Beffa-Negrin 00001-533-0000094439 6609 Patiicia A Beffa-NecHome
34[7480  GILES-GEE, HELENF. Dr. Helen F. Giles-Gee Dr. Giles-Gee Business Keene St
3 [7902  WINEY, MARY MORISON hr and Mrs. Stuart Winby Mr.and Mrs. Winby | 00001-593-0000102733 11987 Stuat Winby Home
36 (3344 KENYON, DAVID C. hr. and Mrs. David C. Kenyan Mr. and Mrs. Kenyon | 00001-593-0000096674 16129 Janice Kenyon  Home
37 (3495 GEISINGER. GREGORY hr. and Mrs. Gregary Geisinger  Mr.andl Mrs. Geisinger  00001-533-0000096954 495 Maureen R Geisinge Home
3B [3506  BROSS, PETERF. Peter F. Bross, MD Dr.Bross Home
39 (3835 BUTTERFIELD, KRISTA J s, Krista J. Buterfield s, Butterield Home
403906 THIBODEAU, LYNN hs. Lynn Thibocdeau s, Thibodeau Home
41 (3394 SANDBACK AMY hirs. Amy Sandback Mirs. Sandback Home
42 (017 BLAKE, CHERYL hr. and Mrs. Pichard Blake hr. and Mrs. Blake 00001-593-0000047714 5018 Pichard Blake  Home
43[0126  FREDERICKS, DEB hs. Deb Fredericks s, Fredericks Home
44[2197  O'ROURKE, CHRISTINAH hir. and Mrs. P.J. O'Rourke hr. and Mrs. O'Rourke  00001-593-0000098183 /3236 P.J.O'Rourke Home
45 (1437  HESSEL GREG M. Greg Hessel . Hessel Business Regenera
46 (10241  EASON, EDWARD . hr. Edward J. Eason hir. Easan Business Monadnoc
4710636 CLOSE, JOSEPHINE P. Ms. Josephine P Close hs. Close Home
4810637 CLOSE, AMANDAS. Ms. Amanda 5. Close Ms. Close Home 2
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Add a new column – You can add this anywhere after the 1st two columns.

· ex: We’ll add it in the 3rd column.
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B4~ A STRIFFOLINO, MARY
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1 REID  SonName [FJAL ADDRESSEE FINALSALUTATION _ Spouse ImportlD Spouse D Spouse Name
2 274 MORISON, JOHN H . dohn H. Morison, i hr. Morison 16086-2 160862 Francoise Morisc
3 389 BERNARD, JENNIFER hir. and Mrs. Paul Bemard Mr. and Mrs. Bemard | 00001-593-0000096300 Paul Bemard
4 391 ROEDEL. FRED B. hr. and Mrs. Fred B. Roedel, i hr. and Mrs. Roedel  00001-593-0000096542 3286 Deborah Roedel
5 (1476 DANFORTH LOUISE Ms. Louise Danforth hs. Danforth d
6 1573 NAIR RAJESH hir. Rajesh Nair hr. Nair
7 [2068  HEAD, THOMASF. hir. and Mrs. Thomas F. Head hr. and Mrs. Head 00001-593-0000086373 2089 Joanne Head
8 [239)  ABERT, SUSAN Susan Abert Esq Ms. Abert
4 2527 LACHMAN, SUSANR. Susan R Lachman, Esg, hs. Lachman
102806 OGELBY. R DEAN hr. Dean Ogelby hr. Ogelby 00001-593-0000088847 73445 Kathy Ogelby
112868 MEISZNER, SUSAN H. SCHAFER Ms. Susan H. Schafer Meiszner  Ms. Meiszner
12 (2930 WILSON, DONALD hr. and Mrs. Donald Wilson hr. and Mrs. Wilson  00001-593-0000087780 /3086 Karen E. Wilsan
13 (3066 KING JEFFREY M . Jefirey M. King . King
3067 [ETRIFFOLNG MARY 1 s, Mary Stifioling s, Stifialing
15 (3111 RIELEY, JOFN hr. and Mrs. John Kieley Mr and Mrs.Kisley  00001-593-0000088058 (3625 Canstance Kielzy
16 (3135 LARRABEE R Captain and Mrs. P J. Larrabee, Il Captain and brs. Larrabe 00001-593-0000088133 16130 Janet Larabee
17 (1244 MARKIEWICZ STEVEN Steven Markiewicz, Esq hr. Markiewicz
183357 IRWIN, DAVID B, hr. and Mrs. David B. Iwin hr. and Mrs. Invin 00001-593-0000090781 4534 AsaL Inwin
19 (3366 BREWER RAY hir. Py Brewer . Brewer
20 (3432 IRWIN, GLENN . Glenn Inwin . Inwin
21 (3493 IRWIN,CRAIG . Craig Inwin . Inwin
22 (3532 WITHERELL JENNIFERNOLA s, Jennifer Nola Witherell s, Wiherel
23304 KAUFHOLD, JOHN . John Kauthold . Kauthold
24[3843  SULLIVAN, ASHLEYF. hs. Ashley F. Sullivan s, Sullivan
25 (3871 MILLER BARBARAA s, Barbara A Miler s, Miller
26 (3980 BLANCHARD, EVELYN hirs. Evelyn Blanchard s, Blanchard
27 (4049 GLYNN, DAVID A hr. Davil A Glynn hir. Glynn
28 (4246 EDWARDS, BRUCE R hr. and Mrs. Bruce P Edwards hr. and Mrs, Edwards | 00001-593-0000108128 16488 June Edwards
29 (5203 SPENCER JAMESF. M. James F. Spencer hr. Spencer
30 (6333 SCOTT, ALISON s, Alison Scott hs. Scatt
31 (462 MORISON, MICHAEL M. hr. and Mrs. Michas| . Morison  Mr.andl brs. Morison  00001-583-0000093934 6453 Gloria G. Morisor
32[6469  FIELD, JOANNE s, Joanne Field s, Field
33 (6627 BEFFA-NEGRIN| DAVID hr. and Mrs. David Befie-Negrini Mr. andl brs. Beffa-Negrin 00001-533-0000094439 6609 Paticia A Beffzr
34[7480  GILES-GEE, HELENF. Dr. Helen F. Giles-Gee Dr. Giles-Gee
3 [7902  WINEY, MARY MORISON hr and Mrs. Stuart Winby Mr.and Mrs. Winby | 00001-593-0000102733 11987 Stuat Winby
36 (3344 KENYON, DAVID C. hr. and Mrs. David C. Kenyan Mr. and Mrs. Kenyon | 00001-593-0000096674 16129 Janice Kenyon
37 (3495 GEISINGER. GREGORY hr. and Mrs. Gregary Geisinger  Mr.andl Mrs. Geisinger  00001-533-0000096954 495 Maureen R Geis
3B [3506  BROSS, PETERF. Peter F. Bross, MD Dr.Bross
39 (3835 BUTTERFIELD, KRISTA J s, Krista J. Buterfield s, Butterield
403906 THIBODEAU, LYNN hs. Lynn Thibocdeau s, Thibodeau
41 (3394 SANDBACK AMY hirs. Amy Sandback Mirs. Sandback
42 (017 BLAKE, CHERYL hr. and Mrs. Pichard Blake hr. and Mrs. Blake 00001-593-0000047714 5018 Richard Blake
43[0126  FREDERICKS, DEB hs. Deb Fredericks s, Fredericks
44[2197  O'ROURKE, CHRISTINAH hir. and Mrs. P.J. O'Rourke hr. and Mrs. O'Rourke  00001-593-0000098183 /3236 P.J.O'Rourke
45 (1437  HESSEL GREG M. Greg Hessel . Hessel
46 (10241  EASON, EDWARD . hr. Edward J. Eason hir. Easan
4710636 CLOSE, JOSEPHINE P. Ms. Josephine P Close hs. Close
4810637 CLOSE, AMANDAS. Ms. Amanda 5. Close Ms. Close 2
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VLOOKUP formula syntax
Here’s the syntax: =VLOOKUP (reference cell, array cells, column of results, match)

