SPV*Kuditing for Free

Ray Butler, CISA, MIRM

Ray Butler...

= IS Auditor in HM Customs & Excise for
25 years

» Trained VAT inspectors in Spreadsheet
Audit

» Co-Founder of European Spreadsheet
Risk Interest Group

= Past President of ISACA Northern
England

© Ray Butler 2006

R Impact of Errors

Material error could compromise a government, a regulator, a financial market,
or other significant public entity and cause a breach of the law and/or individual
or collective fiduciary duty. May place those responsible at significant risk of
criminal and/or civil legal proceedlngs and/or disciplinary action.

= Key
Material error could cause significant business impact in terms of incorrectly
stated assets, liabilities, costs, revenues, profits or taxation etc. May place those
responsible at risk of adverse publicity and at risk of civil proceedings for
negligence or breach of duty and/or internal disciplinary action,

= Important
Material error could cause significant imﬂact on the individual in terms of job
performance and career progression without directly, greatly, immediately or
irreversibly affecting business or the organization.

= Store & Retrieve
Spreadsheets used as databases, with few issues other than data correctness
and information security and where the impact of error is low.

= Expired
S?readsheets over three ﬁears old no longer required in the active management

the business, but may be required to be archived by statute or good practice.

Present impact of error is low.

= Personal
Other spreadsheets used by the individual in the day to- day performance of
their duties, where the impact of material error is low.”
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Auditing Excel for Free

» Checking the set-up

= Auditing Tools

= Data Validation

= Conditional Formatting

= GOTO Tools

= A Keyboard Shortcut or two..
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Checking the Set-up

Tools,

Options,
View

Color | Intermatioral | save | Erorchecking | speling | secuny |
vew | Calstion | Edt | Genersl | Tanstion | Customlists | chart

Show

% et ek (07 pormudsbar % idows n Tastr

n User Comments
) " pone & Commert indicator orly ) " Comment & indicator
Information| osees
& show all " Show placeholders © ide all

Risks

Window options
I~ Page breaks ¥ Horizontal scroll bar
W vertical seroll bar

[¥ Shest tabs

¥ Row & column hgaders
I~ Formulas ¥ outline symbols
¥ gridines ¥ Zero values

Gridines color: [ Automatic  +

Checking the Set-up

™ IOOIS liuns [l
L 7
Color | nternationsl | save | Errorcheckna | Speling | secuity |

th|0ns, view  § Calcuiation || Edt | General | Transition | customlists | chart

H Calculation
Calculation © Manual ol How (F3)
Calculation

rules risks

Tteration
im iterations: [100 Maxximum change: [0.001

Workb i
¥ Update remote references

I~ Becision as displayer
I~ 1904 date system

[V Save external link values

Coept labels in Formulas
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Options

Tools,
Cobr | Intemationsl | Save | EmorcChecking | Speling | Securty |

thionS, vew | Cokuston | EG 3| Genersl | Transton | customuss | chet |
Edlt Settings

[V Edit directly in cell IV Extend st formats and formulas

RISkS II’l ¥ Allows cell drag and drop ¥ Enable automanc percent entry
W flert before overwriting cells |¥ show Paste Options buttons
Data Entry ¥ tlowe selection after Enter IV 5how Insert Optiens buttans

Dipection:

Fixed decimal

Places: . =

v CEE

[V sk to update automatic links

Cancel

s

Tools,
i view | Colelation | Edt | General | Transiion | Custombists | chart |
th|0ns, Color | Itemational | save Ercor Checking | Spellng | Secury |

Error Checking | s
Are EXCeI’s I Enable background error checking M

G Infcator Color: [_anoraie v
Error Checking
Tools used?

o gt years
¥ Hurber stored as text
¥ Tnconsistent formula in region

¥ Formula omics cells in region
IV Unlocked cells containing Formulas,
I+ Formulas referring to empty cel

