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AutoSum is an Excel tool that automatically uses the SUM function to
quickly total values in a row or column (Microsoft, 2023).

¥ STEP-BY-STEP GUIDE WHEN TO USE IT?

B Step 1: Open your Excel worksheet

. . Calculating totals in budgets, sales reports,
Make sure your data is organised in columns or rows. _ _
(Shelly and Vermaat, 2014) inventories.
- Creating fast summaries in tables.
B Step 2: Select the cell below or beside your - Automating repetitive calculations.
numbers

Example: If you want to sum values in cells A1 to A5,
click on cell AG.

<+ Step 3: Click on the AutoSum (3) button
Go to the Home tab — In the Editing group, click
AutoSum. Excel will automatically detect the range
and show: =SUM(A1:A5) (Morley and Parker, 2016)

Step 4: Press Enter
Your sum will appear in the selected cell.

u EXAMPLE

I Total =SUM(B2:B4) — 37
Tips for Using AutoSum
- Select multiple cells to AutoSum in several
SUM o X fx =B2:B4 rows/columns at once.
A B , | - Use Alt + = shortcut for quick access.
1 Mems Quantity _ - You can adjust the formula range manually if
S appes  J 104 Excel doesn’t detect the correct one.
El oranges | 15§
4 bananas : 121
5 | I=8284] |
Why It Matters in the Workplace?  Remember-
- Saves time AutoSum = Accuracy + Speed + Simplicity
- Reduces human error X AutoSum automatically recalculates totals
- Boosts efficiency a2 when rows are inserted, improving data
integrity (Bovey et al., 2009).
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