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[bookmark: _heading=h.af9qb0sehzbj]What is AutoSum?
AutoSum is a powerful Excel feature that lets you quickly add up numbers in a row or column no need to write complex formulas. It’s perfect for speeding up everyday calculations in the workplace.
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1. Select Your Cell
· Click the cell where you want the total to appear.
2. Find the AutoSum Button
· Go to the Home tab on the Excel ribbon.
· Look for the AutoSum (∑) icon, usually on the right.
3. AutoSum Suggests a Range
· Excel will automatically highlight the range of numbers above or to the left of your selected cell.
· Check that the highlighted range is correct. If not, click and drag to select the correct cells.
4. Confirm the Formula
· Press Enter to complete the calculation.
· The total will appear in your selected cell.
[bookmark: _heading=h.h8kvj9chfrgp]Tips for Using AutoSum
· Shortcut: Press Alt + = to insert AutoSum instantly.
· Multiple Calculations: You can use AutoSum for columns, rows, or even several totals at once by selecting multiple empty cells.
· Other Functions: Click the dropdown next to AutoSum to use other quick functions like Average, Count, Max, or Min.
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[bookmark: _heading=h.cnmdvtqzlnft]Why Use AutoSum at Work?
· Saves time, no need to type formulas manually.
· Reduces errors, minimizes risk of calculation mistakes.
· Improves productivity, gets accurate results in seconds.
[bookmark: _heading=h.jqdc5ugj9g9n]Remember!
Always double-check the selected range before pressing Enter to ensure you’re adding the correct numbers.
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· Microsoft Support. (2024). “Use AutoSum to add quickly.”
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