Reference cell = the cell you want looked up

Array cells = the block of data you’ll use for looking up (this MUST be 2 columns or more)
Column of results = the column of the array that you’ll pull over for results

Match type = 0 will give you an exact match

· Starting your formula – In the first cell in your new blank column (under the title row), enter =VLOOKUP(
· Reference cell – Point to the reference cell (or enter the value manually) as the next part of your formula, followed by a comma.
· ex:  We want the spouse ID looked up so that will be our reference cell. 
In the formula, we’ll now point to the Spouse ID cell which is G2, and then type in a comma. The formula now says =VLOOKUP(G2,   
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SUM. v XV A& =VLOOKUP(G2,

A B D E F G H I3
RE ID SortName FINAL ADDRESSEE FINAL SALUTATION Spouse ImportID use D Spouse Name Address Type
274 MORISON, JOHN H. =VLOOKUP(GZ__]Mr. John H. Morison, i Mr. Marison 160862 Fvam:mse Marison  Business
389 BERNARD, JENNIFER [VLOOKUP{lookup_value, table_array, col_index_num, [range Jookup]) | and Mrs. Bemard  00001-533-0000096300 Paul Bemard Home
391 ROEDEL FRED B. Mr.and Mrs. Fred B. Roedel, III Mr. and Mrs. Roedel 00001-593-0000096542 8285 Deborah Roedel Home
1476 DANFORTH, LOUISE Ms. Louise Danforth Ms. Danforth Business ||
1573 NAIR, RAJESH Mr. Rajesh Nair Mr. Nair Business
2068 HEAD, THOMAS F. Mr. and Mrs. Thomas F. Head Mr. and Mrs. Head 00001-593-0000086373 2063 Joanne Head Home
2380 ABERT, SUSAN Susan Abert Esg. Ms. Abert Business
2527 LACHMAN, SUSAN R, Susan R Lachman, Esg. Ms. Lachman Business
2806 OGELBY. R. DEAN Mr. Dean Ogelby Mr. Ogelby 00001-593-0000088847 3445 Kathy Ogelby Business
2868 MEISZNER, SUSAN H. SCHAFER Ms. Susan H. Schafer Meiszner Ms. Meiszner Business
2930 WILSON, DONALD Mr. and Mrs. Donald Wilson Mr. and Mrs. Wilson 00001-593-0000087780 3088 Karen E. Wilson Home
3066 KING, JEFFREY M. Mr. Jeffrey M. King Mr. King Business
3067 STRIFFOLING, MARY Ms. Mary Striffolino Ms. Striffolino. Business

3086 WILSON, KARENE. Mrs. Karen E. Wilson Mrs. Wilson 2930 Daonald Wilson
3111 KIELEY, JOHN Mr. and Mrs. John Kieley Mr. and Mrs. Kieley 00001-593-0000088058 (9625 Constance Kieley ~ Home
3135 LARRABEE, R. J. Captain and Mrs. R. J. Larrabee, IIl Captain and Mrs. Larrabe 00001-593-0000088138 716130 JanetLarrabee Home
3244 MARKIEWICZ, STEVEN Steven Markiewicz, Esg. Mr. Markiewicz Business
3357 IRWIN, DAYID B. Mr. and Mrs. David B. Irwin Mr. and Mrs. Irwin 00001-593-0000090781 /4534 Asa L Inwin Home
3368 BREWER, RAY Mr. Ray Brewer Mr. Brewer Home
3492 IRWIN, GLENN Mr. Glenn Irwin M. Irwin Home
3493 IRWIN, CRAIG Mr. Craig Irwin M. Irwin Home
3532 WITHERELL, JENNIFER NOLA Ms. Jennifer Nola Witherell Ms. Witherell Home
3604 KAUFHOLD, JOHN Mr. John Kauthold Mr. Kaufhold Home
3843 SULLIVAN, ASHLEY F. Ms. Ashley F. Sullivan Ms. Sullivan Home
3971 MILLER, BARBARA A, Ms. Barbara A Miller Ms. Miller Business
3980 BLANCHARD, EVELYN Mrs. Evelyn Blanchard Mrs. Blanchard Home
4043 GLYNN, DAVID A, Mr. David A Glynn Mr. Glynn Home
4246 EDWARDS, BRUCE R. Mr. and Mrs. Bruce R. Edwards Mr. and Mrs. Edwards 00001-593-0000108128 16488 June Edwards Home
6203 SPENCER, JAMES F. Mr. James F. Spencer Mr. Spencer Home
6333 SCOTT, ALISON Ms. Alison Scott Ms. Scott Home
6462 MORISON, MICHAEL M. Mr. and Mrs. Michael M. Marison Mr. and Mrs. Morison 00001-593-0000093934 6463 Gloria G. Morison ~ Home:
6463 FIELD, JOANNE Ms. Joanne Field Ms. Field Home
6627 BEFFA-NEGRINI, DAVID Mr. and Mrs. David Beffa-Negrini Mr. and Mrs. Beffa-Negrin 00001-593-0000094489 6609 Patricia A Beffa-NecHome
480 GILES-GEE, HELEN F. Dr.Helen F. Giles-Gee Dr. Giles-Gee Business
902 WINBY, MARY MORISON Mr. and Mrs. Stuart Winby Mr. and Mrs. Winby 00001-593-0000102733 11987 Stuart Winky Home
8344 KENYON, DAVID C. Mr. and Mrs. David C. Kenyon Mr. and Mrs. Kenyon 00001-593-0000096674 16129 Janice Kenyon Home
8495 GEISINGER, GREGORY Mr. and Mrs. Gregory Geisinger Mr. and Mrs. Geisinger  00001-593-0000096954 "5496 Maureen R. GeisingeHome:
8506 BROSS, PETERF. Peter F. Bross, MD. Dr. Bross. Home
8835 BUTTERFIELD, KRISTA J. Ms. Krista J. Butterfield Ms. Butterfield Home
8906 THIBODEAU, LYNN Ms. Lynn Thibodeau Ms. Thibodeau Home
8994 SANDBACK, AMY Mrs. Amy Sandback Mrs. Sandback Home
9017 BLAKE, CHERYL Mr. and Mrs. Richard Blake Mr. and Mrs. Blake 00001-593-0000097714 (3018 Richard Blake Home
9126 FREDERICKS, DEB Ms. Deb Fredericks Ms. Fredericks Home
9197 O'ROURKE, CHRISTINA H. Mr. and Mrs. P.J. O'Rourke. Mr. and Mrs. O'Rourke  00001-533-0000098189 9236 P.J. O'Raurke Home
9437 HESSEL GREG Mr. Greg Hessel Mr. Hessel Business
10241 EASON, EDWARD J. Mr. Edward J. Eason Mr. Eason Business
10636 CLOSE. JOSEPHINE P. Ms. Josephine P. Close Ms. Close. Home ~
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· Array cells – Now highlight the block of cells that contain the data you want to use for lookup. You can highlight entire columns, or specific blocks of cells (usually you highlight columns).