Cancel

Checking the Set-up

Options
IOO'S, Color ] | mtemamaa\ | save | Erinr Checking I} Speling | Is.ecumy |
- Wigw Caleulation Edit General Transition Cuskom Lists Chart:
Options,
== Settings
General I RICI reference style ¥ Erampt For workbook propertiss)
| Ignare otner appiications I Provide reeanack Wit sound

DISp|ay / ¥ Funetion tooltips I™ zoom on roll with Tntelitouse
W ecently used fle lst: [5 =] entries web opt
User [

Interaction Sheets in new workback:  [3 =
Standard fork: [arial =] see:fto -]

Risks Default File location:

At startup, open al files in: [

[c\Documents and Settings\FeayiMy Documents

User name: [Ray Butler

Cancel
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The Auditing Toolbar
| B e | 2 a| .

¥ speling, F7 RoEE 4L 34 o - [

Show by Tools,
(Formula) Auditing,
Show (Formula)
Auditing Toolbar
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The Auditing Toolbar

oy
o

| B m | =E =2

What does it do?
Allows various checking actions
Only on the current worksheet
Doesn’t work on multiple selections

Details.....

&la|EE.
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Formula Auditing Tools

(m| Trace Precedents

E.:- Cells that feed into the selected cell
1st Click — Direct
2nd Click — Indirect
3rd Click — Indirect — next level
Etc....
Click the arrow to select cell at end
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e |4 |0 EE.

Formula Auditing Tools

E:- = Remove Precedent Arrows

(] = Clears display in order of setting
= 15t Click — Last displayed

= 2nd Click — 2nd Last displayed
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Formula Auditing Tools

- » * *

-:E = Trace Dependents
(m| = Cells that USE the selected cell
= 15t Click — Direct
= 2nd Click — Indirect
= 31 Click — Indirect — next level
= Etc....
= Click the arrow to select cell at end
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Formula Auditing Tools

o = Remove Dependent Arrows
-:E = Clears display in order of setting
= 15t Click — Last displayed
= 2nd Click — 2d Last displayed
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e |4 |0 EE.

Formula Auditing Tools

- Remove all arrows
¢
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Formula Auditing Tools

0

= Trace Error

= Trace Precedents BUT limited to
cells with Errors, e.g #VALUE

= 15t Click — Direct

= 2nd Click — Indirect

= 31 Click — Indirect — next level

= Etc....

= Click the arrow to select cell at end
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Formula Auditing Tools

= New Comment
ﬁ = Adds a new comment to the
| selected cell

= Handy for documenting “on-the-fly”

= How do we spot cells with
comments?

£ 34.00°
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|Bmoe |22 | R0 a|EE.
Formula Auditing Tools

= Circle Invalid Data
% = Puts a red circle around cells that

break the rules set with Data,
Validation
= Instant
= Range test
= High Value test
= Data Type test
= Limited to 255 “Hits”
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Formula Auditing Tools

57

= Clear Validation Circles
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Extra Formula Auditing Tools in XP
@ imcm e A O 3 BEE HEAE

» 3 Extra Audit Tools
= Formula Error Checker
= Watch Window
= Evaluate Formula
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Formula Error Checker

» Finds all errors
\@5 = Explains and helps debug them

Error Checking,

tror in cel D! -
Resiime |
=SUM(B3:ES)HE10 :

A walue used in the Farmula is of the wrong 1 £
et gnore Errar

Edit in Formula Bar |

Fmr L — Show Calculation Steps, .

Options, . Previous Hext
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Watch Window

= Watch cell values and formulas even
when target cell is out of view

23 Add Wakch, . 5 Delete Wakch

Eiook. | Sheet | Mame Cell | Yalue | Formula

Bookl Sheetl 1) #YALUE! =SUM(B3:B5)+B38
Baookl Sheetl B4 555
Bookl Sheetl B38 womnbat
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Evaluate Formula

= Follows Excel’s Logic

Evaluate Formula 2Ix

@ = Steps through calculation in selected cell

Reference; Eyaluation:

