Using Vlookup to input names on CSV file

You will need to create an Excel sheet detailing the SS Ref and names of people receiving services
Note - You will need to update this whenever new names are added

Itis importantt

hat this is done in a particular order

The SSRef (unique identifier) in column A and the persons name in column B

Ensure that you give each column a title

A B
1 |SSRef Name |
2 96836000 Eric Bristow
3 [ab836000 Fallon Sherrock
4 9836000 Jocky Wilson
5 |e0946000 Peter Wright
6 8c846000 Sid Waddell

You will then need to convert this into a table. To do this, highlight both columns

Go to Insert
Select Table
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You will receive
Press OK

Create Table

the following pop-up box. Ensure the box for ‘My Table has headers’ is ticked
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e The datais now intable format

(W sSRef [l Name -
2 96836000 Eric Bristow

3 |ab836000 Fallon Sherrock

4 9836000 JockyWilson
5
6

0946000 Peter Wright
8c846000 Sid Waddell

e |nthe Provider Portal, go to Actuals

o Select Actuals Bulk Export

Home ( Actuals ) One-Off Claims

@ Ally Pally Lid
Current Services
@& Ally Pally Home Care

& Ally Pally Home Care DTA

(] Include Historical

It is also possible to bulk-
import or export actuals data
from a CSV file

A CUIK IMPOTt
< m Actuals Bulk Exp >
a Comm ned Care Expor

e Select the period of time required (Monday to Sunday) and then Export

B Bulk Export of Actuals

Please select the required time period for the export

Start Date:  [22/05/2023 |
End Date:  |28/05/2023 |




The actuals data is now displayed on a CSV file

To populate the names of the people receiving service, follow the next steps exactly

Highlight the SSRef column by clicking on C, then right-click and copy
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Service
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Highlight column A by clicking on A
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Service

Ally Pally H
Ally Pally H
Ally Pally H
Ally Pally H
Ally Pally H
Ally Pally H

SewiceLELiSSRef |Date

HomecarelBGBSGUUﬂ 20230522
HomecaracBBSGUUU 20230522
HomecaraBBBSBUUU 20230522
Homecare{ahBSGGUﬂ 120230522
Homecare}eﬂﬁdﬁﬂﬂﬂ 20230522
HomecaraBCBdGUUU 20230522

Right-click and Insert Copied Cells
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e  You will now see that SSRef is shown in column A as well as column D

A C D E
SSRef i Servicele§ SSRef Date
96836000yAlly Pally H Homecardq 96836000 R0230522
c9836000 pAlly Pally H Homecard c9836000 0230522
96836000Ally Pally H Homecarg 96836000 R0230522
ab836000 pAlly Pally H Homecard ab836000 0230522
e0946000 pAlly Pally H Homecard e0946000 0230522
8c846000 pAlly Pally H Homecard 8c846000 0230522
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e Add a new column where you would like to see the persons name. On this example, | will say that | want
the name to show in column B

e Highlight the column (B), right-click and select Insert

Search the menus

1 |SSRef Service

2 |96836000|Ally Pally X cut

3 |c9836000 |Ally Pally

4 196836000|Ally Pally [E Copy

5 |ab836000|Ally Pally ﬁ] Paste Options:
6 |e0946000 |Ally Pally

7 | 8c846000 |Ally Pally ﬁj [E_\n@

S Paste Special...
9

10 Insert

jl Delete

e You will now have a blank column. On the title line, write ‘Name’

B1 \ X W Name
A B C D E F

1 |SSRef Name Service  Servicelev S5Ref Date

2 96836000 Ally Pally H Homecare 96836000 20230522
3 |¢9836000 Ally Pally H Homecare c9836000 20230522
4 196836000 Ally Pally H Homecare 96836000 20230522
5 |ab836000 Ally Pally H Homecare ab836000 20230522
6 0946000 Ally Pally H Homecare e0946000 20230522
7 |8c846000 Ally Pally H Homecare 8c846000 20230522




e You will now need to input the formula for Vlookup

e Onthe CSVfile, click in the first empty field in the Name column and then click on the fx button