· ex: We want to compare the spouse ID to the constituent ID which is the left column. Since this is an array, by definition it has to include multiple columns so our array will be columns A and B. To continue the formula, I’ll highlight both columns A and B, then type a comma. The formula now says =VLOOKUP(G2,A:B,
· Column of results – When we find a value that matches, specify the column in your array that you want to see as the result. Then add another comma.

· ex:  We want to see the results as the constituent ID, so we’ll type in “1” which means the 1st column of the array. The formula now says =VLOOKUP(G2,A:B,1,
· ex: If I want to see the results as the Sort Name, I would type in “2” which would give me the 2nd column of the array. 

You can specify your array to include many columns of your data if you want to pull in different results.
Match type – We want an exact match for our lookup, so choose “0” (zero).  Finish the formula by typing an ) (end paren).

· ex: Here’s our finished formula: =VLOOKUP(G2,A:B,1,0)
Formula results – When you hit enter, you’ll see the results of your lookup in the cell. But you’ll see the actual formula in the edit bar.  
· If the lookup does find a match, it will return whatever array column you specified in your formula. 
· If the lookup did not find a match, it will return the value of “#N/A”.
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- A =VLOOKUP(GZA:B,10)
B | IR D E F G H |
Sort Name FINAL ADDRESSEE FINAL SALUTATION Spouse Import ID Spouse D Spouse Name Address Ty|
MORISON, JOHN H. ] #NJA Mr_John H. Morison, Il Mr. Morison 16086-2 16086-2 Francoise Morison  Business
BERNARD, JENNIFER Mr. and Mrs. Paul Bernard Mr. and Mrs. Bemard 00001-593-0000036300 Paul Bernard Home
ROEDEL FREDB. Mr.and Mrs. Fred B. Roedel, lIl Mr. and Mrs. Roedel 00001-593-0000096542 8286 Dehorsh Roedel  Home
DANFORTH, LOUISE Ms. Louise Danforth Ms. Danforth Business
NAIR, RAJESH Mr. Rajesh Nair Mr. Nair Business
HEAD, THOMAS F. Mr.and Mrs. Thomas F. Head Mr.and Mrs. Head 00001-593-0000086373 2069 Joanne Head Home
ABERT, SUSAN Susan Abert, Esqg, Ms. Abert Business
LACHMAN, SUSAN R. Susan R. Lachman, Esq. Ms. Lachman Business
OGELBY. R. DEAN Mr. Dean Ogelby Mr. Ogelby 00001-693-0000088847 3445 Kathy Ogelby Business
MEISZNER, SUSAN H. SCHAFER Ms. Susan H. Schafer Meiszner Ms. Meiszner Business
WILSON, DONALD Mr. and Mrs. Donald Wilson Mr. and Mrs. Wilson 00001-533-0000087760 3086 Karen E. Wilson Home
KING, JEFFREY M. Mr. Jeffrey M. King Mr. King Business
STRIFFOLINO, MARY Ms. Mary Striffolino Ms. Striffolino Business
15 3086 WILSON, KAREN E. Mrs. Karen E. Wilson Mrs. Wilson 72430 Donald Wilson
16 (3111 KIELEY, JOHN Mr. and Mrs. John Kieley Mr.and Mrs. Kieley 00001-593-0000088058 8625 Constance Kieley  Home
17 (3138 LARRABEE, R. J. Captain and Mrs. R. J. Larrabee, Il Captain and Mrs. Lamrabe 00001-593-0000088138 116130 JanetLarrabee Home
18 (3244 MARKIEWICZ, STEVEN Steven Markiewicz, Esg, Mr. Markiewicz Business
18 3387 IRWIN, DAVID B. Mr. and Mrs. David B. Irwin Mr. and Mrs. Irwin 00001-533-0000090761 4534 Asa L. Irwin Home
20 3368 BREWER, RAY Mr. Ray Brewer Mr. Brewer Home
21 3492 IRWIN, GLENN Mr. Glenn Irwin Mr. Inwin Home
22 3493 IRWIN, CRAIG Mr. Craig Iwin Mr. Inwin Home
23 3532 WITHERELL, JENNIFER NOLA Ms. Jennifer Nola Witherell Ms. Witherell Home
24 3604 KAUFHOLD, JOHN Mr. John Kauthold Mr. Kaufhold Home
25 3843 SULLIVAN, ASHLEY'F. Ms. Ashley F. Sullivan Ms. Sullivan Home
26 (3971 MILLER, BARBARA A. Ms. Barbara A, Miller Ms. Miller Business
27 3980 BLANCHARD, EVELYN Mrs. Evelyn Blanchard Mrs. Blanchard Home
28 (4049 GLYNN, DAVID A, Mr. David A Glynn Mr. Glynn Home
29 (4246 EDWARDS, BRUCE R. Mr.and Mrs. Bruce R. Edwards Mr. and Mrs. Edwards. 00001-533-0000108128 (16488 June Edwards Home
30 (6203 SPENCER, JAMES F. Mr. James F. Spencer Mr. Spencer Home
31 (6333 SCOTT, ALISON Ms. Alison Scott Ms. Scott Home
32 (6462 MORISON, MICHAEL M. Mr. and Mrs. Michael M. Morison Mr. and Mrs. Marison 00001-593-0000093934 6463 Gloria G. Morison  Home
33 (6469 FIELD, JOANNE Ms. Joanne Field Ms. Field Home
34 (6627 BEFFA-NEGRINI, DAVID Mr. and Mrs. David Beffa-Negrini Mr. and Mrs. Beffa-Negrin 00001-533-0000094489 6609 Patricia A. Beffa-Ne¢ Home
35 7480 GILES-GEE, HELEN F. Dr. Helen F. Giles-Gee Dr. Giles-Gee Business
36 7902 WINBY, MARY MORISON Mr. and Mrs. Stuart Winky Mr.and Mrs. Winby 00001-593-0000102733 (11987 Stuart Winky Home
37 (8344 KENYON, DAVID C. Mr.and Mrs. David C. Kenyon Mr.and Mrs. Kenyon 00001-593-0000096674 16129 Janice Kenyon Home
38 (8495 GEISINGER, GREGORY Mr. and Mrs. Gregory Geisinger Mr. and Mrs. Geisinger  00001-533-0000096354 8436 Maureen R. Geisinge Home
39 8506 BROSS, PETERF. Peter F. Bross, MD Dr. Bross Home
40 8835 BUTTERFIELD, KRISTA J. Ms. Krista J. Butterfield Ms. Butterfield Home
41 8306 THIBODEAU, LYNN Ms. Lynn Thibodeau Ms. Thibodeau Home
42 8994 SANDBACK, AMY Mrs. Amy Sandback Mrs. Sandback. Home
43 (8017 BLAKE, CHERYL Mr. and Mrs. Richard Blake Mr. and Mrs. Blake 00001-533-0000097714 8018 PRichard Blake Home
44 (9126 FREDERICKS, DEB Ms. Deb Fredericks Ms. Fredericks Home
45 (9197 O'ROURKE, CHRISTINA H. Mr.and Mrs. P.J. O'Rourke Mr. and Mrs. O'Rourke  00001-593-0000098189 9236 P.J. O'Rourke Home
46 (8437 HESSEL GREG Mr. Greg Hessel Mr. Hessel Business
47 10241 EASON, EDWARD J. Mr. Edhward J. Eason Mr. Eason Business
48 10636 CLOSE, JOSEPHINE P. Ms. Josephine P. Close Ms. Close Home v
1€ < » W\INDIVS {ORGS { Orgs+indivs; DECIDE /. No Vaid Address / < s