TaxCalc!$138 - [ smET =
TaxCakclgHs7 =[x

L TaxCalcl$E$7 [M0(C7 D7 SR ate

o show the result of the underined expression, cick Evaluate. The mast recent resul
appears italized

-
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Data Validation

m Restrict cell entries to numbers, dates,
or times within specified limits
» Just like “Real program” validation
= Range tests (Min / Max values allowed)
= Type Tests
= Whole Numbers
= Decimals

= Dates
= Times
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Data Validation

m Type Tests
= Whole Numbers
= Decimals
= Dates
= Times
= All with range tests
» Text Length
m List
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Data Validation

= Types of Validation
Q Stop

= Will not allow input of values that break the
rules
A Warning
= Warns user but allows input of values that
break the rules
@ Information

= Warns user but allows input of values that

break the rules
© Ray Butler 2006
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= =
Setting Data Validation

m Select Cells you want to validate

» Click Data, Validation

» Choose what you want to allow

» Set Maximum & Minimum Values

m Choose the input message / help text

» Set the severity (Stop, Warning,
Information)
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Conditional Formatting

= Makes Cell Appearance depend on content
= Background Colour / Pattern
= Font
= Borders

= Up to 3 conditions (4 with default)

= Makes odd values SHOUTY
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Conditional Formatting

= Set from Excel Menu
= Select Cell(s)
= Format, Conditional formatting

Conditional Formatting 2|x|

andition 1
ICeH Value Is j between

el ET 5l

P’;"'EW of format 810 e een o Format Set Format. ..
when condition is tr| equal to
not equal to
reater than
less than J Delete. .. | Ok I Cancel I
] areater than or equal ta
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A Very useful feature
Selective selection of ® s
. . " Constants " Column differences
IntereStlng Ce"s  Formulas  Precedents
Edit, Go To (or F5) IE { Depencents
Click button - o
Last cel
When selections made, « slnks € bl cells only
© Currentregion ¢ Conditional Formats
‘_I(enter) moves " Current array  ( Data walidation
" Objects o
between them ot -
_OK Cancel
© Ray Butler 2006 Q
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Go To, Special

Go To Special

" Row differences

Why ?

" Column differences

Comments can tell you  Formulas " Precedents
L
= What a formula does, :: %f”ﬁ"‘je”ts
= What assumptions lie " -
behind the calculations, P € Lagt coll
= The source of key " Blanks £ yisibla cells only
numbers " Currentregion ¢ Conditional farmats
" Current array " Data validation

If they are used  Objects g
Properly e

© Ray Butler

Go To Special

Select
" Comments " Row differences

* Canstants " Column differences
Why ? " Formulas " Precedents
Finds and lets you ¥ Humbers | Number Constants
check ¥ Text Text Constants (Labels)
v Logicals 7 Logical (“True” / “False”)
= Numbers  Lat el
= Labels " Blanks " wisible cells only

" Current region ¢ Conditional Formats

= LOglC (may be " Current array  © Data validation
precedents to complex | - epjects g

formulas) ol

©Ray But _ concel |
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Go To, Special

Go To Special

Select
" Comments " Row differences
(™ Constants " Column differences
Why ? * Formulas " Precedents
N [¥ mumbers | Formulas returning Numbers|
Finds and lets you ¥ Text Formulas returning Text
CheCk the ¥ Logicals f’garlrl;:,!as returning “True” /
different classes Formulas returning errors
f f I " Blanks 1 Visible cells only.
Or rormulas " Current region  © Conditional farmats
" Current array " Data walidation
" Objects o
~
O Cancel
o] _Cancel_|
= Y L~ E— |
Go To, Special
Go To Special
° Py PY PY

Highlights a
physical area of
the spreadsheet
Equivalent to =
Why ?
Lets you restrict
next selections

Ok | Cancel
© Ray But]

Select
" Comments " Row differences
" Constants ™ Column differences
" Formulas " Precedents

= " Dependents

= o)

F e

I~ T Last cell

wisible cells only

" Current array Daka walidation
" Obijects O

e T W ]

Go To,

Why ?
Finds and lets you
check differences
in numbers

Easier than
adding formulas,
conditional
formats or
validations
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Special

Go To Special

+ Row differences!
" Column differences
" Precedents

W " Dependents

= o

= .

