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Task Information Poster
Chosen Topic: How to use AutoSum in Excel.
One of the easiest and most valuable features of Excel is AutoSum. You prevent unnecessarily typing up functions to carry out basic calculations, as it gives the sum of numbers in a column or row instantly and automatically. Here is how you can create AutoSum for yourself and put it to use in your spreadsheet (Microsoft, 2024).
Step 1: Create a Table of Data
What to do:
First, need to open Microsoft Excel. Then in a column, enter some information about your account and its amount. For example, below is the example:
	Item
	Quantity

	Pens
	10

	Notebooks
	5

	Markers
	25

	Colour Pen
	10

	pencil
	5


To put it into Excel, you would have headers in cells A1 and B1 - Item and Quantity, respectively. After that, add the item names in column A (from A2 to A6) and the numbers in column B (from B2 to B6). Make the columns straight to get a proper table.
Step 2: Click on the AutoSum Button
What to do:
Head over to the Home tab at the top of Excel.
The same goes for the far right end of the Editing group on the toolbar (Harvey, 2016).
Select the AutoSum (∑) button.
 Step 3: Let Excel Select the Range
What happens:
Excel tries to make a formula to add up which numbers you want.
You will see something like below appear in the highlighted cell:
=SUM (B2:B6)
What to do:
Make sure the right cells are selected (which will be indicated by it having a dotted blue line around it). Press Enter if the selection is accurate.
Step 4: Press Enter and See the Result
Note that the total number will be displayed in the cell where the AutoSum function (AutoSum (∑) button) was placed.
The user made a list of items in column A, and you can see their quantities in column B. In the A7 cell, the user has written the "Total" label, and in cell B7, the user applied the AutoSum function. The function =SUM (B2:B6) sums up all values in cells B2 to B6 automatically. Here the sum is 55. The blue highlight shows the range chosen, and the function will sum the quantity of all the items listed. This is how you use AutoSum in Excel: Easy to sum a column of numbers automatically (Cheusheva, 2023).
References
Cheusheva, S. (2023). How to AutoSum in Excel. [Online] ablebits.com. Available at: https://www.ablebits.com/office-addins-blog/howto-autosum-excel/.
Harvey, G. (2016). Excel 2016 for Dummies. Hoboken, NJ: John Wiley & Sons.
Microsoft (2024). Use AutoSum to Sum Numbers in Excel - Microsoft Support. [Online] Microsoft.com. Available at: https://support.microsoft.com/en-us/office/use-autosum-to-sum-numbers-in-excel-543941e7-e783-44ef-8317-7d1bb85fe706 [Accessed 11 Apr. 2025].


What happens:
Excel will guess which numbers you want to add and create a formula automatically.
You’ll see something like this appear in the selected cell:
What to do:
Check that the correct cells are selected (they’ll be highlighted with a dotted blue line). If the selection is correct, press Enter.
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