Ready [





Adjust formula - If your array was a specific block of cells, then you need to adjust the formula before you can copy it. You need to make your array “fixed” by entering a $ before the column and row references.
· ex: If our array was A2:B13, we need to edit it to $A$2:$B$13. When you copy the formula, this will always be the array reference.

[image: image7.png]SAMPLE

] Fle Edt Vew Iwert Fomat Toos Data Window Hep Type 2 uestion forhely % 2 @ X
DA 3P| % DB S0 )8 A D e Fivssenser <10 B U BUS %0 R oAl
(3 B g3 | ¥ Reply with Changss..._End Review. !
- A =VLOOKUP(GZ,$A$2:$B%13,1.0)
B | E— D E F G H |
Sort Name FINAL ADDRESSEE FINAL SALUTATION Spouse Import ID Spouse D Spouse Name Address Ty|
MORISON, JOHN H. ] #NJA Mr_John H. Morison, Il Mr. Morison 16086-2 16086-2 Francoise Morison  Business
BERNARD, JENNIFER Mr. and Mrs. Paul Bernard Mr. and Mrs. Bemard 00001-593-0000036300 Paul Bernard Home
ROEDEL FREDB. Mr.and Mrs. Fred B. Roedel, lIl Mr. and Mrs. Roedel 00001-593-0000096542 8286 Dehorsh Roedel  Home
DANFORTH, LOUISE Ms. Louise Danforth Ms. Danforth Business
NAIR, RAJESH Mr. Rajesh Nair Mr. Nair Business
HEAD, THOMAS F. Mr.and Mrs. Thomas F. Head Mr.and Mrs. Head 00001-593-0000086373 2069 Joanne Head Home
ABERT, SUSAN Susan Abert, Esqg, Ms. Abert Business
LACHMAN, SUSAN R. Susan R. Lachman, Esq. Ms. Lachman Business
OGELBY. R. DEAN Mr. Dean Ogelby Mr. Ogelby 00001-693-0000088847 3445 Kathy Ogelby Business
MEISZNER, SUSAN H. SCHAFER Ms. Susan H. Schafer Meiszner Ms. Meiszner Business
WILSON, DONALD Mr. and Mrs. Donald Wilson Mr. and Mrs. Wilson 00001-533-0000087760 3086 Karen E. Wilson Home
KING, JEFFREY M. Mr. Jeffrey M. King Mr. King Business
STRIFFOLINO, MARY Ms. Mary Striffolino Ms. Striffolino Business
15 3086 WILSON, KAREN E. Mrs. Karen E. Wilson Mrs. Wilson 72430 Donald Wilson
16 (3111 KIELEY, JOHN Mr. and Mrs. John Kieley Mr.and Mrs. Kieley 00001-593-0000088058 8625 Constance Kieley  Home
17 (3138 LARRABEE, R. J. Captain and Mrs. R. J. Larrabee, Il Captain and Mrs. Lamrabe 00001-593-0000088138 116130 JanetLarrabee Home
18 (3244 MARKIEWICZ, STEVEN Steven Markiewicz, Esg, Mr. Markiewicz Business
18 3387 IRWIN, DAVID B. Mr. and Mrs. David B. Irwin Mr. and Mrs. Irwin 00001-533-0000090761 4534 Asa L. Irwin Home
20 3368 BREWER, RAY Mr. Ray Brewer Mr. Brewer Home
21 3492 IRWIN, GLENN Mr. Glenn Irwin Mr. Inwin Home
22 3493 IRWIN, CRAIG Mr. Craig Iwin Mr. Inwin Home
23 3532 WITHERELL, JENNIFER NOLA Ms. Jennifer Nola Witherell Ms. Witherell Home
24 3604 KAUFHOLD, JOHN Mr. John Kauthold Mr. Kaufhold Home
25 3843 SULLIVAN, ASHLEY'F. Ms. Ashley F. Sullivan Ms. Sullivan Home
26 (3971 MILLER, BARBARA A. Ms. Barbara A, Miller Ms. Miller Business
27 3980 BLANCHARD, EVELYN Mrs. Evelyn Blanchard Mrs. Blanchard Home
28 (4049 GLYNN, DAVID A, Mr. David A Glynn Mr. Glynn Home
29 (4246 EDWARDS, BRUCE R. Mr.and Mrs. Bruce R. Edwards Mr. and Mrs. Edwards. 00001-533-0000108128 (16488 June Edwards Home
30 (6203 SPENCER, JAMES F. Mr. James F. Spencer Mr. Spencer Home
31 (6333 SCOTT, ALISON Ms. Alison Scott Ms. Scott Home
32 (6462 MORISON, MICHAEL M. Mr. and Mrs. Michael M. Morison Mr. and Mrs. Marison 00001-593-0000093934 6463 Gloria G. Morison  Home
33 (6469 FIELD, JOANNE Ms. Joanne Field Ms. Field Home
34 (6627 BEFFA-NEGRINI, DAVID Mr. and Mrs. David Beffa-Negrini Mr. and Mrs. Beffa-Negrin 00001-533-0000094489 6609 Patricia A. Beffa-Ne¢ Home
35 7480 GILES-GEE, HELEN F. Dr. Helen F. Giles-Gee Dr. Giles-Gee Business
36 7902 WINBY, MARY MORISON Mr. and Mrs. Stuart Winky Mr.and Mrs. Winby 00001-593-0000102733 (11987 Stuart Winky Home
37 (8344 KENYON, DAVID C. Mr.and Mrs. David C. Kenyon Mr.and Mrs. Kenyon 00001-593-0000096674 16129 Janice Kenyon Home
38 (8495 GEISINGER, GREGORY Mr. and Mrs. Gregory Geisinger Mr. and Mrs. Geisinger  00001-533-0000096354 8436 Maureen R. Geisinge Home
39 8506 BROSS, PETERF. Peter F. Bross, MD Dr. Bross Home
40 8835 BUTTERFIELD, KRISTA J. Ms. Krista J. Butterfield Ms. Butterfield Home
41 8306 THIBODEAU, LYNN Ms. Lynn Thibodeau Ms. Thibodeau Home
42 8994 SANDBACK, AMY Mrs. Amy Sandback Mrs. Sandback. Home
43 (8017 BLAKE, CHERYL Mr. and Mrs. Richard Blake Mr. and Mrs. Blake 00001-533-0000097714 8018 PRichard Blake Home
44 (9126 FREDERICKS, DEB Ms. Deb Fredericks Ms. Fredericks Home
45 (9197 O'ROURKE, CHRISTINA H. Mr.and Mrs. P.J. O'Rourke Mr. and Mrs. O'Rourke  00001-593-0000098189 9236 P.J. O'Rourke Home
46 (8437 HESSEL GREG Mr. Greg Hessel Mr. Hessel Business
47 10241 EASON, EDWARD J. Mr. Edhward J. Eason Mr. Eason Business
48 10636 CLOSE, JOSEPHINE P. Ms. Josephine P. Close Ms. Close Home v
1€ < » W\INDIVS {ORGS { Orgs+indivs; DECIDE /. No Vaid Address / < s

