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Notice and Disclaimer 

Without the prior consent of the author, no part of this compilation may be copied, reproduced, stored or transmitted in any form or by any 

means including without limitation by means of  electronic, mechanical, photocopying, recording or otherwise. The opinions and views 

expressed in this compilation are without prejudice and are based on experience of the authors, research or based on empirical studies. 

The material is purely for academic educational purposes and should not be construed as professional advice. The author does not 

warrant that the views stated shall be effective in each and every case or may give predictable consequences. The author shall not be 

responsible for the result of any action taken on the basis of this work whether directly or indirectly and for any errors or omissions in the 

work. The authors expressly disclaim all and any liability and responsibility to any reader of whatsoever in nature. References to names in 

this handbook are merely fictional / imaginary and their resemblance to  ny living or non-living things, people or organisations are purely 

coincidental.  
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MS Excel – a CAAT 
 
 

MS Excel software needs no introduction; it’s a simple application which most of us use 
every day -time-in and out. The versatile spreadsheet is available almost on all machines 
and seldomly one will find an accountant / auditor not using it. While mostly it is popular for 
making statements, charts, etc., it can conveniently be also used as CAAT. This article is to 
facilitate to make best use of whatever little is known by user about MSExcel. 
 
Some of the important MSExcel-functions that are useful as CAAT for audit / investigation 
are described below.  

• ‘IF’ 
• ‘IF’ in combination with ‘AND’ 
• ‘IF’ in Combination  with ‘AND’ & ‘OR’ 
• ‘CountIF’ and ‘SUMIF’  
• ‘SUMIFS’  
• ‘VLOOKUP’ 
• Pivot Table Function 
• Formula Auditing  

 
Note : The above list is not exhaustive but is only an illustrative one. There are many other 
useful functions and the users may develop skills once he/she starts practicing them. Also it 
needs to be noted that there are several ways in MS Excel to achieve the same results; 
therefore this article attempts to only explain a few of them. 
 
 
The above functions are explained in detail with its corresponding application in audit / 
fraud investigations. 
 

The  ‘IF’ Function 
 
The IF Function along with its derivative usage with ‘AND’ / ‘OR’ can be useful for: 

• Detecting Gaps 
• Finding Duplicates 
• Locating Multiple Records 
• Flagging Records 
• Ageing Analysis or Advance Analysis 
• Extracting Records meeting certain criteria (Combination with filter commands or 

with Pivot Table commands)  
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The ‘IF’ function is very powerful element in decision making. The function can be simply 
explained as follows :  

 
 
The Syntax of ‘IF’ function : 

 
  
 
Example of ‘IF’ Function : 
 
The given data is list of cheques issued and the objective is to determine gaps of missing 
cheque numbers. 

 
 

= IF (Test, if True, if 
 False)
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For complex operations, another ‘IF’ function can be used within an ‘IF’ function. This is 
known as Nested-IF function which is explained as follows : 
 
 
The Nested ‘IF’ functions – that is using IF within IF Function.  
Here we use multiple tests (queries/ questions) in serial order and depending upon the 
response of preceding test another logical test follows. The nested-IF function can be 
explained as follows: 

 
 
Syntax of Nested IF 
  

 
 
= IF (Test1,  
           if true   IF [Test2, if true,if false],  
           if false  IF [Test 3, if true, if false]  
       ) 
 
There can be maximum of 64 nested ‘IF’s 
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Example of Nested-IF function 
 
The given data is list of sales team with their date of joining, years of experience and sales 
achieved during a period. A salesman is entitled to promotion depending upon his/her 
experience and sales achieved. If his experience in under 3 years, he/she is eligible if the 
sales are over $ 3mn and for others the eligibility sales criteria is $ 5mn. The objective is to 
flag ‘Eligible’ status in Col-F  
 

 
 
The Eligible and Not-Eligible employees can be filtered separately to check with the 
promotions given. 
 
