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Excel's VLOOKUP function
In Microsoft Excel, the VLOOKUP function searches for value in the left-most column of table array and
returns the value in the same row based on the index number.

Adding COLO’s to your Strip Chart using the VLOOKUP function

1. Run your COLO report and save as Excel file
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125456| 12345037328
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19566 [SFLC LOGIETICE TRAIMING SEC 7/1/2014 | Coast Guard Regular A
191635 [TRACEN PET 5K SCHOOL 74172014 |Coast Guard Regular A
19762 [APO BUSINESS OPERATIONS DIY 77172014 | Coast Guard Regular i
15159 |DE FORCE READIMESS BR (DixR) 7/1/2016]|Coast Guard Regular A
10561 [C5 AIRSTA ELLZ CITY 74172015 Coast Guard Regular A
17230 [SECHONOUILU FINSSUPELY DIY 77172014 | Coast Guard Regular i
36416 |CERC FINANCE & SUPPLY DIY 74172017 |Coast Guard Regular A
17497 |SEC 5T PETE FIN/SUPPLY DI 7i1/2014 Mavy Reserve A
19141 |COMMANDANT [CG-DiC0-531) 7172015 | Coast Guard Regular i
16525 [SPECIAL MISSIONS TRAINING CTR 74172017 |Coast Guard Regular A
35554 [SFLC SIMPLIFIED ACC PROCSEC L 74172017 | Coast Guard Regular A
36422 |AIRSTASSFO PORT ANGELES 7/1/2013|Coast Guard Regular A
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14. Click on the members EMPLID on your srip chart followed by a Comma “,”

15. Click on your COLO tab (file created from DA).
Starting at the EMPLID column left click on mouse
and drag it over to the COLO column. Press the “F4”
function key on your keyboard to lock the formula
followed by a Comma “,”.
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123456|00037328 |LOGISTICS SUPPLY - DUTY ES  |009566 [SFLC LOGISTICS TRAINING SEC 7/1/2014|Coast Guard Regular___|Y
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0 b6 [REsERVE Y MENTDUTY-FT5 || D8 FORCE READINES] XR) 7 [6[coast Regular
1o 25 arsad 3 4 5 [eg airstaruzer| 6 1 7 [Slcoast] 8 [resuiar
123456/ 00013416 |FINANCE/SOPPLY DIV CHIEF E7__ |007230 |SEC HONOLULU FIN/STFFLY DIV 7o' 4| Coast bmaTm Regular
123456/ 00001655 |CG RC FINANCE & SUPPLY - DUTY E7  |036416 |CGRC FINANCE & SUPFLY DIV 7/1/2017|Coast Guard Regular___|Y
e e et T .

16. Count the columns to find column with the value that you want to auto populate on
your Strip Chart. In this case the data is listed in the 9™ column.

Type “9” on the formula box followed by a Comma “,””. Next type “false” press
Enter to complete the formula.
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= m~ ans 18. The “Y”” will appear where the EMPLIDs match.

You can use the sort function to delete the “#NA”
from vour strip chart.




