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EXCEL FOR AUDIT

SENSITIVITY ANALYSIS

If you want to do math with Excel, your only choice is to write formulas, right? Wrong! Get familiar with Excel's Paste Function dialog box, and learn how to perform a variety of basic math operations without a single formula. Consider this scenario: Your company's product price list stored in a worksheet. Your client asks you to find the effect if, effective immediately, all prices are increased by 5 percent.

You could create some formulas to do the math, and then convert the formulas to values, and then copy and paste the new prices over the old prices. Or, you could use this more efficient method:

1. Enter 1.05 into any blank cell. This is the "multiplier" that will increase the prices by 5 percent.

2. Select the cell you used in Step 1, and choose Edit, Copy or press Ctrl-C. 

3. Select the range of values to be changed, and choose Edit, Paste Special to display the Paste Special dialog box.

4. Choose the Multiply option and click OK. 

Voilà! The values are changed in an instant. You can then delete the cell that contains the 1.05 multiplier. 

Note that the Paste Special dialog box lets you carry out other mathematical operations--like add and subtract, for instance--so you can use this technique for a variety of other calculations.

Shade Alternate Rows

Looking for a way to simulate that nerdy green-banded computer paper on screen? Look no further. Excel's Conditional Formatting feature has many uses, and here's one that's particularly handy. Conditional Formatting makes it simple to apply cell shading (green or otherwise) to every other row in a worksheet range. For a lengthy list, shading alternate rows can improve legibility.

Here's how to do it:
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1. Highlight the range of cells or rows or columns that you want to format. 

2. Choose Format, Conditional Formatting to display the Conditional Formatting dialog box.

3. Select Formula Is from the first drop-down list box, and enter =MOD(ROW(),2)=0 in the second box. 

4. Click the Format button to bring up the Format Cells dialog box.

5. Select the Patterns tab and specify a color for the shaded rows. You'll probably want to choose a light color, so that the default black text will still be legible. Or, you can go all out and change the text color as well (do this in the Font tab of the Format Cells dialog box). For example, you might select a dark blue background, accompanied by a mellow yellow text color.

6. Click OK twice to return to your worksheet. 


The best part is that the row shading is dynamic: The alternate row shading persists even if you insert or delete rows within the original range. By the way, if get tired of this new look and want to get things back to normal, just select the range, choose Format, Conditional Formatting, and click the Delete button in the Conditional Formatting dialog 

EXPORTING EXCEL DATA AND CHARTS
Exporting Excel Data and Charts to MS Word and MS PowerPoint: 
Exporting Excel Data to Word or PowerPoint: 
1. In Excel, select the range you want to copy, then go to EDIT ---> COPY; Switch to Word document or  PowerPoint presentation and click where you want to insert the Excel data.
2. In Word or PowerPoint, go to EDIT ---> PASTE SPECIAL;
3. Click Microsoft Excel Worksheet Object to paste the data as a picture that you can resize and position. By double clicking on the data, you can edit and reformat the data using Excel functions and tools;
4. Click Formatted Text (RTF) to insert in a form you can resize and reformat using Word or PowerPoint  functions and tools. (In Word, this will insert the data in a Word table); 
5. Click Unformatted Text to paste the data as text separated by tabs.

Exporting Excel Charts to Word or PowerPoint:
1. In Excel, click on the chart you want to copy, then go to EDIT ---> COPY; Switch to Word document or PowerPoint presentation and click where you want to paste the chart.
2. In Word or PowerPoint, go to EDIT ---> PASTE SPECIAL;
3. Click Microsoft Office Drawing Object to paste the data as a picture that you can resize and position.  By double clicking on the data, you can edit and reformat the data using Excel functions and tools.

Exporting Excel Data and Charts to the Internet:
Click a cell in the data (or click on the chart) that you want to convert to a Web page. Go to  FILE --->SAVE AS HTML. This will bring up an Internet Assistant Wizard. Follow the instructions in  the Internet Assistant Wizard to create the Excel data or chart as an HTML document that can be opened  as a separate Web page or inserted into a Web page. 