 
Using ‘IF’ function in combination with ‘AND’/ ‘OR’ 
Sometimes we need to have two or more tests that needs simultaneous confirmation for 
logical actions, this can be done by using the ‘AND’  or ‘OR’ with the ‘IF’ function. These 
results can also be achieved using the Nested-IF functions, however sometimes it may be 
easier to use ‘AND’/’OR’ functions.  The ‘IF’ in combination with ‘AND’/’OR’ are explained 
below : 
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Syntax of ‘IF’ function used in combination with ‘AND’ 
 

=IF(AND(Test1,Test2)=Result,If True,If False) 
 
 
Example of ‘IF’ function used in combination with ‘AND’ :  
 
The given data is a list of payments stating details of cheque nos.,  bills reference (against 
which the payments are made) and the name of vendor with the amounts. Here is order to 
establish multi-payments, one need to compare the vendor names and the bills numbers. 
When there is match for both criteria (Name and Bill No.) then double payment flag is set. 
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Syntax of ‘IF’ function used in combination with ‘OR’ 
 

=IF(OR(Test1,Test2)=Result,If EitherTrue,If BothFalse) 
 
Example of ‘IF’ function used in combination with ‘AND’ + ‘OR’ 
Continuing with the same example as above, it can be seen that we are able to flag only one 
of the two records of double payments. On applying filters, though we have details of the 
double payments, we cannot show both the records. It happens because we are comparing 
the record on current line with a below-line item (in above example Row27 is compared 
with Row28).Therefore to flag both the records (or if there more than 2 than all the 
records), we need to compare the current line item with line-item above and line-item 
below. That is, say for record at Row28, we need to check Row28-with-Row29 AND Row28–
with-Row27. If either combination matches then that record needs to be flagged for “Dbl 
Pymnt”. 
 
To simplify (at Record at Row28) we need to : 
 
 
 
 
 
 
 
 

 
On filtering the “Dbl Pymnt” records, we are able to get all the bills that are paid more than 
once. 

match Name  
(R28 with R29) 

AND 
Match BillNo  

(R28 with R29) 
 

match Name  
(R28 with R27) 

AND 

Match BillNo  
(R28 with R27) 

 

If Either is 

True = 

Double 

Payment 

OR 
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The ‘COUNTIF’ Function 
This function counts the number of records satisfying user criteria. This function is 
extremely useful in analysis of master databases (vendors, customers, employees, etc.) to 
determine whether there is nexus between them. For example common telephone 
numbers,   fax nos., contact person references, email_ids., etc. can give a clue of linkages. 
This function can be coupled with ‘filter’ command to give instant results. 
 
Syntax Of ‘COUNTIF’ Function: 

 
 
Example Of ‘COUNTIF’ Function: 
 
The given data is of vendors details –Vendor_name, city, fax-nos. and telephone nos. By 
using the ‘Countif’ function we can count (say for Row2) how many times the fax number (in 
cell C2) is repeated in the entire Col-C (the count is stored in Col-D). Similarly we can also 
count how many times the tel_no. (in cell E2) is repeated in the entire Col-E (the count is 
stored in Col-F). 
 

 
 
 

= COUNTIF(criteria_ 
 range, criteria,)
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Thereafter set filters for : 

 fax-counts more than 2 and  

 tel-counts more than 2 
      following result is obtained…. 
                  ……the linakages bet’ the partys are highlighted. 
 