I " Last cell
" Blanks " Visible cells only.
7 Current region " Conditional Farmats
" Current array " Data validation
" Objects =

o~

OK I Cancel
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Why ? " Row differsnces
. " Column differences
Finds and lets you .  rectints
check what feeds b whpels
" Direct only
the current @ alleves
formula ® il
. " Blanks " visible cells only.
EqUIvaIent of Fm " Currentregion " Conditional Farmats
= " Current array " Data validation
" Objects «
Less control than o r
the audit tool Cansl
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Go To, Special

" Row differences

Why ?
Finds and lets you

" Column differences

check what the
current formula By
Al levels
fEEds " Last cell
" Blanks " Visible cells onby

Equivalent of =&

" Current region  © Conditional Formats
" Current array " Data validation

Less control than | - . -
the audit tool B
© Ray Butl| ﬂ
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Go To, Special

Go To Special

il

Select

Wh 2 " Comments " Row differences
y " " Constants " Column differences
F|nds the bottom Formulas " Precedents

" Dependents

right cell with content =
of formatting o &
I~ 0 i ast cell

Empty fOI’matted Ce”s " Blanks ™ visible cells only
take up space and ® Gt s Ee s
Confuse aud|t too's " Current array ” Data validation

) " Objects o
It looks empty. Is it? &

Ok | Cancel
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Go To, Special

Why ?
Lets you check

only visible cells
Don't check /
change hidden
cells, rows,
columns

© Ray

Select

" Comments

" Constants

" Formulas
=

=

" Blanks

™ Objects

7 Current region
7 Current array

" Row differences
" Column differences
" precedents
" Dependents

=

~
" Last cell

" Conditional Farmats
" Data validation
=
e

O | Cancel

Go To Special

Why ?
Lets you Find &
check conditional
formats
These can
mislead if
incorrectly used

Select
" Comments
" Constants
" Formulas
-
=

B

" Current d9gI0N
" Current array
" Objects

" Row differences
™ Column differences
" Precedents
(" Dependents

=

~
" Last cel
" Visible cells only.

" Data validation
& oal

™ Same
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Go To,

Why ?
Lets you Find &
check all the Data
Validations
These can
mislead if
incorrectly used
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Special

Go To Special
Select

" Comments
" Constants

" Formulas

7 Current array
" Objects

" Row differences
" Column differences
" Precedents
" Dependents
P
~
" Last cell
" visible cells only
-~ ;

= all

" Same

182005
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Some Useful Keyboard Shortcuts

« Ctrl+ (just to the left of )

= Toggle between displaying values and
formulas

© Ray Butler 2006

Some Useful Keyboard Shortcuts

w Ctrl + [

= Select all DIRECT precedents of current
formula

u Ctrl + Shift + {

= Select all DIRECT and INDIRECT
precedents of the current formula

= Less control than the E‘;. button
a
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Some Useful Keyboard Shortcuts

w Ctrl + ]

= Select all DIRECT dependents of current
formula

u Ctrl + Shift + }

= Select all DIRECT and INDIRECT
dependents of the current formula

m Less control than the _:_E button
a
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A Small Plug

» Spreadsheet e
Check & Control S |

Patrick O'Beirne Spreadsheet
Check and Co

= Free Shipping if
ordered Jan 06

http://sysmod.buy.ie
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= o
More Resources

= Workshop at EuroCACS — Sunday 19 March
The wrld's leading conference for IT assurance,
! security and governance professionals
= European Spreadsheet Risks Interest Group

s WwW.EUSPRIG.or

= 7th EuSpRIG Annual Conference ‘Managing
Spreadsheets: Improving corporate performance,
compliance and governance’

= July 6/7 2006, Fitzwilliam College, University of
Cambridge, Cambridge UK
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