COMMANDS IN EXCEL

 Maths / Comparision 

=    >    >=     <   <=   <>   +   -   *   /   %    ^    

Logical 

IF   , AND  ,  OR  , NOT  , TRUE  /FALSE  

Text 

CHAR,  CLEAN, CODE, CONCATENATE,EXACT, FIND,LEFT, LEN, LOWER ,MID, PROPER, REPLACE, REPT, RIGHT, SEARCH ,SUBSTITUTE ,TEXT (Limited support, use cell formatting instead) , TRIM, UPPER VALUE 
 

Math and Trig 

ABS ACOS ACOSH ASIN ASINH ATAN ATAN2 ATANH CEILING COMBIN COS COSH DEGREES EVEN EXP FACT FLOOR INT LN LOG LOG10 MOD ODD PI POWER PRODUCT RADIANS RAND ROMAN ROUND ROUNDDOWN ROUNDUP SIGN SIN SINH SQRT SUM SUMPRODUCT SUMSQ SUMX2MY2 SUMX2PY2 SUMXMY2 TAN TANH TRUNC  Group Functions AVERAGE AVEDEV COUNT MAX MIN STDEV STDEVP VAR VARP COUNTA AVERAGEA MAXA MINA STDEVA STDEVPA VARA VARPA  Information ISBLANK ISERR ISERROR ISEVEN ISLOGICAL ISNA ISNONTEXT ISNUMBER ISODD ISREF 
ISTEXT NA 
 

Lookup and Reference 

CHOOSE  COLUMN ,  COLUMNS, HLOOKUP, HYPERLINK, INDEX LOOKUP MATCH ROW ,ROWS ,VLOOKUP  

Date and Time 

DATE, DATEVALUE, DAY ,DAYS360, HOUR ,MINUTE,MONTH ,NOW ,SECOND, TIME, TIMEVALUE, TODAY ,WEEKDAY, YEAR ,
 

Financial 

DB  ,DDB ,FV ,IPMT, IRR ,MIRR, NPER, NPV ,PMT ,PPMT, PV ,RATE, SLN,SYD 
 

Statistics 

COUNTIF 
NORMSDIST 


IMPORTANT EXCEL FUNCTIONS

	Name
	Description

	ABS
	Returns the absolute value of a number

	ACCRINT
	Returns the accrued interest for a security that pays periodic interest

	ACCRINTM
	Returns the accrued interest for a security that pays interest at maturity

	ADDRESS
	Creates a cell address as text based on given row and column numbers

	AVERAGE
	Returns the average (arithmetic mean)

	CEILING
	Rounds a number (away from zero) to the nearest integer or to the nearest multiple of significance

	CELL
	Returns information about the formatting , location or contents of the cell or upper left cell of the reference

	CHOOSE
	Uses a specified index number to select one from up to 29 specified values

	CLEAN
	Removes all nonprintable characters from text

	COMBIN
	Returns the number of combinations for a given number of objects

	CONCATENATE
	Joins several text items into one text item

	COUNT
	Counts the number of cells that contain numbers and also numbers within the list of arguments

	COUNTBLANK
	Counts the number of non-empty cells and the values within the list of arguments

	COUNTIF
	Counts the number of cells that meet the criteria specified in the argument

	CUMIPMT
	Returns the cumulative interest paid between two periods

	CUMPRINC
	Returns the cumulative principal paid on a loan between two periods

	DATE
	Returns the sequential Excel date / time serial number that represents a particular date

	DATEDIF
	Calculates differences between two dates in terms of specified units and assumptions

	DAY
	Converts an Excel date / time serial number to the day of a month

	EDATE
	Returns the Excel date / time serial number of the date that is the indicated number of months before or after the specified number of months from the start date

	EFFECT
	Returns the effective annual interest rate of a given nominal rate with its compounding frequency

	EOMONTH
	Returns the Excel date / time serial number of the last day of the month before or after a specified number of months from start date

	EVEN
	Rounds a number away from zero to the nearest even integer

	EXACT
	Checks to see whether two text values are identical

	FIND
	Finds one text value within another (case sensitive)

	FIXED
	Formats a number as text with a fixed number of decimals

	FLOOR
	Rounds a number down towards 0 to the nearest integer or to the nearest multiple of significance

	FV
	Returns the future value of an investment

	FVSCHEDULE
	Returns the future value of an initial principal after applying a series of compound interest rates

	GCD
	Returns the greatest common divisor 

	GETPIVOTDATA
	Returns data stored in a pivot table

	HLOOKUP
	Looks in the top row of a table or array and returns the value of the indicated cell

	IF
	Returns one value if the specified condition evaluates to TRUE and another value if it evaluates to FALSE

	INDEX
	Returns a value from a table of values based on references to rows and columns.

	INDIRECT
	Returns a reference indicated by a value provided as text

	INT
	Rounds a number away from 0 to the nearest integer

	IPMT
	Returns the amount of the interest element in a payment for an investment for a given period

	IRR
	Returns the internal rate of return for a series of cash flows

	LCM
	Returns the least common multiple 

	LEFT
	Returns the left most characters from a text value

	LEN
	Returns the number of characters in a text string

	LOOKUP
	Looks up values in a one row or column range and returns a value in a second one row or column range. 