A B C D E F

1 SSRef Name Service  Servicelev SSRef Date

2 196836000 _lﬂnllyr Pally H Homecare 96836000 20230522
3 |c9836000 Ally Pally H Homecare c9836000 20230522
4 196836000 Ally Pally H Homecare 96836000 20230522
5 |ab836000 Ally Pally H Homecare ab836000 20230522
6 |e0946000 Ally Pally H Homecare e0946000 20230522
7 8c846000 Ally Pally H Homecare 8c846000 20230522

o The following box will appear. If VLOOKUP already shows in the ‘select a function’ box, double-click it

o [fitdoesn’t show, type VLOOKUP in the search box and then click Go

nsert Function ? et

| Search for a function:

Type a brief description of what you want to do and then |

click Go

Or select a category: | Most Recently Used W

| Select a function:

VLOOKUP Al
DATEVALUE

SUM

TRIMMEAN

AVERAGE

IF

HYPERLINK il B

VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

Looks for a value in the leftmost column of a table, and then returns a value |
in the same row from a column you specify. By default, the table must be
sorted in an ascending order.

Help on this function 0K Cancel




You will be taken to the following box

Function Arguments

VLOOKUP
Lookup_value |
Table_array
Col_index_num

Range_lookup
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Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result =

Help on this function

conc

Lookup_value - Click on the blank field of the Lookup value box and then click on the first SSref field
which will be A2. It will populate this information in the Look_up value box

A B C | D | E | F | G | H | | | J | K | L | M
1 |SSRef  Dlams ervice  Servicelev SSRef Date IsTimetabl Timetablec Timetablec Timetablec Timetablec WeeklyAct WeeklyFn
2 |9883600( Ally Pally H Homecare 96836000 20230522 0 7 0
3 |c9836000 Ally PallyH Homec function Arguments ? %
4 96836000 Ally Pally H Homec|
5 |ab836000 Ally Pally H Homed | YLOOKUP
6 20946000 Ally PallyH Homec Lookup_value 42| | + | = 96836000
7 |8c846000 Ally Pally H Homec Table_array * =
8 | Col_index_num + =
9 | Range_lookup * =
10 |
L . Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
12 | specify. By default, the table must be sorted in an ascending order.
73_ Lookup_value is the value to be found in the first column of the table, and can be a
14 value, a reference, or a text string.
15 |
1?— Formula result =
13_ Help on this function Cancel

Then click on the blank field of the Table_array box

Function Arguments

VLOOKUP
Lookup_value
Table_array
Col_index_num

Range_lookup
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I»
[

e
oo



e You then need to go to the CSV file you created with all the names and SSRef
e Highlight all of the fields of both columns (in this example A2 to B6)

o |t will populate this information in the Table array box

A B C | D | E | F | G | H | | J | K |
L Function Arguments ? x
21196836000 Eric Bristow
30 1ab836000 Fallon Sherrock VLOOKUP
4819836000 JockyWilson Lookup_value A2 4 | = 96836000
5] 1e0946000 Peter Wright Table_array || [Book2]Sheet1Tablel 4 = (96836000, Eric Bristow":"abB836000",F
6§ 18c846000 Sid Waddell e i Tamm 2 -
7
) Range_lookup + =
8 —
9 =
10_ Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
il specify. By default, the table must be sorted in an ascending order.
11
a Table_array is a table of text, numbers, or logical values, in which data is retrieved.
12 Table_array can be a reference to a range or a range name.
13_
14
_]5_ Formula result =
16 | Help on this function Cancel
17

e Col_index-num - This where you are selecting the information you want to pull through. The details of
the names are in column 2, so type 2 in this box

Function Arguments ? 4
VLOOKUP
Lookup_value A2 4+ | = 96836000
Table_array | [Book2]Sheet1!Tablel 4 | = {96836000, Eric Bristow":"ab836000","F
Col_index_num | 2| +| = 2
Range_lookup + =
e Range_lookup - Type the word FALSE
e ClickOK
Function Arguments ? >
VLOOKUP
Lookup_value A2 + | = 95336000
Table_array | [Book2]Sheet1!Tablel 4+ = [96836000, Eric Bristow":"ab836000","F
Col_index_num 2 +) = 2
Range_lookup [ FALSE 4+ = FALSE
= "Eric Bristow™

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order,

Range_lookup is a logical value: to find the closest match in the first column (sorted in
ascending order) = TRUE or omitted; find an exact match = FALSE.

