
HOW TO USE AUTOSUM IN EXCEL
A step-by-step guide to quickly total your data!

What is AutoSum?

AutoSum is a feature in 
Microsoft Excel that quickly 

calculates the sum of numbers 
in a column or row.

Step-By-Step Guide

Open Your Excel File
Ensure your data is presented in 
a table or list format. Examples 
like sales figures or expenses.

Select the Cell for the Total
Click on the cell below a column of 
numbers or next to a row of 
numbers where the sum to appear.

Click the AutoSum Button
Go to the Home tab on the ribbon, 
click AutoSum in the editing group 
top-right.

Press Enter

TIP: You can also use the shortcut Alt+ = to activate  the AutoSum

AutoSum is a quick and easy tool in Excel that automatically adds 
numbers for you. Instead of manually typing the formula to sum 

values, AutoSum completes this task with just one click. It is widely 
used because it saves time, allowing you to avoid adding each 

number by hand. AutoSum efficiently totals all the selected 
numbers at once. This tool is particularly useful for financial 
reports, budgets, inventories, and other data-related tasks.
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