 
 
The filtered records can be copied on another sheet and sorted on fax_no. / tel_no to get 
the  proper result : 
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The ‘SUMIF’ Function 
This is an extension of widely used ‘Sum’ function but here the ‘SUM’ is combined with ‘IF’. 
Thus summation can be obtained of selected records satisfying user defined criteria. This 
function operates the same way as Pivot Table Command. However, Pivot Table function is 
not on real-time basis (one need to refresh to get updated results); ‘SUMIF’  function on 
other hand works on real-time basis (changes in data instantly updates this formula) 
 
Syntax of the SumIF function is as follows : 
 

 
 
 
Example of the SumIF function: 
 
Given data is of quantities of fruits sale with summary of total auntities (kgs.) sold. To check 
the summary calculation, the SUMIF function can be easily used. Say for fruit-Dates, we take 
sum of Col-D only for the  records where ‘Dates” appear in Col-C. Therefore criteria_range 
will be the Fruit-name (C19:C40), Criteria = C45 (“Dates”) and sum_range is quantities in Col 
D (D19:D40). It needs to be noted that the criteria_range (19:40) matches with sum_range 
(19:40). The calculated numbers can be compared with the given quantities to show the 
differences.  

 
The differences (actuals v/s. calculated) are stored in Col-F which can be filtered for non-
zeros. 
 

= SUMIF(criteria_ range, criteria, 
sum_range  )
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The ‘VLOOKUP’ Function 
 
This function is extremely useful in linking two databases. This can be, however, only done if 
there is a common unique reference (generally referred to as ‘primary key’) between the 
two databases. All databases built-up on RDBMS work on this prime principle and hence 
generally it is easy to generate a primary key. 
 
There can be several applications of ‘VLookup’ function.  A few examples could be : 

 To verify the rates billed with standard rate-card prices, 

 To confirm proper application of  interest rates charged for bank advances. 

 To vouchsafe whether all dispatches are billed or vice-versa. Similarly vendor- bills 
can be checked with the Inventory receipts. 

 Quantities, rates, etc. in purchase orders can be compared with the vendor_bills. Or 
even the rates charged can be analysed by comparing multi-vendors or same vendor 
over different period. 

 Multi-years Inventories records can be compared. 

 Employee payroll can be compared over the period or with master records. 

 Tax rates for employees (withholding tax) , invoices, etc. can be checked. 

 Production records can be checked to inventories and vice-versa. 
The list can be endless and an effective use can be made depending upon the 
circumstances and subject matter of the audit / investigation. 
 
Syntax Of VLOOKUP function : 
 

 
 
Explanation of the formula : 

 

=VLOOKUP ( lookup_value ,    
table_array  ,    Col_ Index, 

 range_lookup)
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Example of VLOOKUP 
 
Given two databases (i) data of sales (marked with green frame) and (ii) data of standard 
rate card prices (marked with yellow frame). In practice usually the databases are in 
different worksheets or workbooks, but here it is shown in same worksheet for easy 
understanding. However the principle is same. The objective is to check whether the 
correct rates are invoiced to the customer.  Using VLOOKUP function, the rates (in Col.D) 
of rate card (B23:D36) is extracted in Col-Q. The formula is explained in figure below. 
The difference between rates invoiced (Col.M) and rates chargeable (Col-Q extracted as 
aforesaid) can be compared. 

 
The  Col-R can be filtered for  non-zero to list the differences which is list where the 
rates are charged higher or lower for further investigation. 
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The Pivot Table Function 
 
This function quickly summarizes large data by : 
• Querying the data in many user-friendly ways.  
• Subtotaling and aggregating numeric data, summarizing data by categories and 

subcategories, and creating custom calculations and formulae. Besides summing 
(sum), it can also find average, max, min, etc. 

• Expanding and collapsing levels to focus on results, drill-downs to details from the 
summary.  

• Moving rows to columns or vice-versa; see different summaries using various 
scenarios. 

• Filtering, sorting, grouping, etc. 
 
Application of Pivot Table function: 
There can be several uses of the Pivot table function, a few examples can be as follows : 

 Stratification / Classification of Data – periodwise, party-wise, assets-wise, etc. 

 Creating various scenarios with if-then categories, using with filters it is possible 
to expand and collapse levels. For example in data of vendor bills, a pivot can be 
created to see Vendor_wise+Item_wise summary or Item_wise+Vendor_wise 
summary.  