Formula result = Eric Bristow

Help on this function Cancel




You will now see a name displayed on your CSV file
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To recreate the formula for the remaining fields, highlight the name and towards the bottom right of the

A
SSRef

B

Name

C D E F

Service Servicelev SSRef Date |

96836000

Eric Bristow

Ally PallyH Homecare 96836000 20230522

c9636000
96636000
ab836000
e0946000
8c846000

box, you will see a small square
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A

B

SSRef Name

Ally PallyH Homecare c9836000 20230522
Ally PallyH Homecare 96836000 20230522
Ally PallyH Homecare ab836000 20230522
Ally PallyH Homecare e0946000 20230522
Ally PallyH Homecare 8c846000 20230522

C D E F

Service ServicelLev SSRef Date I

96836000| Eric Bristow f?ll}r Pally H Homecare 96836000 20230522

c9836000
56836000
ab836000
e0946000
8c846000

lly Pally H Homecare ¢9836000 20230522
Ally Pally H Homecare 96836000 20230522
Ally Pally H Homecare ab836000 20230522
Ally Pally H Homecare e0946000 20230522
Ally Pally H Homecare 8c846000 20230522

Click (and hold) on the square, and drag down to the end of the column

0=l Ohn s R =

A
SSRef
56836000
c9836000
96836000
ab836000
e0946000
8c846000

B C D E F
Name Service Servicelev SSRef Date
Eric Bristow _Ally Pally H Homecare 96836000 20230522

Ally Pally H Homecare ¢9836000 20230522
Ally Pally H Homecare 96836000 20230522
Ally Pally H Homecare ab836000 20230522
Ally Pally H Homecare e0946000 20230522
Ally PallyH Homecare 8c846000 20230522




o Allthe fields will now populate with the individual names

A B C D E F
SSRef Name Service  Servicelev SSRef Date
96836000 jEric Bristow  JAlly PallyH Homecare 96836000 20230522
9836000 Pocky Wilson JAlly Pally H Homecare ¢5836000 20230522
96836000 jEric Bristow  JAlly Pally H Homecare 96836000 20230522
ab836000 JFallon Sherroc|Ally Pally H Homecare ab836000 20230522
e0946000 JPeter Wright JAlly Pally H Homecare e0946000 20230522
8c846000 |Sid Waddell JAlly Pally H Homecare 8c846000 20230522
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e You now have a CSV file with all of the actuals information as well as the names
e Inputthe relevant information for services delivered and applicable comments

IMPORTANT - Before importing the file to the portal, delete the additional columns added

o To delete, highlight the entire column, right-click and select delete

e You will need to delete the duplicated SSRef column (which will be column A) - DO NOT DELETE THE
ORIGINAL SSRef column from the file

e  You will also need to delete the Name column (on this example, column B)

Clear Contents

A B Search the menus .D
1 |SSRef Name
2 | 96836000 Eric Bristow 4, Cut dford - Single-handed
3 | 9836000 JockyWilso [‘@ Copy dford - Double-handed
4 | 96836000 Eric Bristow . dford - Double-handed
5 |ab836000 FallonSheri L[ Paste Options: dford - Single-handed
6 |e0946000 Peter Wrigh -.g,lj rﬂn dford - Single-handed
7 |8c846000 Sid Waddell ' IS dford - Single-handed
8 Paste Special...
9
10 Insert
11 Delete
12
13

e Savethe CSVfile

e You can now import the file into the Provider Portal



Go to Actuals

Select Actuals Bulk Import

Home I Actuals I One-Off Claims

Current Services
& Aly Pally Home Care

ne Care DTA

(] Include Historical

It is also possible to bulk-
import or export actuals data
from a CSV file

m Actuals Bulk Export
m Commissioned Care Export

Choose File and select your saved file
Press Import

B Bulk Import of Actuals

Please select a file to import

csv File | Choose File | Viookup test.csv




