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1.0pen your Excel spreadsheet
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Start by opening Microsoft Excel and i
preparing a table with the numbers you 3 35078
want to add. For example : —

6 397

7 98456

8

2.Click on the cell where you want the total.

4| 108
5 7

6 397 Click on the empty cell directly below a
7 98456 column of numbers, or to the right of a
Eﬁ_.l row of numbers. This is where the total
2 will be displayed.

10

Al |

e E
Go to the Home tab on the ribbon at the top of the f 2

Insert AutoSum Recently Financial Logica

screen. Look for the AutoSum icon (F), usually found Function =~ Usedv v -
on the right side. Funct

SmeE O 4. Click "AutoSum” (X symbol

SUM v i X/ fxv =SUM(AL:AT)

Make sure the correct cells are selected (e.g.
Al to A5). If not, you can use your mouse to
e select the right range before proceeding. As
shown in this example

5. FINAL STEP : Press ENTER

AB v e =SUM(A1:AT7)
Once the correct range is selected, simply press 1] a0 |
the Enter key. Excel will instantly display the total e
in the selected cell using the formula =SUM(...). s\
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What is AutoSum ?
AutoSum is a button in Excel that quickly totals selected numbers without you having to write a formula.
Why AutoSum is Important:

+ Saves Time - Instantly adds up values without typing the formula.
+ Reduces Errors - Minimizes mistakes in writing formulas.

« User-Friendly- Great for beginners.

« Quick Totals- Helps you quickly total columns or rows of numbers.




