
Type Your Numbers: Type your numbers in a column, like in 

cells A1 to A5. For example, type:

- A1: 10

- A2: 20

- A3: 30

- A4: 40

- A5: 50

Step

How to use 

AUTO SUM IN EXCEL 

Find and click on the Excel Icon:  Look for the Excel icon 

on your computer, usually on the desktop or in the 

Start menu. Click on the Excel icon to open Excel.
Click the "New" Button: When Excel opens, click on 

the "New" button to create a new spreadsheet.

Click "Blank Workbook" : A new window will open. 

Click on "Blank Workbook" to create a new, 

empty spreadsheet.

Select the Cell for the Sum:

Click on the cell where you 

want to display the sum, like 

the cell below your numbers 

(e.g., A6) Click the "Formulas" Tab:At the top of the Excel 

window, click on the "Formulas" tab

Click the "AutoSum" Button: In 

the Formulas tab, click on the 

"AutoSum" button. 

Check the Range: Excel will 

auto-select the range to sum. If 

it's correct (e.g., A1:A5)

Press Enter: Press the Enter key on your 

keyboard to apply the AutoSum formula. 

The sum is now calculated and displayed in 

the cell you selected (e.g., A6)
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