
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 
 

• It is important that 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 
 

 

 

• You will then need to convert this into a table. To do this, highlight both columns 
• Go to Insert 
• Select Table 

 

 

 

• You will receive the following pop-up box. Ensure the box for ‘My Table has headers’ is ticked 
• Press OK 

 

 



 

• The data is now in table format 
 

 

 

• In the Provider Portal, go to Actuals 
 

• Select Actuals Bulk Export 
 

 
 

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

 
 
 



• 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 
 

  

 

• Highlight column A by clicking on A 
 

 

 

• Right-click and Insert Copied Cells 

 

 



• You will now see that SSRef is shown in column A as well as column D 
 

 

 

• Add a new column where you would like to see the persons name. On this example, I will say that I want 
the name to show in column B 
 

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

 
 
 

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

 

 



• You will now need to input the formula for Vlookup 
 

• On the CSV file, click in the first empty field in the Name column and then click on the fx button 
 

 

 

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

• If it doesn’t show, type  VLOOKUP in the search box and then click Go 
 

 

 

 
 
 
 
 
 
 



• You will be taken to the following box 
 

 

 

• 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 
 

 

 

• Then click on the blank field of the Table_array box 
 

 



• You then need to go to the CSV file you created with all the names and SSRef 
 

• Highlight all of the fields of both columns (in this example A2 to B6) 
 

• It will populate this information in the Table array box 
 

 
 

• 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 
 

 
 

• Range_lookup – Type the word FALSE 
• Click OK 

 

 



• You will now see a name displayed on your CSV file 
 

 

 

• To recreate the formula for the remaining fields, highlight the name and towards the bottom right of the 
box, you will see a small square 

 

 

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

 

 

 
 
 
 
 
 
 
 



• All the fields will now populate with the individual names 

 

 

• You now have a CSV file with all of the actuals information as well as the names 
 

• Input the relevant information for services delivered and applicable comments 
 
IMPORTANT – Before importing the file to the portal, delete the additional columns added 
 

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

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

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

 

 

• Save the CSV file  
 

• You can now import the file into the Provider Portal 
 
 
 



• Go to Actuals 
 

• Select Actuals Bulk Import 
 

 

 

• Choose File and select your saved file 
• Press Import 

 

 


