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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 
 

 
 
 

 
 

2. Insert a TAB on your Strip Chart rename the 
tab “COLO” 

3. Open your “Excell COLO report” left 
click then right click to copy entire 
sheet  
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4. Open the “COLO” Tab on your Strip 
Chart, right click on Cell “A1 ” & “Paste” 
the COLO data to your Strip Chart. 

5. Left click on rows “1 &2” 

6. Right click “Delete” 
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7. Left click then right click on Column “F”  

8. Click “Insert”  

10.Type “ =E2-0 ” click “Enter” on keyboard  

9. Name the cell “EMPLID”  
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12. Name the last cell after Service Branch “COLO” & type a “Y” underneath 
the COLO heading and Double Click on the Fill Handle to auto populate the 
data on your file. 

11.Click on the Cell and drag the fill 
handle OR (fill handle: The small black square in 
the lower-right corner of the selection. When you 
point to the fill handle, the pointer changes to a black 

cross.) . Double Click on the Fill 
Handle to auto populate the data on your 
file. 
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13. Open your Strip Chart tab, choose the column in your 
Strip Chart where you would like to auto populate the 
COLO data type        =VLOOKUP(  
 

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 “,”. 

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 9th column.  
 
Type “9” on the formula box followed by a Comma “,”. Next type “false” press 
Enter to complete the formula. 
 
 

1 2 3 4 5 6 7 8 9 

14. Click on the members EMPLID on your srip chart followed by a Comma “,” 
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17. Click on the Cell you can drag the fill 
handle OR (fill handle: The small black square in 
the lower-right corner of the selection. When you 
point to the fill handle, the pointer changes to a black 

cross.) . Double Click on the Fill 
Handle to auto populate the data on your 
file. 

18. The “Y” will appear where the EMPLIDs match.  
You can use the sort function to delete the “#NA” 
from your strip chart. 


