
What is EXCEL?
It is used to create spreadsheets, which are documents in which data is laid out in rows and 
columns, similar to a large table. Microsoft Excel is a spreadsheet program used to organise, analyse, 
and manipulate data in rows and columns. It is a powerful tool for calculations, data visualisation 
(through charts and graphs), and automating repetitive tasks. Excel is a component of the Microsoft 365 
suite and is widely used across various fields, from business and finance to education and science.

• AutoSum is the built-in command to perform additions for large 

datasets. When you’re unable to scroll up/ down or left/ right in a huge 

spreadsheet, you can rely on AutoSum for accurate subtotals and 

totals.

What is AutoSum?

You can go to the Editing 

commands block within the 

Home tab on the Excel ribbon 
to find AutoSum.
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Open Your Excel 
Spreadsheet

Select the Cell
for the AutoSum

Result

Click the
AutoSum Button

Adjust the
Selected Range 

if Necessary
Press Enter

How to use AutoSum in Excel
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