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How to Auto-Sum on

Microsoft Excel
By Joshua Wilson

Excel

application on your computer or the

device you are using. Once you've

founditdouble-click on the icon to

launch the program You can find an

example of what theicon looks ke
inthe image below:

Justbelow the top of the page,
youwillsee arow of tabs.To
accessdifferent featores, cick
on the formolas'tab. This will

allowyou to access calculations

‘within the document.

Ciick onthe button labeled "create:
blank workbook” this will provide:
‘youwithan empty spreadsheet to
begin putting in your data.
Makesure you don'tlick one with
data lready filled out asths covld
become a problem.

Now,justbenecth that row of tabs,
‘youwillnotce anther row. Inthis
row, you willfind a symbol for avto-
sum.dick on the arrow next to that

symbolto access more options.

BE \jicrosoft

STEP3

Inthe designated columns, enter

the specfic numbers you wish to
‘add, such as your annual saary,
expenses, or any other figures that
are rellevant to your-

Aboxwillappear on the screen once’
‘you complete the previous step. At that
point, cick on the option abeled "sum"
‘which willthen add all the selected
e e
total

STEP4

Now, hover the cursor over the numbers
uniilyou see a plus/symbol appear.
Starting from the top, dick and hold, then
dragitover ol the numbers il the are-
fully highlighted.

used for a variety of tasks
involving the organisation,

efficiently manage large
‘amounts of information by
creating structured tables and
charts allowing users to
‘manage information
efficiently and do
mathematical sums easily