Ready [





If your array were entire columns, then you do not have to adjust.

Copy formula – Now copy your formula down the entire blank column. 
· A shortcut for doing this is to highlight the cell with the formula, then hover your cursor over the very small corner black block until your cursor turns into a black cross shape. Then double-click to automatically copy the formula all the way down the column.
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- A LOOKUP(G2,$A$2:§B$13,1,0)
B

SortName
MORISON, JOHN H. D] #NJA
BERNARD, JENNIFER
ROEDEL FREDB.
DANFORTH, LOUISE
NAIR, RAJESH
HEAD, THOMAS F.
ABERT, SUSAN
LACHMAN, SUSAN R.
OGELBY, R. DEAN
MEISZNER, SUSAN H. SCHAFER
WILSON, DONALD
KING, JEFFREY M.
STRIFFOLING, MARY

15 3086 WILSON, KARENE.

16 [3111 KIELEY, JOHN

17 [3135 LARRABEE, R. J.

18 [3244 MARKIEWICZ, STEVEN

19 [3357 IRWIN, DAVID B.

20 3368 BREWER, RAY

21 3492 IRWIN, GLENN

22 3493 IRWIN, CRAIG

23 3532 WITHERELL, JENNIFER NOLA

24 3604 KAUFHOLD, JOHN

25 3843 SULLIVAN, ASHLEY F.

26 [3971 MILLER, BARBARA A,

27 [3980 BLANCHARD, EVELYN

28 [4043 GLYNN, DAVID A,

29 [4246 EDWARDS, BRUCE R.

30 [6203 SPENCER, JAMES F.

31 [6333 SCOTT, ALISON

32 [b462 MORISON, MICHAEL M.

33 [6469 FIELD, JOANNE

34 [b627 BEFFA-NEGRINI, DAVID

35 [7480 GILES-GEE, HELEN F.

36 [7902 WINBY, MARY MORISON

37 [8344 KENYON, DAVID C.

38 [8495 GEISINGER, GREGORY

39 [8506 BROSS, PETERF.

40 [8835 BUTTERFIELD, KRISTA J.

41 8306 THIBODEAU, LYNN

42 8994 SANDBACK, AMY

43 [9017 BLAKE, CHERYL

44 [9126 FREDERICKS, DEB

45 [9197 O'ROURKE, CHRISTINA H.

46 [9437 HESSEL GREG

47 10241 EASON, EDWARD J.

48 [10636 CLOSE. JOSEPHINE P.

' <> WININDIVS {ORGS {_Orgssincivs; DECIDE{ o Vald Adiess /

DNEHRSSRIVE S DR F|9 - 0- 8= -51% DR

End Reven.

& 5 ans St

] E F G H
FINAL ADDRESSEE FINALSALUTATION  Spouse ImportlD Spouse D Spouse Name  Address Tyj
Tt John H. Morison, Il Mr Morison 16086-2 160862 Francoise Morison  Business
Mr. and Mrs. Paul Bemard Mr_and Mrs Bemard  00001-533-0000036300 Paul Bemard Home
Mr_and Mrs. Fred B, Roedel Il Mr. and Mrs. Roedel  00001-633-0000036542 6286 Deboreh Roedel  Home
Ms Loise Danforth Ms. Danforth Business
Mr. Rejesh Neir Mr Neir Business
Mr_and Mrs. Thomas F. Head Mr_and Mrs. Head 00001-593-0000086373 2069 Joanne Head Home
Susan Abert Esq Ms. Abert Business
Susan R Lachman, Esg Ms Lachman Business
Mr. Dean Ogelby Mr. Ogelby 00001-593-0000086847 3445 Kathy Ogelby Business
Ms. Susan H. Schafer Meiszner Ms. Meiszner Business
Mr_and Mrs. Donald Wilson Mrand Mrs Wilson  00001-633-0000087760 3086 KarenE. Wison  Home
M. Jeffrey M. King Mr King Business
Ms Mary Stifialino Ms. Stiffaling Business
Mrs. Karen E_ Wilson Mrs. Wilson 72830 Donald Wilson