 Create Trial Balance of General Ledger, Accounts Payable, Accounts Receivable, 
Bank Account balances, etc. 

 Inventory Summary, Slow  Moving / Non-moving Stock, etc. 

 Digital Analysis e.g. Benfords Law, Relative Size Factor (RSF), etc. 
 
 
How to apply the Pivot Table: 
Unlike many formulae, the Pivot function does not begin with a ‘=’ sign. This is more of a 
command and hence not a formula. Therefore this command needs to refresh from time to 
time to obtain correct results.  If there is need for an update on real-time basis, one can use 
SUMIF, COUNTIF, etc. 
 
To apply the Pivot command, in the insert tab select 
the PivotTable icon and one needs to navigate through 
the interactive dialogue box. Select the appropriate 
data range and where you need to place the output 
table (the appropriate choice generally should be ‘in 
new sheet’ since that will not conflict with your data). 
Select the appropriate fields for the vertical and 
horizontal crosstabs as Row_labels and Col_labels. The 
data to be summarised should be placed in the ‘value’ section. Here by selecting the ‘value 
field settings’, one can select the sum, count, average, max, min, product, etc. Cosmetic 
touch can be given to the table by selecting appropriate formats or charts. 
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Example of Pivot Table : 
 
Given data is of sales during a period giving details of Bill_No., Customer_name, Product_Id, 
Quantity billed, etc. The objective is to summarise the quantity  product_code wise. 
Applying the Pivot Table the pivot table / charts can be obtained as shown below :  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The data can be tabulated on a chart to get an overview and the spikes can be analysed for 
detailed verification. This is simple use 
for understanding the principle 
however complex queries and charts 
can be generated for different 
scenarios to give much more insights 
into the data. 
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Formula Auditing 
 
Very often some excel sheets are very complicatedly built-up -- there are many variables 
spread across multiple sheets and complex formulae make it difficult to audit.  Most often 
such sheets are verified based on rebuild-and-compare method. This can sometime take 
enormous effort and hence may not be viable. This is where the Formula Auditing options 
come handy. 
 
This is an in-built tool in MSExcel to quickly spot errors / omissions by locating 
inconsistencies in data having regard to surrounding region.  A check run is conducted for: 

 Cell containing formula that result in error 

 Inconsistent calculated column in tables 

 Cell containing years represented as two digits 

 Numbers formatted as text  

 Formulae inconsistent with other formulae in the region 

 Formulae which omitted cells in a region 

 Unlock cells containing formulae 

 Formulae referring to empty cells 

 Data entered in a table is invalid 
 

How to use the Formula Auditing Options : 
Click on the ‘Formula’ tab and then select the ‘Formual Audting’ section as shown in figure 
below. There are different audit tools available, a combination of which can throw up 
exceptions. Since this does not change the data, there no fear for data modification. 
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 Trace dependent and precedents diagrammatically show various relationship between 

the cells. Repeatedly pressing these commands shows a pattern of linkages (see the 

linkages in blue arrows in the figure below); one can easily spot variations (marked in 

red circle) if any.  

 
 

 As the name suggests, the ‘Show Formula’ tab quickly converts the entire sheet from 

value to the formula as shown below so that one can spot any glaring errors, e.g. 

direct numbers entered (see the yellow highlighted cell in fig. below) as  against 

expected formula or vice versa, some extra numbers inserted in cell along with 

formulae, etc. 
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 Error checking commands works like a spell-check command. It basically checks all 

the possible errors and shows the errors in a dialogue box (as shown below) giving the 

cell numbers with possible error and explanation. The user can then correct the errors 

as he deems fit. 

 
 

 

 

 

 Also one can use the green-corner sign (see 

adjacent screen shot) to spot errors. This is 

similar to the error checking. In error checking 

explanation is given, while in green-corner is 

just flagged (this is like the red line shown 

from wrong spelling in word file). This can be 

done by enabling the configuration settings in the  as shown below.  
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