	LOWER
	Converts text to lowercase

	MAX
	Returns the maximum value in a list of arguments ignoring logical values and text

	MID
	Returns a specific number of characters from a string starting at a specified position

	MIN
	Returns the minimum value in a list of arguments ignoring logical values and text

	MINUTE
	Converts an Excel date / time serial number to a minute

	MOD
	Returns the remainder from division with the result having the same sign as the divisor

	MONTH
	Converts an Excel date / time serial number to a month number

	MROUND
	Returns a number rounded to the desired multiple. Midway points are rounded away from 0

	NOMINAL
	Returns the nominal rate equivalent to a given annual effective with a given compounding frequency for the nominal rate

	NOW
	Returns the Excel date / time serial number of the current date and time

	NPER
	Returns the number of periods for an investment

	NPV
	Returns the net present value of an investment based upon a series of periodic cash flows and a discount rate where the first cash flow is received at the end of the first period

	PERMUT
	Returns the number of permutations for a given number of objects that can be selected from a number of objects without replacement

	PMT
	Returns the periodic payment for an annuity

	PPMT
	Returns the amount of principal element in a payment for an investment for a given period

	PRODUCT
	Multiplies together 1 - 30 numbers

	PROPER
	Capitalizes the first letter in each word of a text value

	PV
	Returns the present value of an investment

	QUOTIENT
	Returns the integer portion of a division

	RAND
	Returns an evenly distributed random number greater than or equal to 0 and less than 1

	RANDBETWEEN
	Returns a random number between (and inclusive of) two specified numbers

	RATE
	Returns the interest rate per period of an annuity

	REPLACE
	Replaces characters within text

	REPT
	Repeats text a given number of times

	RIGHT
	Returns the rightmost characters from a text value

	ROMAN
	Converts an arabic number to Roman, as text

	ROUND
	Rounds a number to a specified number of digits to the left (-) or right (+) of the decimal point. The midway digit 5 is rounded away from 0.

	ROUNDDOWN
	Rounds a number down towards 0 to a specified number of digits to the left (-) or right (+) of the decimal point

	ROUNDUP
	Round a number up away from 0 to a specified number of digits to the left (-) or right (+) of the decimal point

	SEARCH
	Finds one text value within another (not case sensitive) and returns the number of the starting position

	SQRT
	Returns a positive square root

	SUBSTITUTE
	Substitutes new text for old text in a text string

	SUBTOTAL
	Returns the sutotal in a list or database

	SUM
	Adds its arguments

	SUMIF
	Add the cells specified by a given criteria

	TODAY
	Returns the Excel date / time serial number of today's date

	TRANSPOSE
	Returns the transpose of an array

	TRIM
	Removes all spaces from text except single spaces between words

	UPPER
	Converts text to uppercase

	VLOOKUP
	Locates a specified value in the leftmost column of a specified table, and returns the value in the same row from a specified column in the table

	WEEKDAY
	Converts an Excel date / time serial number to the number of the day of the week based upon counting system of return_type

	YEAR
	Converts an Excel date / time serial number to a year

	YEARFRAC
	Returns the difference between start_date and end_date expressed as a number of years including decimal fraction of a year.


LIST OF ADD-INS PROVIDED WITH MS-EXCEL

THESE NEEDS TO BE ACTIVATED

	Add In
	Utility

	Access Links
	Provides Microsoft Access forms and reports for use with Excel data lists

	Analysis ToolPak
	Gives several worksheet functions and macro functions for financial and scientific data analysis for use in a workbook

	AutoSave 
	Automatically saves your workbook at specified intervals

	Conditional Sum
	Assists you in summing data in lists

	HTML
	Helps in HTML functions

	Internet Assistant VBA
	Allows developers to publish Excel data to the Web by using Excel 97 Internet Assistant Syntax

	Lookup Wizard
	Allows creation of formulas to find data in Excel tables

	MS Query
	Converts external data ranges in Microsoft Excel 97/2000 format to Excel 95 format. Also allows the use of macros created in VBA in previous versions of Excel

	ODBC Add in
	Provides drivers for working with SQL based data sources

	Report Manager
	Lets you format information in worksheets, workbooks and scenarios into organized, uniform reports by combining spreadsheet views with data scenarios

	Solver 
	Lets you determine the answers to complex what if questions or equations by analyzing cells and determining the optimum value adjustments required to arrive at the desired result

	Template Utilities
	Provides utilities that are automatically used by the Excel’s built in templates

	Update Add In Links
	Updates the links to Excel add in functions to access the built in functionality in higher versions


[image: image2.jpg]