Mr_and Mrs. John Kieley Mr_and Mrs.Kieley 00001-593-0000086055 8625 Constance Kieley  Home
Captain and Mrs. R J Lanabee, Il Captain and Mrs. Larrabe 00001-583-0000088138 115130 JanetlLanabee  Home
Steven Markiewicz, Esq Mr Markiewicz Business
Mr_and Mrs. David B. Inwin Mr and Mrs. Inwin 00001-593-0000090781 4534 AsaL lwin Home
Mr. Ry Brewer Mr Brewer Home
Mr Glenn Inwin M. Irwin Home
Mr Craig Inwin M. Irwin Home
Ms. Jennifer Nola Witherell Ms. Witherell Home
Mr_John Kaufhold Mr Kauthold Home
Ms. Ashley F. Sullvan Ms. Sullivan Home
Ms.Barbara A Miller Ms. Miller Business
Mrs. Evelyn Blanchard Mrs. Blanchard Home
Mr David A Glynin Mr Glynn Home
Mr_and Mrs. Bruce R Edwards Mr_and Mrs. Edwards  00001-593-0000108125 16488 June Edwards  Home
Mr_James F Spencer Mr Spencer Home
Ms. Alison Scott Ms. Scott Home
Mr_and Mrs. Michael M. Morison  Mr.and Mrs. Morison 00001-583-0000093334 /6463 Gloria G Morison  Home
Ms. Joanne Field Ms. Field Home
Mr_and Mrs. Davidl Beffe-Negrini Mr. and Mrs. Beffa-Negrin 00001-583-0000094489 5609 Patricia A Beffe-Nec Home
Dr. Helen F_ Giles-Gee Dr Giles-Gee Business
Mr_and Mrs. Stuart Winky Mr and Mrs Winby  00001-593-0000102733 11987 Stuart Winksy Home
Mr.and Mrs. David C. Kenyon Mr and Mrs Kenyon  00001-593-0000036674 16129 Janice Kenyon  Home
Mr_and Mrs. Gregory Geisinger  Mr.and Mrs. Geisinger  00001-583-0000096954 8496 Maureen R Geisinge Home
Peter F_Bross, MD Dr Bross Home
MsKrista J. Butterield Ms. Butterfield Home
Ms Lynn Thibodeau Ms. Thibodeau Home
Mrs. Army Sandback Mrs. Sandback Home
Mr_and Mrs. Richard Blake Mr_and Mrs. Blake 00001-593-0000097714 8016 Richard Blake  Home
Ms. Deb Fredericks Ms. Fredericks Home
Mr_and Mrs. P.J. O'Rourke Mr_and Mrs. O'Rourke  00001-633-0000098183 9236 P.J. O'Rourke Home
Mr Greg Hessel Mr Hessel Business
Mr Edward J. Eason Mr Eason Business
Ms. Josephine P. Close Ms.Close Home
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E A BRL B o0 - B Z U EEBES %o B L,
LA A L5, INCTE fod)
c2 - & =VLOOKUP(G2.§AS2:$8813.1.0)
A 5 S -— ] T 3 F [ H T [y
TRED  SotNams FIALADDFESSEE FIALSALUTATION  Spousa mporlD  SpouselD _ SpousaNams  Addrsss T
74 MORISON. JOHNH —— Me Monson 60662 160662 Froncorse Morison Busness
6 BERNARD JENNIFER M. and rs. o Bemard M ond s Bemard 00001 5330000036300 PouBemers  Home
4 o \ROEDEL FREDB. Mr._and Mrs. Fred B. Roedel, il Mr._and Mrs. Roedel 00001-593-0000036542 6286 Deborsh Roedel  Home.
[(5i4%  DANFORTH LOUSE M Lovise Dorforth Ms. Darforh Business
[(5 1573 NaR RasESH M Rojesh Nar M Nt Business
[7 oee  reaD, THOWAS M end s Thomes ¥ Head W ondMis Head  OU001-SO0000066373 "9 JosmneFised  Home
[o 2390 AsemT sUsan Suson Aber Esq M Abert Business
91527 LACHMAN SUSAN AL Susen Lochmen €3 Ms Lochmen Business
1072006 OGELBY.R DEAN M Deon Ogely M Ogeley 00001S93000009647 "5 Kty Ogeley Business
1172066 MEISZNER SUSANH SCHAFER M Susen SchaferMeiszner M Mesaner Business
1202830 WLSON.DONALD M end s Doneld Wison Meand s Wison 00001 S330000007760 086 Keren€ Wison  Home
31066 KING, JEFFREYM M Jstey . kg M King Business
TAT067  STRFFOLINO.MARY Me MeryStfoino M Strolna Business
15 308 WILSON KARENE M. Karen€. Wikon Mz Wison %0 DonoldWison
63111 KELEY. JOHN Mr.ond Mrs. John Kieley. Mr.ond Mrs.Kieley  00001-593-000008805 3625 Constance Kieley |Home.
1713135 LARRABEE R J. Coptein end Mrs. R J. Larabee i Captain and s, Laabe 00001-593-000008138 16130 JenetLomabes |Home
(T8[54 MARKEWCZ STEVEN Steven Merkiswics. Esq M Morkiewic: Business
19 3357 IRWIN. DAVID B. Mr._and Mrs. Devid B. Inwin Mr. and Mrs. rwin 00001-593-0000030761 "4534 AsaL Ivin Home.
[2075%8  BREWER RaY M Roy Brewer M rever Home
[21 302 IFwN GLENN M Gl vin M Inan Home
[22]333 1PN CRAIG M Croigrin Meinin Home
[2375%  WITHERELL JENNIFER NOLA M JonnterNola Wihersl Me iharal Home
[24 7304 KaUFHOLD, Jor M John euthold Me Kahold Home
[25]566  SULVANASHLEVF. M Ashiey - Sullven M Sulven Home
[260597m  MLLER BARBARAA M Bostra A il s iter Business
277590 BLANCHARD, EVELYN M. Evelyn Blenchard Mes Bloncherd Home
24049 GO DAVDA M David A Ghn M Gynn Home
T EDWARDS BRUCER M end s Bruce L Edwords W ond s Ecvords  0U001S90000108120 716489 une Edwerds Home
J0[i20)  SPENCER JAMESF. M Jmes £ Spencer M Spencer Home
3633 SCOTTAUSON Me Alson Scot Me Scot Home
T[i62  MORISON MCHAELM M end Mrs Michael M Morison Mt ond Mis Morison  0U001-S9300000836%4 463 Gloria & Morson _ Home
337663 FIELD, JOANNE Me Joorns Fieid Ve st Hame
3016627 BEFFANEGRINLDAVD M. and s Devid el Mo an . B-Ngrn 00001 5930000064489 5609 Paicia A BefiNaHoma
F[00  GLESGEE HELENF O HelenF. Gies-Gee O Gies-Ges Business
JI02 WINGY. MARY MORISON M ond s Stuon Wiy M ond Vs Winky 0001 SS30000102733 1867 SwarWinky Homs
[37[6344  KENYON.DAVIDC M. end Mrs. Devid C. Kenyon M ondMrs Kenyon  00001-593-0000096674 16128 JenicaKeryon |Home.
300405 GEISINGER GREGORY M andMrs GregoryGeianger M andMrs. Geisinger  000015930000036554 8495 Mowrsen s GaisngeHoma
[397506  ROSS PETERF. Peter . Bross, MD O Brose Home
[07835  BUTTERFELD KRISTAS M Kista ) Buterteld Me Butereld Home
[ fe906  THBODEAL LY Me Ly Thbodesu Ma Thiodeau Home
[@fsess  sanpBack Ay M. Amy Sandbock M Sndbock Home
[ Buse crern M and s Fichord Biake Mr ondMrs Biske  00001SG3000008714 018 FicherdBiske  Homa
[z FrEDERICKS DEB M Deb Fredricks M Fradercks Home
[ 0157 OROURKE CHRSTIA M end s P.J 0ok Me ondMrs Oouke  000015350000088169 2% P OFwke  Homs
iy HESSELGREG M Greg Hessel M Hossel Business
201 EASON.EDWARD S M Edverd ) Eeson M Ecson Business
4B[i065%  CLOSE JOSEPHINE P M. Jossgine P Close M Close Home v
<> W\INDIVS (0RGS / Crgseivs DECIDE £ Mo ald s / I¢ >
ety i

- ex: Highlight the formula in your C2 cell and copy down the entire column C.

