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[bookmark: _n95xkujvpjop]Task 2: Information Poster
[bookmark: _nqmwtbmn907f]Title: Mastering AutoSum in Excel: A Quick Guide
[bookmark: _rtw71xx7wtpx]Description
AutoSum is a powerful tool of MS Excel that is used for the purpose of conducting quick calculations. This generally delivers results in the form of a Sum of values inserted in two or more cells. The simplification of the summation process becomes possible through the utilisation of the Excel formulae for SUM and multiple clicks for the selection of the cells. However, these AutoSum quick calculations can only be applied on multiple cells which only consist of numeric values.
[bookmark: _1kqcex766sdi]Benefits of AutoSum feature
The specific benefit of the AutoSum tool is that it helps to conduct summations without the manual addition of values. It saves time for calculations while also maintaining the accuracy of the calculations. This also acts seamlessly across the multiple directions of rows and columns. Thus, this indicates the high efficiency of the quick calculation feature.
[bookmark: _nogreqgo13ss]How to use AutoSum?
The thorough steps of using the AutoSum feature or tool while using MS Excel are listed below:
Step 1 - Open MS Excel and create a blank workbook. 
Step 2 - Input a series of numeric values across a series of cells as per requirements.
In the case of an already data-incorporated workbook, the previous two steps can be avoided. 
Step 3 - Click on a specific cell on which the summation results are required to appear. 
Step 4 - Find the AutoSum or click on the HOME tab located in the ribbon and then click on the “Σ AutoSum” button.
Step 5 - Now it's time for the selection of the range. Either Excel will automatically select the adjacent range to the cell for the summation just after the selection of the AutoSum button. Or manually the cells needed for summation are required to be selected through a drag. 
Step 6 - After selection of the series for addition, a simple press of the ENTER button can make the results appear instantly. 
[bookmark: _wgvlfxwj2jk9]Additional features
· AutoSum can be used for multiple rows in a Simultaneous process while dragging and dropping can result in the application of the feature to another series of cells as well. 
· The Shortcut to applying or activating the AutoSum tool is - “Press Alt + =”.
· The other functions of AutoSum for other quick calculations under the AutoSum function include AVERAGE, COUNT, MAX, and MIN. 
[bookmark: _u5f7xmnjucle]Bibliography
Microsoft (2025) Use AutoSum to sum numbers in Excel. Available at: https://support.microsoft.com/en-us/office/use-autosum-to-sum-numbers-in-excel-543941e7-e783-44ef-8317-7d1bb85fe706#:~:text=If%20you%20need%20to%20sum,function)%20to%20sum%20the%20numbers. (Accessed: 04 June 2025)
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TASK 2 - INFORMATIVE POSTER

Description

AutoSum is a powerful tool of MS Excel that is
used for the purpose of conducting quick
calculations. This generally delivers results in the
form of a Sum of values inserted in two or more
cells. The simplification of the summation process
becomes possible through the utilisation of the
Excel formulac for SUM and multiple clicks for the
selection of the cells. However, these AutoSum
quick calculations can only be applied on multiple
cells which only consist of numeric values.

Benefits of AutoSum feature
The specific benefit of the AutoSum tool is that it
PRSI S O helps to conduct summations without the manual
[IFil~ addition of values. It saves time for calculations
Clear-  Sort&Find& while also maintaining the accuracy of the
Filter - Select - calculations. This also acts scamlessly across the
o, multiple directions of rows and columns. Thus, this
4 indicates the high efficiency of the quick calculation

feature.

¢ How to use AutoSum?
The thorough steps of using the AutoSum feature or tool while using
MS Excel are listed below:
Step 1 - Open MS Excel and create a blank workbook.

Step 2 - Input a series of numeric values
across a series of cells as per requirements.
In the case of an already data-incorporated
workbook, the previous two steps can be
avoided.

Step 3 - Click on a specific cell on which the - . - . -
summation results are required to appear.

Step 4 - Find the AutoSum or click on the !
HOME tab located in the ribbon and then : ..
click on the “T AutoSum” button. :

Step 5 - Now it's time for the selection of the

o i .5 % range. Either Excel will automatically select
‘ i % . the adjacent range to the cell for the
H % % summation just after the selection of the
H % % ¥ AutoSum button. Or manually the cells

— needed for summation are required to be
selected through a drag.
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addition, a simple press of the ENTER
button can make the results appear instantly.
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| Step 6 - After selection of the series for
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\[= Additional features

« AutoSum can be used for multiple rows in a Simultaneous process
while dragging and dropping can result in the application of the
feature to another series of cells as well.

« The Shortcut to applying or activating the AutoSum tool is -
“Press Alt + =",

« The other functions of AutoSum for other quick calculations
under the AutoSum function include AVERAGE, COUNT,
MAX, and MIN.
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