
How to use AutoSum in Excel. 
Method 1: using the AutoSum Button  

1. Click the cell where you want the total to appear (usually 
below a column of numbers or at the end of a row). 

2. Go to the “home” tab on the ribbon. 

3. In the editing group, click “auto sum” 
4. Excel will automatically select the range of numbers of sum  
5. Press Enter  

For example,  
If you have numbers in cells a1 to a4: 
Click cell a5 

Click AutoSum         it will insert =sum (A1:A4)  
Press Enter 
 

Method 2: keyboard shortcut 

 
Select the cell where you want the total. 
Press ALT + = (windows) or command + shift + T (Mac) 
Excel will auto – insert the = sum (. . .) formula.  
Press Enter  
 



Method 3: manually typing the formula 

 
Click the cell where you want the results. 
Type =SUM (A1:A4) (or your desired range) 
Press Enter.  
 
 
 

 

 
 
 
 
 
 
 

 

 

 

 
 