OO ds @l &-2-A

°




Results – Now look at the results.  
· You asked the system to show you the constituent ID field as the result, so look down the column until you see a result that is not “#N/A”.  This will be the constituent ID lookup.
· ex: Our formula has looked up Donald Wilson’s spouse (in cell G12), found her ID number in our array, and returned her constituent ID as a result (in cell C12). Notice it’s also done the same on her record.  
[image: image9.png]SAMPLE

5] B Edt Vew Imert Fomst Ioos Data Window belp Type aqueston o e v - 8 X
DA% DB S0 )8 A D 8T Fivssenser -0 B | BS %0 R PP
R L2 3] X2 Reply i g adRevin J]
03 v A Mr._and Mrs. David Beffa-Negrini
A E] < | I E F g i =
1 REID  SorName FINAL ADDPESSEE FINALSALUTATION _ Spouse ImportlD Spouse D SpouseName  Address Ty|
2 274 MORISON, JOHN H T A it John H. Morison, i hr. Morison 16086-2 160862 Francoise Morison  Business
3 389 BERNARD, JENNIFER r A hir. and Mrs. Paul Bemard Mr. and Mrs. Bemard | 00001-593-0000096300 Paul Bemard Home
4 391 ROEDEL. FRED B. T A hr. and Mrs. Fred B. Roedel, i hr. and Mrs. Roedel  00001-593-0000096542 3286 Deborah Roedel  Home
5 (1476 DANFORTH LOUISE r A Ms. Louise Danforth hs. Danforth Business
6 1573 NAIR RAJESH r A hir. Rajesh Nair hr. Nair Business
7 [2068  HEAD, THOMASF. r A hir. and Mrs. Thomas F. Head hr. and Mrs. Head 00001-593-0000086373 2089 Joanne Head Home
8 [239)  ABERT, SUSAN T A Susan Abert Esq Ms. Abert Business
4 2527 LACHMAN, SUSANR. T A Susan R Lachman, Esg, hs. Lachman Business
102806 OGELBY. R DEAN r A hr. Dean Ogelby hr. Ogelby 00001-593-0000088847 73445 Kathy Ogelby Business
11 (2868 MEISZNER SUSANH.SCHAFER | A Ms. Susan H. Schafer Meiszner  Ms. Meiszner Business
12 (2930 WILSON, DONALD 3086 hr. and Mrs. Donald Wilson hr. and Mrs. Wilson  00001-593-0000087780 /3086 Karen E.Wison  Home
13[3066  KING, JEFFREY M. I A . Jefirey M. King . King Business
14[3067  STRIFFOLINO, MARY r A s, Mary Stifioling s, Stifaling Business
15 (3086 WILSON KARENE 2930 s, Karen E. Wilson hrs. Wilsan 72930 Donald Wilson
16 (3111 KIELEY, JOHN I A hr. and Mrs. John Kieley Mr_and Mrs.Kisley  00001-593-0000088058 3625 Canstance Kieley  Home
173135 LARRABEE R T A Captain and Mrs. P J. Larrabee, Il Captain and brs. Larrabe 00001-593-0000088133 16130 JanetLarabee  Home
181244 MARKIEWICZ STEVEN T A Steven Markiewicz, Esq hr. Markiewicz Business
193357 IRWIN, DAVID B, r A hr. and Mrs. David B. Iwin hr. and Mrs. Invin 00001-593-0000090781 4534 AsaL Inwin Home
20 (3366 BREWER RAY r A hir. Py Brewer . Brewer Home
21 (3492 IRWIN,GLENN r A . Glenn Inwin . Inwin Home
27[3493  IRWIN, CRAIG r A . Craig Inwin . Inwin Home
23[3632  WITHERELL JENNIFERNOLA | A s, Jennifer Nola Witherell s, Wiherel Home
24304 KAUFHOLD, JOHN r A . John Kauthold . Kauthold Home
25 (3843 SULLIVAN, ASHLEYF. r A hs. Ashley F. Sullivan s, Sullivan Home
26 (3971 MILLER BARBARAA r A s, Barbara A Miler s, Miller Business
27 (3980 BLANCHARD, EVELYN r A hirs. Evelyn Blanchard s, Blanchard Home
28 (4049 GLYNN, DAVID A r A hr. Davil A Glynn hir. Glynn Home
29 (4246 EDWARDS, BRUCE R r A hr. and Mrs. Bruce P Edwards hr. and Mrs, Edwards | 00001-593-0000108128 16488 June Edwards Home
30 (5203 SPENCER JAMESF. r A M. James F. Spencer hr. Spencer Home
31 (6333 SCOTT, ALISON r A s, Alison Scott hs. Scatt Home
32[6462  MORISON, MICHAEL M. r A hr. and Mrs. Michas| . Morison  Mr.andl brs. Morison  00001-583-0000093934 6453 Gloria G, Morison  Home
33469 FIELD, JOANNE r A s Joanne Field s, Field Home
G627 BEFFA-NEGRINI DAVID r A odr_and Mrs_Deid Befie-Negrn_IMr. and hrs. Beffa-Negrin 00001-533-0000094439 6609 Patiicia A Beffa-NecHome
35 (7480 GILES-GEE, HELENF. r A Dr. Helen F. Giles-Gee: Dr. Giles-Gee Business
367902 WINEY, MARY MORISON r A hr and Mrs. Stuart Winby Mr.and Mrs. Winby | 00001-593-0000102733 11987 Stuat Winby Home
37[3344  KENYON, DAVID C. r A hr. and Mrs. David C. Kenyan Mr. and Mrs. Kenyon | 00001-593-0000096674 16129 Janice Kenyon  Home
383495 GEISINGER. GREGORY r A hr. and Mrs. Gregary Geisinger  Mr.andl Mrs. Geisinger  00001-533-0000096954 495 Maureen R Geisinge Home
39 (3506 BROSS, PETERF. T A Peter F. Bross, MD Dr.Bross Home
403835 BUTTERFIELD, KRISTA J r A s, Krista J. Buterfield s, Butterield Home
41 (3906 THIBODEAU, LYNN r A hs. Lynn Thibocdeau s, Thibodeau Home
42[3394  SANDBACK AMY r A hirs. Amy Sandback Mirs. Sandback Home
43[a017  BLAKE, CHERYL r A hr. and Mrs. Pichard Blake hr. and Mrs. Blake 00001-593-0000047714 5018 Pichard Blake  Home
44[a126  FREDERICKS, DEB r A hs. Deb Fredericks s, Fredericks Home
453197 O'ROURKE, CHRISTINAH r A hir. and Mrs. P.J. O'Rourke hr. and Mrs. O'Rourke  00001-593-0000098183 /3236 P.J.O'Rourke Home
46 (4437 HESSEL GREG r A M. Greg Hessel . Hessel Business
47 (10241 EASON, EDWARD .. r A hr. Edward J. Eason hir. Easan Business
4810636 CLOSE, JOSEPHINE P. [ A Ms. Josephine P Close Ms. Close Home
i« <> »N\INDIVS {ORGS / Orgs+Indvs; DECIDE £ Mo Valdl Address / [« T
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Secure your results – It’s always a good idea to convert your lookup results from formula-based to just showing the results. That way, if you adjust or move your data you won’t lose your formula results. 

· To do this, copy the column with your lookup formula.

· Then choose Edit/Paste Special and choose Values. 
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Nothing will look different, but you’re now free to resort your spreadsheet without corrupting your lookup formula.

Sort your results - You can now sort your spreadsheet on your lookup column, which will show you the matches and show you the all the “N/A” values together.
· ex: I sorted my list and it looks like only one couple, the Wilsons, were spouses on my list.
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1 REID  SorName FINAL ADDPESSEE FINALSALUTATION _ Spouse ImportlD Spouse D Spouse Name  Address Ty|
2 [3085  WILSON, KAPENE. 72930 s, Karen E. Wilson hrs. Wilsan 72930 Donald Wilson
3 2930 WILSON, DONALD 3086 hr.and Mrs. Danald Wilson hr_and Mrs. Wilson  00001-593-0000087780 /3086 Karen E.Wison  Home
4 274 MORISON, JOHN H A . John H. Morison, I hir. Morisan 16086-2 160862 Francoise Morison  Business
5 389 BERNARD, JENNIFER A hir. and Mrs. Paul Bemard Mr. and Mrs. Bemard | 00001-593-0000096300 Paul Bemard Home
6 [391 ROEDEL. FRED B. A hr. and Mrs. Fred B. Roedel, i hr. and Mrs. Roedel  00001-593-0000096542 3286 Deborah Roedel  Home
7 (1476 DANFORTH, LOUISE A Ms. Louise Danforth hs. Danforth Business
8 1573 NAIR RAJESH A hir. Rajesh Nair hr. Nair Business
9 [2068  HEAD, THOMASF. A hir. and Mrs. Thomas F. Head hr. and Mrs. Head 00001-593-0000086373 2089 Joanne Head! Home
2330 ABERT, SUSAN A Susan Abert Esq Ms. Abert Business
T1 (2627 LACHMAN, SUSAN R A Susan R Lachman, Esg, hs. Lachman Business
12 (2806 OGELBY. R DEAN A hr. Dean Ogelby hr. Ogelby 00001-593-0000088847 73445 Kathy Ogelby Business
13[2868  MEISZNER SUSAN H. SCHAFER A Ms. Susan H. Schafer Meiszner  Ms. Meiszner Business
143066 KING, JEFFREY M. A . Jefirey M. King . King Business
15 (3067 STRIFFOLINO, MARY A s, Mary Stifioling s, Stifialing Business
16 (3111 KIELEY, JOHN A hr. and Mrs. John Kieley Mr and Mrs.Kisley  00001-593-0000088058 (3625 Canstance Kieley  Home
173135 LARRABEE R A Captain and Mrs. P J. Larrabee, Il Captain and brs. Larrabe 00001-593-0000088133 16130 JanetLarabee  Home
181244 MARKIEWICZ STEVEN A Steven Markiewicz, Esq hr. Markiewicz Business
193357 IRWIN, DAVID B, A hr. and Mrs. David B. Iwin hr. and Mrs. Invin 00001-593-0000090781 4534 AsaL Inwin Home
20 (3366 BREWER RAY A hir. Py Brewer . Brewer Home
21 (3492 IRWIN,GLENN A . Glenn Inwin . Inwin Home
27[3493  IRWIN, CRAIG A . Craig Inwin . Inwin Home
23[3532  WITHERELL JENNIFERNOLA A s, Jennifer Nola Witherell s, Wiherel Home
24304 KAUFHOLD, JOHN A . John Kauthold . Kauthold Home
25 (3843 SULLIVAN, ASHLEYF. A hs. Ashley F. Sullivan s, Sullivan Home
26 (3971 MILLER BARBARAA A s, Barbara A Miler s, Miller Business
27 (3980 BLANCHARD, EVELYN A hirs. Evelyn Blanchard s, Blanchard Home
28 (4049 GLYNN, DAVID A A hr. Davil A Glynn hir. Glynn Home
29 (4246 EDWARDS, BRUCE R A hr. and Mrs. Bruce P Edwards hr. and Mrs, Edwards | 00001-593-0000108128 16488 June Edwards Home
30 (5203 SPENCER JAMESF. A M. James F. Spencer hr. Spencer Home
31 (6333 SCOTT, ALISON A s, Alison Scott hs. Scatt Home
32[6462  MORISON, MICHAEL M. A hr. and Mrs. Michas| . Morison  Mr.andl brs. Morison  00001-583-0000093934 6453 Gloria G, Morison  Home
33[6469  FIELD, JOANNE A s, Joanne Field s, Field Home
34[6627  BEFFA-NEGRIN| DAVID A hr. and Mrs. David Befie-Negrini Mr. andl brs. Beffa-Negrin 00001-533-0000094439 6609 Patiicia A Beffa-NecHome
35 [7480  GILES-GEE, HELENF. A Dr. Helen F. Giles-Gee Dr. Giles-Gee Business
367902 WINEY, MARY MORISON A hr and Mrs. Stuart Winby Mr.and Mrs. Winby | 00001-593-0000102733 11987 Stuat Winby Home
37[3344  KENYON, DAVID C. A hr. and Mrs. David C. Kenyan Mr. and Mrs. Kenyon | 00001-593-0000096674 16129 Janice Kenyon  Home
383495 GEISINGER. GREGORY A hr. and Mrs. Gregary Geisinger  Mr.andl Mrs. Geisinger  00001-533-0000096954 495 Maureen R Geisinge Home
39 (3506 BROSS, PETERF. A Peter F. Bross, MD Dr.Bross Home
403835 BUTTERFIELD, KRISTA J A s, Krista J. Buterfield s, Butterield Home
41 (3906 THIBODEAU, LYNN A hs. Lynn Thibocdeau s, Thibodeau Home
42[3394  SANDBACK AMY A hirs. Amy Sandback Mirs. Sandback Home
43[a017  BLAKE, CHERYL A hr. and Mrs. Pichard Blake hr. and Mrs. Blake 00001-593-0000047714 5018 Pichard Blake  Home
44[a126  FREDERICKS, DEB A hs. Deb Fredericks s, Fredericks Home
453197 O'ROURKE, CHRISTINAH A hir. and Mrs. P.J. O'Rourke hr. and Mrs. O'Rourke  00001-593-0000098183 /3236 P.J.O'Rourke Home
46 (4437 HESSEL GREG A M. Greg Hessel . Hessel Business
47 (10241 EASON, EDWARD .. A hr. Edward J. Eason hir. Easan Business
4810636 CLOSE, JOSEPHINE P. A Ms. Josephine P Close Ms. Close Home o
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I may then choose to delete duplicate records, or analyze my matched records and treat them in a specific way.
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